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Introduction

What is LaborKey Per Cap

LaborKey Per Cap is an affiliate database management system.
The primary features are:

e per capita and assessment payment tracking,

e per capita statements and analysis reports, and

¢ automated delegate eligibility/credentials and voting
strength tracking and reporting.

This product is the fifth major upgrade of our per capita software
which has been used in a humber of states since early 2000.

About this Document

Document This document provides a basic overview of the various features.
Purpose

Screen shots are illustrated on most pages. Below each illustrated
screen is a simple description of the purpose of each feature.

Document The most current LaborKey Per Cap Software Overview is located
Location online at www.laborkey.com/support.html.
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Logging In & Exiting

Logging In

Double-click on the LaborKey Per Cap icon on your desktop to

Step 1 open LaborKey Per Cap software.

? (LaborKey Per Cap icon)

The LABORKEY PER CAP LOG-IN screen appears with the last
logged user account name displayed. If the appropriate user
account is not displayed, you must select the appropriate user
account from the dropdown list.

|7 LABORKEY PER CAP

LABORKEY PER CAP LOG-IN

USER ACCOUNT NAME m
[YOUR ACCOUNT NAME] ™ _ .

i USER ACCOUNT PASS

PROCEED 8 CANCEL

Until USER ACCOUNTS are set up by your database

1 l'"'. \ administrator (under SETTINGS - USER ACCOUNTS), the

oF A only option for logging in is "Anonymous User”. To log in as
“"Anonymous User”, either enter the temporary password
"KEY” for limited access or "CAPDBA” for temporary full
administrative access. These passwords will cease to
function as soon as the first USER ACCOUNT is defined by
your database administrator.

LABYR



Exiting

LAB(YR
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19 LABORKEY PER CAP
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. accounts

search
browse
profiles
reports
exports
email

settings

While in LaborKey Per
Cap software, click on
the primary menu item
EXIT to exit the
software, or click the
[ESC] key on your
keyboard. In almost all
screens the [ESC] key is
a shortcut key for the
EXIT menu option.

Refer to the next topic
for more information
about the LaborKey Per
Cap menus.



LaborKey Per Cap Menus

Menus Overview

LABYR
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Y LABORKEY PER CAP
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i accounts . basic info
search misc info
browse contacts
profiles delegates
reports deposits
exports print-outs
email
settings
EXIT

The LaborKey Per Cap
software features are
organized according to
the LaborKey Per Cap
menus. The menus
provide access to all of
the features in the
software.

The menus are arranged
as a primary menu on
the left and often a
second sub-menu to the
right. The sub-menu
provides further options
related to the selected
primary menu option.
For instance, in the
illustration to the left,
the primary menu option
accounts is selected,
and six specific accounts
screens can be selected
from the displayed sub-
menu.

Not all primary menu
options require a sub-
menu.

Primary menu options
are the same for all
configurations of
LaborKey Per Cap
software. The sub-menu
options vary according to
software configuration.



Accounts Feature

“Basic Info” Screen

ACCOUNT DETAILS CGCOC TOPS5CUSTOM... FAST FIND...
(& ORGANIZATION — CATEGORY: A - LOCALY¥| INT'L CODE: BH |¥/ I_ FIRST NAMES (incl. c[v
PERSON SE
Orer AFFILIATE [7] DUES PAYING i
[J NON-AFFILIATE PAYING FEES ACCOUNTS TO HIGHLIGHT:
' (e.g. newspaper service fees) | AFFILIATED ACCOUNTS v
. accounts basic info - e £ 05/01/2004
search misc info /7
3 AFFILIATE - PAYING LOCATION BEDATH

browse contacts
ELECTRICAL WORKERS 1234
MICHAEL SMITHSONIAN

PLEASANTVILLE, MN

profiles delegates

reports deposits

exports print-outs

PRIMARY CONTACT
PRIMARY CONTACT Michael Smithsonian
TITLE COMMUNICATIONS DIR.
ORG/LOCAL ELECTRICAL WORKERS 1234

email
settings
EXIT

STREET ADDRESS (up to 2 lines)
1234 MAIN 5T

CITY PLEASANTVILLE ST MN ZIP 55123-
PHONE (651) 123-4567 ext. |
CELL () - FAX () -
eMAIL
WEB

COMMENTS ~[ExpAND]
[| BAD ADDRESS -
[| BAD PHONE
| | DECEASED [

= MONTHLY - STANL|¥ |
ENT: $ 0.15

COUNTY DAKOTA
CD 02 SD 38 HD 38B | and HD
"LOCATION" hd

BILLING/MAILING CONTACT

BILLING CONTACT

TITLE

ORG/LOCAL

BILLING /MAILING ADDRESS (up to 2 lines)

cImy ST ZIP

PHONE ( )} - ext.

CELL () - FAX () -

eMAIL

BILLING STMT MESSAGE (this affiliate only) - ([EXPAND]
A~

The “Basic Info” screen is the primary demographic data
management screen where contact and location information can be
entered and modified for accounts.

The "ACCOUNT DETAILS” panel at the top is the most important
portion of the screen. The small grey plus, minus, left arrow, &
right arrow buttons are used to (1) add new accounts, (2) delete
the displayed account, (3) navigate one record backward, &

(4) navigate one record forward (respectively). The information
entered in this panel also determines how (a) per capita billing,

(b) assessment billing, (c) delegate eligibility, & (d) voting strength
are calculated and reported for this account. (Refer also to settings
features which control per capita rates and delegate & voting strength

parameters.)

The “TOP 5 CUSTOM ...” panel at the top right can be customized to
include up to 5 custom fields which may be a combination of logical
(YES/NO/UNK), pop-up (dropdown), text, date, and assessment
(SUPPORT/OPPOSE/UNDECIDED) fields. These custom fields will be
customized for a fee, and they will not be able to be modified
without arranging for a LaborKey to technician to change the fields.



Info” Screen

. accounts

search
browse
profiles
reports
exports
email
settings

EXIT

basic info
misc info
contacts
delegates
deposits

print-outs

ACCOUNT SUMMARY CeOC CUSTOMFIELDS... FASTFIND...

- CRRIEIESEANGS . 1 - L OCAL - BH - 001234
ELECTRICAL WORKERS 1234 « AFFILIATE - DUES PAYING E
MICHAEL SMITHSONIAN + MONTHLY - STANDARD PER CAP L
PLEASANTVILLE, MN J = 05/01/2004 - [no inactive date] ACCOUNTS TO HIGHLIGHT:

| AFFILIATED ACCOUNTS v

FIRST NAMES (incl. c|v

|as

UNION MEETINGS

LOCATION: 312 CENTRAL AVE [
MINNEAPOLIS, MN 55414

FREQUENCY: 2nd TUH
TIME: 6:30 PM

COMMENTS

LABORKEY ID's
INTLUNIONID  BH - Int'l[v]

v LOCAL/ENTITY ID 001234

The “Misc Info” screen contains various data fields which would not
fit on the “Basic Info” screen, including "UNION MEETINGS” info and
a larger "COMMENTS” panel. The comments field is also available on
the "Basic Info” screen, but much smaller.

Similar to the “"TOP 5 CUSTOM ...” panel on the “Basic Info” screen,
this screen has a panel where up to 24 custom logical, pop-up, text,
date, and assessment fields can be included. Up to 5 of these fields
(the most important fields?) would be selected to be included on the
“Basic Info” screen.

On the bottom right, there is a "LABORKEY ID’s” panel which is
useful if LaborKey software is also installed. This panel automatically
links membership data in the LaborKey database with accounts in
LaborKey Per Cap software. This is useful if per capita payments
need to be compared to membership counts - especially when an
Area Labor Council publishes a newspaper and manages the
newspaper data with LaborKey software. (AFL-CIO state/fed’s and Area
Labor Councils should not manage membership data locally with LaborKey
software, as the AFL-CIO charter strictly forbids this®. However, if a labor
newspaper mailing list is managed separately by another office, and if the
data is managed exclusively for the purposes of newspaper mailings, then
software is needed to manage this list, and LaborKey has numerous custom
features which can be activated specifically for managing labor newspaper
mailing list data, and it integrates with this LaborKey Per Cap software.
Labor newspaper lists have been managed by LaborKey for years.)



“Contacts” Screen

LRBORKE

ACCOUNT SUMMARY ce oo FAST FIND...
. SEARCH FIELD(S): |
A Z0MERSISGUENGZ. . A | OCAL - BK - 000006 |LAST & FIRST NAMES (incl. ¢[+
FIRE & CRASH RESCUE S-2 = AFFILIATE - DUES PAYING SEARCH VALUE:
BILL MITCHELL « MONTHLY - STANDARD PER CAP L
WEST SAINT PAUL, MN = 06/01/2002 - [no inactive date] ACCOUNTS TO HIGHLIGHT:
| AFFILIATED ACCOUNTS v
. accounts basic info —
COMTACT EXEC. VICE OTHER BUS. MEDIA | [ LEGIS. poLIT. | (ORGAN.| [RETIR.
search misc info #1 ’ SEEs l l SEC. I [ PRES. l IC;FFICEF. [ MGR. I IC:ntact {C:ntact ’C:ntact] C:n:a:tl ’c:m::l
browse \_ contacts T
profiles delegates NAME BILL MITCHELL TIILE PRESIDENT EML. bill@fire.net
reports deposits WRK. (651) 123-4444 CELL (612)321-1111 HOM. ( ) - Fax. () -
exports print-outs
COMTACT (M - EXEC. VICE OTHER BUS. MeDIA | [Leais. | [pourT. | [orcan.] [ Remr
email #2 A== SEC. PRes. | |oFFicer| | meR. | | centact | | Contsct | | contsct | | Contsct [ | contact
TERM ExXP. TERM ExP.
settings
EXIT NAME TOM SMITH TITLE VICE PRESIDENT EML.
WRK. () - CELL (612)321-2222 HOM. ( ) - FAX. ( ) -
CONTACT [ - EXEC. VICE OTHER BUS. meD1A | [ Leas. pour. | [orGan.] [RETIR.
#3 A=) seC. eREs. | |oFicer| | MeR. | | contact | | Contact | | Contact | | Contact | | Contact
TERWEXP.  TERM EXP.
NAME SUSAN WILLIAMS TITLE GOV'T AFFAIRS, DIR. EML. susan@fire.net
WRK. () - CELL () - HOM. () - FAX. ( ) -
CONTACT [ - EXEC. VICE OTHER BUS. mepla | [Leais. | [eour. | [orean.] [reTir.
#4 BEES SEC. PRES. OFFICER MGR. Contact Contact Conkact Contact Centact
NAME TITLE EML.
WRK. ( ) - CELL () - HOM. () - FAX. ( ) -

The “Contacts” screen is VERY USEFUL if you understand how it
works in combination with selection options for “"Basic” report
selections, “"Accounts” export selections, and email selections. In
these basic output features the user can select a priority sequence
for contact types ("ADD’L SPECIFICATIONS” panel on these screens),
including the "PRIMARY"” and “"BILLING” contacts from the “Basic
Info” screen and all of the 10 contact categories represented on this
screen (see button labels in illustration above). These output
screens automatically handle for duplicate scenarios. These features
combined make this software a very powerful contact management
software product for organizations with multiple contacts.

LABHYR 10



“"Delegates” Screen

ACCOUNT SUMMARY oo FAST FIND...
A 20 MBRS'SJUENGZN . - | OCAL - BK - 000006 I_ ST NAMES (incl. |~
FIRE & CRASH RESCUE 5-2 « AFFILIATE - DUES PAYING SEARC
BILL MITCHELL = MONTHLY - STANDARD PER CAP L
WEST SAINT PAUL, MN + 06/01/2002 - [no inactive date] ACCOUNTS TO HIGHLIGHT:
) | AFFILIATED ACCOUNTS (]
. accounts basic info
search misc info DELEGATES & ALTERNATES - active & inactive
browse contacts
DELETE] NAME SALLY FABULOUS COUNTY HENNEPIN (v
rofiles delegates
4 2 RESIDENT ADDRESS WRK. () - CD[05] SD[63] HOD[63R
reports deposits 578 HAPPY-GO-LUCKY LN CELL ( ) ALC MINNEAPOLIS MET v
axports print-outs CITY TALL MOUNTAIN ST MN ZIP 55111- —
_ HoM.1C 1 O macrve -+ LB,
email EMAIL FAX. () @ DELEGATE
= ALTERNATE
settings FIND DELEGATE OR ALTERNATE (active or inactive): ©
ExiT
(case insensitive; exclude punctuation for phanes}
l.. NAME* LAST* FIRST= EMAIL PHONE* CELL* !

D BRIAN FENNEL FENNEL BRIAN

SALLY FABULOUS

NOTE: AFL-CIO state/fed users would see a number of additional fields
and options specific to annual convention credentials, convention
committees, convention workshops, and convention registration fees.

The “Delegates” screen is a very practical tool for managing eligible
delegates and alternates. This feature has evolved over the years to
reflect “real-world” practices. Especially for ALC’s, CLC's, and CTW
bodies, an affiliate might qualify for a different number of delegates
and/or votes month-to-month depending on membership per capita
payments received in prior months. It would be impractical for
delegates and alternates to be dropped off the list during months
with less delegates, only to have to re-enter the same delegate
information again later when delegate eligibility increases. The
“INACTIVE” radio button option on the right is important, because
persons can be entered on the list, reviewed/screened in advance
(verifying membership status), and activated as a delegate or
alternate when necessary (without deleting or re-entering data).

The “Delegates” reports described in later topics include formats
which list all eligible delegates, activated (flagged) delegates (and/or
alternates), and delegate and voting strength eligibility totals.

11



“Deposits” Screen

. accounts

search
browse
profiles
reports
exports
email
settings

EXIT

basic info
misc info
contacts

delegates

_ deposits

print-outs

ACCOUNT SUMMARY LEL=0 O V)

- ZOMERSSOULNEZN . p - |OCAL - BK - 000006

FIRE & CRASH RESCUE 5-2 « AFFILIATE - DUES PAYING [
BILL MITCHELL « MONTHLY - STANDARD PER CAP

WEST SAINT PAUL, MN + 06/01/2002 - [no inactive date] [

FAST FIND...

ST NAMES (incl. c|v

L

PRIOR QUARTER | | ¢
L

NEXT QUARTER |

ACCOUNTS TO HIGHLIGHT:

| AFFILIATED ACCOUNTS )

RECEIPTS: Apr 07 - Jun 07 PER CAP FEES & ASSESSMENTS: Apr '07 - Jun '07

CK = AM DEPOSIT CKS & AMTS APPLIED
Ropt 01 043007 € — 3 APR 006530 (¥ 17.85
select cl¥) _PERCAP  ASSESSMT  MEMBERS
o select cl*)~ $0.85 ca. ~ALcseLT)
TOTAI'.S: 17.85 17.85 21
Rept 02 052307 € — 3 MAY 006551 (¥ 17.85
select cl¥) _PERCAP  ASSESSMT MEMBERS
[m] select c[¥] - $0.85 ea. ~[ALCSPLIT]
TOTAI'.S: 17.85 17.85 21
Repe 03 IS sy :1] 062307 © 2 JUN 006565 (v ¥ 17.85
Ropt 04 select cl¥) PERCAP  ASSESSM'T  MEMBERS
O select /]~ $0.85 ea. r(ALCSPLT)
TOTAI'.S: 17.85 17.85 21
RECEIPTS: Jul '07 - Sep '07 PER CAP FEES & ASSESSMENTS: Jul "07 - Sep '07
CK * AMT  DEPOSIT CKS & AMTS APPLIED
L2118 006584 sy i) 072307 © 2 JUL 006584 (v X 17.00
Ropr 02 select cl¥ PERCAP  ASSESSMT  MEMBERS
O select c[+] . $0.85 ea. r(ALCSPLT)
TOTALS; 17.00 17.00 20
0 AUG select civ
select clv] PERCAP  ASSESSMT  MEMBERS
O select /] - $0.85 ea. r(AECSPLT)
roracs: [{
0 SEP select v
select /v y _PERCAP  ASSESSMT MEMBERS
[} select c[¥] - $0.85 ea. r{ALC 5PLIT)
roracs: [{

All per capita receipts for a deposit should be entered in the
“Deposits” screen. Per capita receipts are entered in the left panels,
and in the right panels the receipts are selected and applied toward
specific months. A receipt entered on the left can be applied toward
many (unlimited) months on the right, and up to 3 receipts on the
left can be applied toward any single month on the right. Per cap,
assessment, and membership totals are automatically calculated and
filled in when receipts are selected on the right, and the user can
then modify these totals if necessary.

Deposit numbers must conform to the date format MMDDYY;
however, the deposit numbers do not need to match the exact days
of the deposits. The month and especially the year should be true.

To enter a receipt on the left, simply enter the receipt in the next
available slot within the appropriate quarter (up to 2 quarters are
displayed at a time, and clicking the "PRIOR QUARTER"” and “NEXT
QUARTER” buttons instantly shift the quarters displayed). The
software automatically resorts the receipts after entry of a receipt
(so there is no need to enter them in “correct” sequence).

If a single check is submitted by an AFSCME, AFT, or other council
for multiple Locals, enter the check number in each Local account,
but only enter the amount of the check applied toward the displayed
Local (for each account). Instead of manually entering the data
for each Local, refer to the BATCH feature on the following page.

12



“Multi-Local Batch Payment” Screen

MULTI-LOCAL BATCH PAYMENT

9] LABORKEY PER CAP

ACCT ID!| I-CODE ORGANIZATION

MBR COUNT| CAP RATE

CAP AMT | ASMT RATE! ASMT AMT

AFSCME Local #2

EF
oo | |AFSCME Local#22 |
ooc2 | r |AFSCME Locsls |
“oonv | Er_|AFSCHE Local #1355 |
.

AFSCME Local #5735

e

565
320
131

1,385
263

84

624
180

22

2
60
15

186

75
43

615

62

6
79
24

$ 0.85§ 480.25
$ 0.85% 272.00
$ 0.85% 111.35
$ 0.855 1,177.25
$ 0.85% 223.55
$ 0.85 § 71.40
$ 0.85% 530.40
$ 0.85% 153.00
$ 0.85 § 18.70
$ 085 & 0.85
$ 0.85 § 51.00
$0.85 § 12.75
$ 0.85

$ 0.85% 158.10
$ 0.85 § 63.75
$ 0.85 § 36.55
$ 0.85§ 522.75
$ 0.85 § 52.70
$0.85 § 5.0
$ 0.85 § 67.15
$ 0.85 § 20.40
$ 0.85% 221.00
$ 0.85% 132.60
$ 0.85 § 81.60
$ 0.85 § 39.95
$ 0.85 & 13.60
$ 0.85 § 43.35
$ 0.85 § 24.65
$ 0.85 § 12.75
$ 0.85 § 43.35
$ 0.85 § 14.45
$ 0.85 § 72.25
& NAS ¢ 17 A8

li2]

STATE, COUNTY & MUNICIPAL EMPLOYEES - JUN 2007

CONTROL PANEL

Deposit #: 061507
Check #: 004555
Check Amount: °  5,049.00

[calculate Amounts from Counts |

[calculate Counts from Amounts |

L.

[Preview v Report]
[Print v Report]
[Apply Deposit | [[cANCEL |

L.

PROBLEM PANEL

LISTED ACCOUNTS ALREADY HAVING
DEPOSITS RECORDED FOR: JUN - 2007

ACCT D0QR - AFSCME Local =2 [a]
ACCT 00LU - AFSCME Local 217 3
ACCT 00MM - AFSCME Local =22 [w|

STATS PANEL

L.

Month: JUN - 2007
Deposit #: 061507
Check #: 004555
Check Amount: % 5,049.00
Total Affiliates: 35
Total Count: 5,940
Count Range: D : 1,385
Total Per Cap: % 5,049.00
Total Assessm’t:

Total Amount: % 5,049.00

LAB(YR

To access the “Multi-Local Batch Payment” screen, click the MULTI-
LOCAL BATCH PAYMENT button for the appropriate month as
illustrated on page 12 for the last two displayed months. It does not
matter which Local within a Union is selected when this feature is
accessed. The above illustration assumes that the user selected this
option while an AFSCME Local account was displayed.

This feature automatically includes all active accounts within an
International/National Union, and it automatically displays the most
recent recorded member counts and per capita amounts, as well as
the configured per capita and assessment rates for each account.
Member totals and per capita amounts can be manually adjusted,
and accounts can be removed from the batch list by clicking the
REMOVE cell in the left-most column. This feature forces the user
to balance the check amount entered in the top right with the total
per cap and assessment amounts listed in the grid. A very clean
“Summary Report” can be printed as a record by clicking the Print
Summary Report button. This feature saves time and prevents

errors.

13



Per Capita “"Calculator” Feature

In the illustration on page 12 there are six small iconographic images
of a calculator underneath the applied checks and check amounts for
each month displayed. After selecting checks and entering amounts
to apply, the calculator icons can be clicked to bring up a Per Capita
“Calculator” feature which can be used to properly calculate and
apply check amounts, per capita amounts, assessment amounts,
membership counts, and to automatically apply remaining amounts
to additional months. Also, the calculator allows the user to
manually override configured assessment rates for one or more
months.

Per Capita “"ALC Split” Feature

LABYR

In the illustration on page 12 there are also six buttons labeled “"ALC
Split” at the far right for each of the six displayed months. These
buttons are only activated and available for AFL-CIO state/fed offices
which collect per capita on behalf of ALC’s and then redistribute the
per capita fees back to the ALC’s. Clicking these buttons brings up a
screen where membership totals can be split by ALC jurisdictional
area. Affiliate reports reflect this data by breaking down per capita
receipts by ALC.

14



“Print-Outs” Screen

LRBORKE

ACCOUNT SUMMARY LEL=0 O V) FAST FIND...

NV VAFFILIATESIPAYANG) . 5 -\ OCAL - BK - 000045 ZATION NAMES ™M

FIRE FIGHTERS LOCAL #45 « AFFILIATE - DUES PAYING E:
KEN GREENTREE = MONTHLY - STANDARD PER CAP L
MINNEAPOLIS, MN + 06/01/2002 - [no inactive date] ACCOUNTS TO HIGHLIGHT:
EFFILIATED ACCOUNTS hd
. accounts basic info —
o = BILLING STATEMENT AFFILIATE SUMMARY
browse contacts STATEMENT DATE: 10/24/2007 12 -MONTH PERIOD ENDING OCT [v| '07 ]
profiles delegates
MONTHS BEYOND DUE MONTH AFTER WHICH
reports deposits AN ACCOUNT IS FLAGGED "IN ARREARS™: 2 el =
exports \_ print-outs
= MESSAGE TO PRINT ON ALL STATEMENTS — DELEGATE & VOTE ELIGIBILITY
settings BASED ON MEMBERS PAID THROUGH OCT |v| '07 [v|
EXIT —
MESSAGE FOR THIS ACCOUNT ONLY el =

BASIC PRINT-OUTS

Information Request Form

MESSAGE ON DELINQUENT STATEMENTS i LI E (® PRIMARY CONTACT (O BILLING/MAILING CONTACT

|according to the records of the ~ @ F Aard .

Minneapolis Central Labor Union Council, ¢l = @ u_wc_‘:j,’_‘éq._;"' e ap

the Per Capita payments for your local are AR B s R

in arrears. Please submit payment in | Full Sheet of Mailing Labels

accordance with this statement or contact |+ LI 5 PRIMARY CONTACT () BILLING ... (Avery 5260)
a& Single Mailing Label - .,

Sy “ «ROW 01(v] ¢ COLUMN 1[v] Qe

The reports available from this “Print-Outs” screen are also available
from the “Reports” features described in later topics. However, on
this screen the reports are printed only for the selected and
displayed account. The reports listed on this screen are the most
basic and the most common reports which are often required for
individual accounts. For instance, if an affiliate would request a
single account statement for their records, or if a single mailing label
or envelope would be needed for a mailing to an affiliate, this screen
would be the most convenient option.

LABHYR 15



Search Feature

Search Screen

LRBORKE

accounts
. search
browse
profiles
reports
exports
email
settings

EXIT

LABYR

SEARCH ...
SEARCH FIELD(S):

| PHONE, FAX, & CELL #'s (incl|v]
SEARCH VALUE:

|123

ACCOUNTS TO HIGHLIGHT :

| AFFILIATED ACCOUNTS bl
LB NON-AFFILIATE (M)
WCCo TV

KENNY INFINITY
ca NON-AFFILIATE (I}

MPD
GEOFFREY SPRINKLES

BY NON-AFFILIATE (1)

PEAVEY PARK/BOARD
DONN SPRINKLES

63 NON-AFFILIATE (M)

CITY PAGES
ERIN YOUNKER

CHN 202 MBRS -

STAGE EMPLOYEES LOCAL
JAMIE QUINTON
MINNEAPOLIS, MN

3 E
B

8 #
Em

Kz NON-AFFILIATE (X}

IATSE LOCAL 68
ED INFINITY
MINNEAPOLIS, MN

(cLEar]

81 matching accounts found ...

wm NON-AFFILIATE (X}

HERE MEMBER
MAGDALENA MABEL

es 458 MBRS - JUL ‘07

BAKERS LOCAL #55
IONE NANTUCKET
MINNEAPOLIS, MN

8

L9 NON-AFFILIATE (X)

BAKERS 55
FREDRIC INFINITY
MINNEAPOLIS, MN

MD 300 MBRS - SEP '07

ROOFERS LOCAL #27
HOLLIS HOPPER
MINNEAPOLIS, MN

ME 1,201 MBRS - JUL '07

TRANSIT WORKERS LOCAL #6001
ELSA HOPPER
MINNEAPOLIS, MN

8]

EX 740 MBRS — SEP

BRICKLAYERS LOCAL #6
ANASTASIA OLSON
MINNEAPOLIS, MN

N

8

FX 655 MBRS — JUL '07

PLASTERERS & CEMENT MASONS
WHITNEY NANTUCKET
MINNEAPOLIS, MN

Qi

a8 155 MBRS - JUL ¢

PLASTERERS LOCAL #571
HERBERT UTTER
MINNEAPOLIS, MN

=
6Z 4,000 MBRS - JUL '07
IBEW LOCAL #525

JOSH MABEL

MINNEAPOLIS, MN

18]

&R NON-AFFILIATE (X]

B

AFSCME 8400
PHIL YOUNKER
MINNEAPOLIS, MN

PL 51 MBRS - JUL '07

AFSCME LOCAL #8400
GLORTIA DINGLER
MINNEAPOLIS, MN

BD 200 MBRS - JUL '07

GLASS, MOLDERS, POTTERY & PLJ
FERNANDO SPRINKLES
MINNEAPOLIS, MN

J4 NON-AFFILIATE (X}

LABOR REVIEW
LEONA MANCHESTER

Lz NON-AFFILIATE (M}

MPLS LABOR REVIEW
JOSH HOPPER
MINNEAPOLIS, MN

LN 1,186 MBRS - JUL '07

PIPE FITTERS LOCAL #182
JANEL HOPPER
MINNEAPOLIS, MN

as AFFILIATE — PAYING

UNITE/HERE LOCAL #63
EUGENE TIPPER
MINNEAPOLIS, MN

FJ MNON-AFFILIATE (X,

HERE #63
LEON OLSON

5H 300 MBRS - JUL '07

CITY EMPLOYEES LOCAL #8768
KEVIN YOUNKER
MINNEAPOLIS, MN

ik

The “Search” feature allows the following search options:
e LAST & FIRST NAMES (incl. contacts),

ORGANIZATION NAMES,
LOCAL NUMBERS,

PHONE, FAX, & CELL #'s (incl. contacts), &
ACCOUNT ID'’s.

All search options are incredibly fast, and most options support
“search as you type” — where the displayed matches are updated
with each character you type.

You can select a subset of accounts to highlight. In the illustration
above “AFFILIATED ACCOUNTS” are highlighted. “Highlighted”
accounts are displayed in the one or two primary colors that were
used as the primary colors for the international/national website for
that Union in early 2007.

The “"GO” buttons open up the accounts in the “Basic Info” screen.

_ﬂ\ i If the current display pixel resolution is set to at least 1250 pixels

<

in width, then these same exact search options show up as a
"FAST FIND” option on the right side of all "accounts” screens.

16



Browse Feature

Browse Screen

MBORK

accounts
search
. browse
profiles
reports
exports
email
settings

EXIT

LABYR

SELECTED ACCOUNT

FIRE FIGHTERS LOCAL #45
KEN GREENTREE
MINNEAPOLIS, MN

AFFILIATE — PAYING

= A - LOCAL - BK - 000045

OC FILTER CRITERIA

|ALL ACCOUNTS (%] [] neg.

= AFFILIATE - DUES PAYING
* MONTHLY - STANDARD PER CAP
« 06/01/2002 - [no inactive date]

659

[FInD] [ oRGANIZATION:

] PROCEED TO SELECTED RECORD

ACCT ID| ACCT TYPE | CAT | INTL CODE LOCAL DORGANIZATION CONTACT NAME CON|[*|
00PR (o] x Education Minnesota Charles Dingler DIN
00qQyY (o] P Education MInnesota Miriam Jackson JACI
00KL (o] Y Electrus Federal Credit Union Connie Infinity INFI
00KM o] Y Electrus Federal Credit Union Connie Infinity INFI
005K o} A BI 2 ELEVATOR CONSTRUCTION Local #2 Ben Younker You
005L o Y 2 Elevator Constructors 2 Ben Younker YOUL
000A o} A BK S5-5 FIRE & CRASH RESCUE 5-5 Elizabeth Manchester MAN
004M (o] Y 228 Fire Fighters 228 Rocky Jackson JACI
00NW (o] Y 45 Fire Fighters 45 Ken Greentree GRE
001z (o] Y 6281 Fire Fighters 6281 Lillie Kipper KIFF

00NV
00CZ o} A BK 6281 FIRE FIGHTERS Local #6281 Kewin Quinton QuIl
00sc (o] Y First Republic Mortgage Corporation (Why F Santiago Utter uTTI
oosu o} A DE 890 GAS WORKERS Local #890 Aleta Younker You
00BM o} A 6-B GCIU 6-B Bonita Sprinkles SPR
0013 o} A 6-M GCIU 6-M Verne Loopie LCO
DONG (o] X 5-M GCIU 6-M Royce Hopper HCP
00AY (8] A CH 6-B GCIU Local £6-B Drew Sprinkles SPR
00JH (o] A CH 6-M GCIU Local £6-M Verne Loopie LOO
00N (o] Y 78B Glass, Molders, Pottery & Plastics 788 Ione Greentree GRE
00BD o} A BR 78B GLASS, MOLDERS, POTTERY & PLASTICS | Fernando Sprinkles SPR
001w (o] Y L-6859 Glaziers L-6859 Janel Kipper KIPF
oopz2 o} A DA 6859 GLAZIERS Local #6859 Herbert Quinton QUII™|

< ¥

While the “Search” feature is typically the fastest search option, the
“Browse” feature is the most flexible. Clicking on most field

(column) headers resorts the data according to the selected field,

and for most fields a FIND option is displayed for the selected field.

Selecting a record (row) updates the account display at the top.

Double-clicking on a record or clicking the PROCEED TO SELECTED
RECORD button opens up the account in the “Basic Info” screen.

The “FILTER CRITERIA” panel on the upper right is useful if you
would like to only search or browse within a specific selection of
accounts. Up to three “profiles” (see following topic) can be selected
in combination to filter the search universe.

17



Profiles Feature

Profiles Screen

MBORK

PROFILES SAVE NEW PROFILE |  CLEAR NEW PROFILE

OPTIONS: BUILD A NEW PROFILE V PROFILE NAME: AFSCME LOCALS, SEN DISTS 45-56

[]15 AFFILIATED [] 1S DUES/FEE PAYING []1s POTENTIALLY ELIGIBLE FOR DELEGATES/VOTES™
[J1SN'T AFFILIATED [] ISN'T DUES/FEE PAYING [ ] ISN'T POTENTIALLY ELIGIBLE FOR DELEGATES/VOTES™

accounts actual amount or timeliness of dues payments not factored in prof
search & [v] CATEGORY IS: v A or OR OR OR OR OR OR OR
browse OR OR OR OR OR OR OR OR OR
. profiles & [v] INTL CODE  IS: l»| EF or OR OR OR OR OR OR OR
reports OR OR OR OR OR OR OR OR OR
exports &[Jore
e &[] LoCcATION
settings &[Jciry
EXIT & [v] STATE 15: [»] MN or OR OR OR OR OR OR OR
&[]s5-zIp
&[] counTy

&[] conG DIST

& [#] SEN DIST IS: v 45 OR 46 OR 47 OR 48 OR 49 OR 50 OR 51 OR 52 OR 53

OR 54 OR 55 OR 56 OR OR OR OR OR OR

&[] Hous DIST

[ COUNT CRITERIA RESULTS | [ BROWSE CRITERIA RESULTS | [ REVIEW CRITERIA SYNTAX

“Profiles” are similar to Microsoft Access “Queries”. Profiles are
stored selection criteria which are assigned names and used again
and again, either by themselves or in combination with other
profiles. Profiles are available as filter criteria in the “Browse”
feature, and they are available as selection criteria for reports,
exports, and email broadcasts.

The illustration above demonstrates how a very simple profile might
be created. This profile, named "AFSCME LOCALS, SEN DISTS 45-
56", was defined as category “A” (Locals), international code “EF”
(AFSCME), state "MN”, and senate districts 45-56. With all the
criteria in this profile, the operator “IS” was selected. Other
operators include “ISN'T”, "BEGINS WITH”, "DOESN'T BEGIN WITH",
“"CONTAINS THE TEXT”, "DOESN'T CONTAIN THE TEXT", “IS EMPTY”,
& “ISN'T EMPTY".

LABHYR 18



Custom Profiles Screen

MBORK

accounts
search
browse
. profiles
reports
exports
email
settings

EXIT

LABYR

PROFILES - CUSTOM SAVE NEW PROFILE |  CLEAR NEW PROFILE

OPTIONS: BUILD A NEW PROFILE V PROFILE NAME: AFSCME LOCALS, SEN DISTS 50-54

APPEND FOLLOWING SAMPLE CRITERION TO CRITERIA BELOW:
Select Criterion to Append ... (vl

(ALLT(acct_cat)=="A" AND ALLT(inticode)=="EF" AND UPPER(ALLT(state))=="MN" AND )
(PADL(ALLT(sen_dist),2,"0")=="45" OR PADL(ALLT(sen_dist),2,"0")=="46" OR

PADL(ALLT(sen_dist),2,’ "47" OR PADL(ALLT(sen_dist),2,"0")=="48" OR
PADL(ALLT(sen_dist), 2, " OR PADL(ALLT(sen_dist),2,“l]
PADL(ALLT(sen_dist), 2, " OR PADL(ALLT(sen_dist),2,"0
PADL(ALLT(sen_dist),2,’ " OR PADL(ALLT(sen_dist),2,“l]
PADL(ALLT(sen_dist),2,’ " OR PADL(ALLT(sen_dist),2,"0"

l

COUNT CRITERIA RESULTS ] [ BROWSE CRITERIA RESULTS

This is the only feature we do NOT recommend for most users, and it
is hidden. The user must right-click the “profiles” sub-menu option
to access this feature (welcome to the club). The basic “Profiles”
screen illustrated on the prior page is adequate 99% of the time.
With user-defined “categories” (from Settings) and “locations”, there
is considerable flexibility within the basic Profiles feature. However,
there are advanced users who need more. This screen requires a
modest comfort level working with SQL syntax directly. In the
illustration above, the syntax from the basic Profiles feature was
copied (by clicking [CTRL+C] after clicking the REVIEW CRITERIA
SYNTAX button in the basic Profiles feature) and pasted (by clicking
[CTRL+V]) in the syntax editor in the custom Profiles screen
illustrated above.

For a basic syntax reference, download the file
www.laborkey.com/documentation/laborkey/syntax/syntax reference.html.
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Reports Feature

“Basic” Reports

LMBORKEE,

accounts
search
browse
profiles
\. reporis
exports
email
settings

EXIT

Selection Panel #1:

SELECTION
PROFILES

LABYR

REPORTS - BASIC SELECTION PROFILES | [ count}
SORT BY: o |profile: AFSCME LOCALS, SEN+| [ | neg.
CONTACT LAST NAME |*| (& Ascending () Descending profile £2: -
THEN BY: | Or M AND '.i?f.'-’f'l'f AFFILI|w| | | Neg.
CONTACT FIRST NAME V (®) Ascending () Descending |‘_p-roi-=i||;not sele:v: [ | Meg.
I basic THEN BY: _— @
|*| (& Ascending () Descending
affiliates THEN BY: m
deposits V @Ascending ODescending b
delog THEN BY: - _ _ ADD'L SPECIFICATIONS |
|*| (& Ascending () Descending !
audit | SELECT "BEST" (per list below): |v|
rs ., PRIMARY CONTACT e
Laborkey bl &2 Mailing Labels (s ) = :EILLING / MAILING CONTACT v
reference Sk |[PRESIDENT (vl
A Standard #10 Envelopes Sk | EXECUTIVE SECRETARY [v]
= S+ VICE PRESIDENT ]
k@)ﬂQTHER OFFICER ]
0& Window Addresses L@l_BUSINESS MANAGER ™
# O ivawo e L@mEmA CONTACT [v]
£7 LEFT MARGIN TO: |1 inch [w] t@}»|_LE:;15LM1\.‘E CONTACT ™
(First print letters on your letterhead leaving a blank space for L—@*BOLITICAL CONTACT v
incide adirasess postionad for  sendard =10 sindon cnvalope) %E’“GA"IZING CONTACT L)
| RETIREE CONTACT v |
|| .. Phone List >
= EXCLUSIONS
) m DECEASED
= Name Tags (4= 5055, ) C empty © invalid addresses
3 ™ empty & invalid phone #'s
™ empty = invalid phone/cell
™ empty = invalid fax #'s
™ empty 2 invalid email

-

These reports include the most basic print-outs such as mailing
labels and phone lists.

The three data selection panels on the right (described below) are
standard selection panels throughout the software, and the
information regarding these panels apply also to other report
screens, export screens, and the email screen.

Up to five profiles of accounts to include on the reports are selected
in the "SELECTION PROFILES” panel at the top right (see prior topic
- “Profiles Feature”). The opposite of a profile can be selected by
checking the “"Neg.” checkbox next to a selected profile. The profiles
can be joined either with an "OR” or an "AND"”. Selecting "OR”
results in all accounts which meet the criteria for any of the profiles.
Selecting "AND"” results in a smaller set of accounts each of which
must meet the criteria for all selected profiles.

20



Selection Panel #2:

ADDITIONAL
SPECIFICATIONS

Selection Panel #3:
EXCLUSIONS

The selected accounts (selected in the "SELECTION PROFILES”
panel) might have multiple contacts recorded. The “"ADD’L
SPECIFICATIONS” panel is used to specify which contacts to include
from the selected accounts. The following options can be selected at
the top of this panel:

SELECT “"PRIMARY"” CONTACT,

SELECT “"BILLING / MAILING” CONTACT,
SELECT “BEST”, &

SELECT “ALL".

The default selection is "PRIMARY”. If "PRIMARY” is selected, the
“"PRIMARY"” contact from the “Basic Info” screen is included when
available, otherwise the “"BILLING/MAILING” contact is used as a
substitution. If "BILLING/MAILING” is selected, the
“BILLING/MAILING” contact from the “Basic Info” screen is included
when available, otherwise the "PRIMARY"” contact is used as a
substitution. If "BEST” is selected (see illustration on prior page),
you must select a priority sequence of contacts to include with
dropdowns. Contacts can be added and removed from this list with
“plus” and “minus” buttons next to the dropdowns. Only the first
contact which exists within an account, according to the priority
sequence, will be included in the output. To include only legislative
contacts, you would limit the priority sequence to only "LEGISLATIVE
CONTACT"”. Refer to the “Contacts” Screen sub-topic for information
about all contact types other than the "PRIMARY” and
“"BILLING/MAILING” contacts. If “"ALL” is selected, you would follow
the same steps that would be followed if "BEST” was selected,
except that there would be no priority, and ALL matching contacts
would be included as separate output records, and when the same
contact would be listed as multiple matching contact types in an
account, the software would only include this contact once in the
output to avoid duplication within the output.

The third and final selection panel, "EXCLUSIONS”, excludes contacts
based on qualitative criteria. These selections should be considered
carefully for each type of report or print-out. For instance, it is
usually more efficient to exclude contacts without phone numbers
from a phone list, and the email feature requires that you exclude
persons without email addresses from an email broadcast.

You may choose to sort the output on up to five fields which can be
selected at the top center.
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“Affiliates” Reports

These reports include account/billing statements and reports
pertaining to per capita.

Report - "Billing Statements”

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LABYR

basic

_ affiliates

deposits
delegates
audit
Laborkey

reference

REPORTS - AFFILIATES

® BILLING STATEMENTS

O AFFILIATE SUMMARY

C COMPARATIVE MONTHLY MEMBERSHIP
O ACCOUNTS IN ARREARS

O ACCOUNTS WITH SPECIAL MESSAGES

O FORECASTED PER CAP
N

REPORT - BILLING STATEMENTS

(& ALL MONTHLY BILLING STATEMENTS FOR THE MONTH OCT [v| '07 [+]

O ANNUAL BILLING STATEMENTS FOR ANNUAL ACCOUNTS WITH BALANCES DUE

O REMINDER/ARREARS STATEMENTS FOR MONTHLY ACCOUNTS WITH BALANCES DUE
O RECEIPTS/STATEMENTS FOR DEPOSIT # 053150

STATEMENT DATE: 10/24/2007

NUMBER OF MONTHS BEYOND DUE MONTH AFTER WHICH AN ACCOUNT IS FLAGGED "IN ARREARS™: 2

MESSAGE TO PRINT ON ALL STATEMENTS
[~

MESSAGE TO PRINT ON DELINQUENT STATEMENTS

According to the records of the Minneapolis ”~
Central Labor Union Council, the Per Capita
payments for your local are in arrears. Please
submit payment in accordance with this
statement or contact the Minneapolis Central
Labor Union Council to notify us of the status of
the Per Capita payment. If you are not the [v]
— *. L el +hi

RETURN ADDRESS:

Your Central Labor Union Council, AFL-CIO

L.

PHONE/FAX ON STMTS:

[ Preview STATEMENTS |
[ Print STATEMENTS |

YOUR STREET ADDRESS PHONE ( ) - Preview LABELS
YOUR CITY, ST ZIPCODE FAX () - Print LABELS

Most councils have customized billing statements, and so this screen
might have different options depending on your configuration.

There are four options listed at the top of the report panel. Typically
you will only require the first option, except at the beginning of the
fiscal year when annual fees are collected.

Be aware that particular accounts may include personalized
messages which may no longer be relevant. Personalized messages
can be changed or removed at the bottom of the "BILLING/MAILING
CONTACT” panel on the “Basic Info” screen. (Refer to the report
sub-topic "Accounts with Special Messages” for information on how
to quickly identify these accounts and to review the messages.)
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Report - “Affiliate Summary”

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

REPORTS - AFFILIATES

SELECTION PROFH_ESJ

basic

affiliates A\,

O BILLING STATEMENTS

® AFFILIATE SUMMARY
C COMPARATIVE MONTHLY MEMBERSHIP
O ACCOUNTS IN ARREARS

O ACCOUNTS WITH SPECIAL MESSAGES
O FORECASTED PER CAP

deposits

delegates

REPORT - AFFILIATE SUMMARY

profile £1:

|ALL ACCOUNTS

VIEW SYNTAX

[s] [ Neg.

audit

LaborKey

12 -MONTH PERIOD ENDING OCT [v| '07[v]
[] PRINT 1 AFFILIATE PER PAGE

reference

This report provides a basic summary of per capita payments and
membership counts for each individual account for a period of time.

.h“\

i

|

You might need to reset the selected profiles to "ALL ACCOUNTS”
at the top right if you had selected other profiles earlier. This
software remembers last selections and maintains them as you
switch between output screens.
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“Affiliate Summary” report sample detail:

LABYR

INTL CODE: AW (CARPENTERS)

AGCT 5T - GARPENTERS LOCAL #6799
GENEVAYOUNKER, PRESIDENT

9058 E LAKE 3T

MINNEAPOLIS, MN 55807

PHONE: (5612) 756-1858
FAX: (612) 7566705
EMAIL: vygeneva@laborkey.com

Deposit Check No Amount
071406 006654 1,000.00
081408 oos7ze 1,000.00
090806 006763 1,000.00
100606 006750 1,000.00
110406 006823 1,000.00
121206 006857 1,000.00
010807 006389 1,000.00
021207 006925 1,000.00
032207 006551 1,000.00
041607 006589 1,000.00
050407 0ornz 1,000.00
061107 007057 1,000.00
Affiliate Totals: % 12,000.00

12-Month Average Member Count

Per Cap
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
% 12,000.00

INTERNATIONAL CODE :
COMGRESSIONAL DIST:
EFFECTIVE DATE:
INACTIVE DATE:

BILLING CODE :

AW

oe01/2002

ms

Assessment Date Applied Member Count

JUL 2008
AllG 2008
SEP 2008
OCT 2006
NOV 2005
DEC 2006
JAN 2007
FEB 2007
MAR 2007
APR 2007
WM AY 2007
JUN 2007

$ 0.00

1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
1,176.00
14,112.00
1,176.00

SUMMARY

* for AW

TOTAL AFFILIATE 5: 1
TOTAL PER CAP: $12,000.00
TOTAL ANNUAL FEES: 5000
TOTAL ASSE SSMENT: 50.00
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Report - "Comparative Monthly Membership”

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

“

basic
affiliates
deposits
delegates
audit
LaborKey

reference

L.

REPORTS - AFFILIATES SELECTION PROFILES |
O BILLING STATEMENTS |ALL AccounTs [ [ Neg.

O AFFILIATE SUMMARY

(® COMPARATIVE MONTHLY MEMBERSHIP
O ACCOUNTS IN ARREARS

O ACCOUNTS WITH SPECIAL MESSAGES
O FORECASTED PER CAP

VIEW SYNTAX

REPORT - COMPARATIVE MONTHLY ... *

12-MONTH PERIOD ENDING OCT [v| '07 [v]

() REPORT TOTALS BY INTERNATIONAL CODE ONLY
(& REPORT EACH LOCAL
O include "TOTAL" column
(® include "PAID THRU" column
INCLUDE "AVERAGE" COLUMN
INCLUDE SUMMARY BY CONGRESSIONAL DISTRICT

NUMBER OF MONTHS BEYOND DUE MONTH AFTER
WHICH AN ACCOUNT IS CONSIDERED IN ARREARS: 2

EXPORT TO EXCEL LLI =)

=

This report provides a basic summary of membership counts for all
accounts by month for a 12-month period.

.h“\

i

|

You might need to reset the selected profiles to "ALL ACCOUNTS”
at the top right if you had selected other profiles earlier. This
software remembers last selections and maintains them as you
switch between output screens.
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“"Comparative Monthly Membership” report sample detail:

LAB(YR

Comparative Monthly Membership Report

10/25/2007
[DRGANIZAT\ON AFFILIATE ID JUL AUG SEP OCT  Nov DEC JAN FEBE MAR APR MAY JUN PAID THRU)
INT'L CODE: AV (SERVICE EMPLOYEES)

AV - SEU LoCAL#sT ek 2353 2353 Z, 2353 2353 2353 2353

- SEI LOCAL£855

3 3,042 3,042

11,568 4,877 4431 5286 9,804 9,695 9413 10743 7,899  §798 720 8024

2MONTHAVG: 8,272

INT'L CODI

EF (STATE, COUNTY & MUNICIPAL EMPLOYEE S)
F - AFSCME LOCAL £2

- AFSCME LOCAL #3353

* THESE ACCOUNTS ARE IN ARREARS, OR WERE IN ARREARS WHEN ACCOUNT WENT INACTIVE 107252007 - PAGET
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Report — “"Accounts in Arrears”

accounts

search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

O AFFILIATE SUMMARY
C COMPARATIVE MONTHLY MEMBERSHIP
(& ACCOUNTS IN ARREARS

REPORTS - AFFILIATES SELECTION PROFILES |
O BILLING STATEMENTS |ALL AccounTs (3] [] Neg.

basic O ACCOUNTS WITH SPECIAL MESSAGES
- O FORECASTED PER CAP
affiliates \ e
deposits J -
delegates REPORT - ACCOUNTS IN ARREARS ® .
audit AS OF THE END OF OCT [v] '07[v]
LaborKey

NUMBER OF MONTHS BEYOND DUE MONTH AFTER
reference WHICH AN ACCOUNT IS CONSIDERED IN ARREARS: 2

LLI"‘_ﬁ

This report simply lists accounts in arrears.

Q

i

i, You might need to reset the selected profiles to "ALL ACCOUNTS”

. at the top right if you had selected other profiles earlier. This
software remembers last selections and maintains them as you
switch between output screens.
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“Accounts in Arrears” report sample detail:

LABYR

ACCOUNTS IN ARREARS SN

+ as of 09/30/2007

INTL CODE AV (SERVICE EMPLOYEES)

AGCT GA - SEIU LOCAL #57
AGCT G5 - SEIU LOCAL #78
AGCT 4G - SEIU LOCAL #549

2 MONTHS IN ARREARS
2 MONTHS IN ARREARS
2 MONTHS IN ARREARS

AV MWONTHLY ACCOUNTS IN ARREARS: 3
ANNUAL ACCOUNTS IN ARREARS: o

INTL CODE EF (STATE, COUNTY & MUNICIPAL EMPLOYEES)

AGCT MM - AFSGME LOGAL #22
AGCT 8P - AFSCME LOCAL #922
AGCGT 7Y - AFSCME LOCAL #5479

SUMMARY
* for report

2 MONTHS IN ARREARS
4 MONTHE IN ARREARS
3 MONTHS IN ARREARS

EF WONTHLY ACCOUNTS IN ARREARS: 3
ANNUAL ACCOUNTS IN ARREARS: o

ACCOUNTS IN ARREARS AS OF 09/30/2007

MONTHLY ACCOUNTS IN ARREARS: &
ANNUAL ACCOUNTS IN ARREARS: o
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Report - “"Accounts with Special Messages”

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

basic

i affiliates

deposits
delegates
audit
LaborKey

reference

REPORTS - AFFILIATES SEFEC'HON PROFILES | [ count )

L.

O BILLING STATEMENTS |ALL ACCOUNTS [se] [] meg.
O AFFILIATE SUMMARY

C COMPARATIVE MONTHLY MEMBERSHIP
O ACCOUNTS IN ARREARS

& ACCOUNTS WITH SPECIAL MESSAGES »
O FORECASTED PER CAP

ka

REPORT - ACCOUNTS WITH MESSAGES *

ONLY INCLUDE ACTIVE ACCOUNTS

J“_f«'

This report simply lists accounts with personalized/customized
messages for individual account billing statements.

If a user adds a personalized message for billing statements in the
“Basic Info” screen, it is easy to forget about the message and never
clear it. The message might refer an obsolete topic or an event or
billing situation that occurred long ago. This could be embarrassing.

A\l

You might need to reset the selected profiles to "ALL ACCOUNTS”

software remembers last selections and maintains them as you
switch between output screens.

i Q at the top right if you had selected other profiles earlier. This
'}
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“Accounts with Special Messages” report sample detail:

LABYR

Accounts with Special Billing Messages /&'«\

+ as of 10/25/2007

AGCGT 4G - SEIU LOCAL #549

JENNIFER JACKSON, PRESIDENT
452 ROSE LN
BAXTER, MN 55031

PHOME: (B51)217-2500
FAX:
EMAIL: jiennifen@laborkey.com

AGCT LU - AFSCME LOCAL #17

ERIKAHOPPER, PRESIDENT
132 ROCKYRDN
MAPLEWOQOD, MN 55580

PHOMWE: (612) 6740093
FAX:
EMAIL: herka@laborkey.com

SPECIAL BILLING MESSAGE

Jennifer, we would appreciate a copy of the itemized analysis you
prepared so that we can review our books.

SPECIAL BILLING MESSAGE

Erika, thanks for the help over the weekend. If you would not have
naticed and comrected the error, the results of the survey would not

have been rdiable.
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Report — “"Per Capita ForeCast”

MBORK

accounts basic
search i affiliates
browse deposits
profiles delegates
. reports audit
exports Laborkey
email reference
settings
EXIT

REPORTS - AFFILIATES SELECTION PROFILES |
© BILLING STATEMENTS |ALL AcCOuNTS [=] [ Nes.

© AFFILIATE SUMMARY
© COMPARATIVE MONTHLY MEMBERSHIP
@ ACCOUNTS IN ARREARS

@ ACCOUNTS WITH SPECIAL MESSAGES
@ PER CAPITA FORECAST

‘ ‘

REPORT - PER CAPITA FORECAST ¢

12-MONTH FORECAST BEGINNING JAN Iz‘ 'DBIE‘

@ BASED ON PRIOR 12-MONTH PER CAPITA TREND
() FLAT PER CAPITA FOR 12 MONTHS

(©) INCREASE PER CAPITA OVER 12 MONTHS

©) DECREASE PER CAPITA OVER 12 MONTHS

NOTES:

(1) THIS 12-MONTH FORECAST REPORT IS MEANINGFUL ONLY IF
RECEIFTS ARE FULLY ENTERED & APFLIED FOR EACH OF THE
PRECEDING 12 MONTHS.

(2) THE NUMBERS IN THIS REPORT ARE NOT EXACT, BECAUSE
OF ASSUMPTIONS WHICH ARE REQUIRED TO PRODUCE A
COMPREHENSIVE FORECAST.

This report produces a 12-month forecast of per capita and
assessment activity based on the prior 12 months of recorded per
capita and assessments. The user can select (1) to follow the 12-
month trend of the prior year, (2) to maintain flat per capita and
assessment activity at the current rate, (3) to increase per capita
over 12 months at a user-determined rate, or (4) to decrease per
capita over 12 months. For some users, this report will be the most
valuable report in the software.

-

LAB(YR

My

You might need to reset the selected profiles to "ALL ACCOUNTS”
at the top right if you had selected other profiles earlier. This
software remembers last selections and maintains them as you
switch between output screens.
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“Per Capita Forecast” sample report:

PER CAPITA FORECAST PUEEN

+ prepared on December 1st, 2009
+ based on prior 12-month trend
+ all affifiates included ...

LOOK-BACK PERIOD: JAN-2009 - DEC-2009

2009

2009

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

-12manths -4 manths - 10m anths Sranths -8 oaths -7 months -Bmonths -5 months -4 onths -3aonths ~2ar orttrs -4 o

PER CAPITA
£ 1031 A$ 1U,ZB3}\s 10,340 A3 9353}\3 IU,IZZI\s 1[|.3BEIJ\s 1[|,4!i51\s 10567}\3 10,494 A‘ 1U£ZUA3 10,542}\3 10,763 # 124,900

l & 2,897 I

ANNUAL FEES

RECEIPTS APPLIED TOWARD CURRENT PER CAPITA, ASSESSMENTS, & ANNUAL FEES (incurred during these 12 months) TOTAL

N
=

RECEIPTS APPLIED TOWARD PAST PER CAPITA, ASSESSMENTS, & ANNUAL FEES (ncurred before these 12 months) TOTAL

712

(totat arrears = $2,172 in uncollected per capis, assessmants, & annual fees incurted over prior 1 2-month period)

REGEIPTS APPLIED TOWARD FUTURE PER CAPITA, ASSESSMENTS, & ANNUAL FEES (incurred after these 12 months) TOTAL
77

ls 128,547 I Is 125200 l

FORECAST PERIOD: JAN-2010 - DEC-2010

2010

2010

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

+1manth +2months +3manthe +4 @ onthe +Smanths 48 wonte +7 manths sz morthe +3 wantis +10mantns +11months 412 nonths

FORECASTED PER CAPITA (folfowing same trend as 12-month look-back and adwsted for anomofies)

b BT pt 10866 g 10755 p P WS P 10698 pf 11063 g P 140E p P 11851 p ¢ 11581 pt 11655 p ¢ 11760 p P 11842 * 134,649
FORECASTED ASSESSMENTS (based ot current settings for alf active affiffates and adfusted based on forecasted changes in per capita)

¢ 516_p & 516 _p* 51 p ¢ 503 p & 508 p * 5% p ¢ 542 p ¥ 518 _p ¢ 550 g ¢ 553 p © 558 p ¢ 562 s 6,393

FORECASTED ANNUAL FEES (based on cumrent active annual payers)

FORECASTED RECEIPTS OF CURRENT PER CAPITA, ASSESSMENTS, & ANNUAL FEES (at rate of 96.24% based on 12-month look-hack) TOTAL

136557
(totaf arrears = $2, 264 in uncoiisctad per capts, assessmants, & annusi fass incumed over prior 1 2-month period) 742
FORECASTED RECEIFTS OF FUTURE PER CAPITA, ASSESSMENTS, & ANNUAL FEES (6.55% of DEG 2010 por capita & assessments based on look-back) FOTAL
850
INCURRED RECEIPTS

e
&

141,892

RIONTHLY RECEIPTS OF GURRENT PER CAPITA & ASSESSMENTS BASED ON FORECASTED ANNUAL RATE OF REGEIPTS OVER INCURRED

& 1ﬂ,565A$ 1[|,9541\~S 1[|.343A5 1“,673A$ 1[|JRMJ\~S 11.1591\5 11,5[I[IA$ 11544A$ 11.575)\5 11,75“1\5 11,855A$ 11,938

24 MONTHS OF COLLECTED PER CAPITA & ASSESSMENTS

DOES NOT INGLUDE ANNUAL FEES, RECAPTURED ARREARS, OR PAYMENTS APPLIED TOWARD FUTURE PER CAPITA & ASSESSRIENTS

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

12,000
11,500
11,000
10,500
10,000

9,500

9,000

12/01/2009 LABORKEY PER CAP - PER CAPITA FORECAST - PAGE 1
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“Deposits” Reports

These reports include individual deposit detail reports, deposit
summary reports, and a validation report for comparing deposited
receipts against monthly per capita and assessment fees applied.

Report - "Deposit Detail”

REPORTS - DEPOSITS

® DEPOSIT DETAIL
O DEPOSITS BY MONTH
O RECEIPTS NOT FULLY APPLIED

L.

accounts basic J

sonms Sffiliates REPORT - DEPOSIT DETAIL ®
browse . deposits DEPOSIT # 073107
profiles delegates
. reports audit LLI b
exports Laborkey .
email reference
settings
EXIT
NOTE:

DEFPOSIT, RECEIFT, & PER CAP DATA CAN BE EXPORTED FROM
THE EXPORTS - PER CAP FEATURE ...

This report simply lists checks deposited as a single deposit.
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“Deposit Detail” report sample detail:

DEPOSIT DETAIL /IR

+ for deposit 073107 (07/31/2007)

Month Check # Amount

wior | osirio | isites
wior o s

TOTAL DEPOSIT: $4,322.20
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Report - "Deposits by Month”

MBORK

REPORTS - DEPOSITS
O DEPOSIT DETAIL
® DEPOSITS BY MONTH
O RECEIPTS NOT FULLY APPLIED {
A
accounts basic J
LY
o Sffiliates REPORT - DEPOSITS BY MONTH
browse i deposits 12 -MONTH PERIOD ENDING OCT [v| '07[v]
profiles delegates
(2 SHORT REPORT (O LONG REPORT
\. reports audit
exports LaborKey d =
email reference .
settings
EXIT
NOTE:
DEPOSIT, RECEIPT, & PER CAP DATA CAN BE EXPORTED FROM
THE EXPORTS - PER CAP FEATURE ...
« for 2-month period ending 04/30/2005
Bopenit Tet Bupemite Memtbly Bume _ _ _
oaios || 32035 3,203 This report summarizes all deposits by month.
030705 17,313.56 17,313.96
031005 30,003.72 23,5T2.47
31505 830.70 830.70
ostels | 1217813 || 1217812 Refer to sample detail to the left.
Total Deposits for MAR 2005 $ 63,247.86
Total Monthly Dues"® for MAR 2005 $ 63,216.61
T —
040805 17,155.22 17,186.22
041105 23,145.37 23,135.37
041805 11,275.02 11,283.77
042505 9,691.53 9,691.53
042805 3,080.40 3,080.40
Total Deposits for APR 2005 $ 64,347.54
Total Monthly Dues® for APR 2005 $ 64,316.29
Total Deposits $ 127,595.40
Total Monthly Dues® % 127,532.90
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Report — “"Receipts Not Fully Applied”

MBORK

REPORTS - DEPOSITS

O DEPOSIT DETAIL
O DEPOSITS BY MONTH

® RECEIPTS NOT FULLY APPLIED )
N

accounts basic J

- Sffiliates REPORT - RECEIPTS NOT FULLY ... d
browse i deposits 48 -MONTH PERIOD ENDING OCT [v]| '07[v]
profiles delegates
. reports audit d b
exports LaborKey .
email reference
settings
EXIT
NOTE:

DEFPOSIT, RECEIFT, & PER CAP DATA CAN BE EXPORTED FROM
THE EXPORTS - PER CAP FEATURE ...

This report compares receipts against applied per capita and
assessment fees by month to verify that receipts line up exactly with
applied per capita and assessment fees. Receipts can be applied
toward multiple months backward and forward, and it is easy to
forget to apply receipts fully. This report calls out the discrepancies
to simplify data validation.
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“"Delegates” Reports

Reports -

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

These reports include delegate/credential eligibility and voting
strength calculation reports, as well as delegate and alternate
summary reports and lists.

“"Delegate & Voting Strength Eligibility”

basic
affiliates

deposits

. delegates

audit
Laborkey

reference

REPORTS - DELEGATES SELECTION PROFILES | [ count}
® DELEGATE & VOTING STRENGTH ELIGIBILITY » ELLEREwUNTs [%] [ nea.
O DELEGATE SUMMARY, PHONE LIST & MAILING LABELS

L
REPORT - DELEGATE & VOTING ... A view svnTax ]

BASED ON MEMBERS PAID THROUGH OCT [v]| '07|v|

() DETAILED REPORT — 1 AFFILIATE PER PAGE
O DETAILED REPORT

O SHORT REPORT - STYLE 1

O SHORT REPORT - STYLE 2

O AFFILIATES BY VOTE COUNT

This report screen includes three reports, two of which have two
alternative formats, for a total of five report options.

The first two report options are very detailed reports which illustrate
calculations of delegate and voting strength eligibility based on per
capita fees and membership counts over a look-back period. The
calculation results are listed and explained at the top right of each
account detail (refer to first sample report detail on following page).

The remaining three report options are different formats of lists of
accounts with delegate eligibility and voting strength counts listed.

Select profiles in the selection panel to limit accounts reported.
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“"Delegate & Voting Strength Eligibility Calculations” (detailed; 1° option)

AGCT 4G - SEIU LOCAL #549

JENNIFER JACKSON, PRESIDENT
462 ROSE LANE
BAXTER, MN 55031

PHOME: (851) 217-2600
FAX:
EMAIL jennifer@laborkey.com

Deposit Check No
031406 049358
090708 049453
100306 049571
110408 043703
113008 049836
122208 043931
020107 050106
022807 050254
033007 0504583
051807 050916
062807 051047
073107 051110
Affiliate Totals:

Average Member Count

Amount
3,075.30
1,743.35
1,355.75
2,081.85
344185
3,345.00
3,108.30
422280
1,805.40
2,569.55
2,503.25
1,911.85

% 31,168.65

pEECN il 1100 GpicEpENa e 3056 |

Credentials based on 12-month average member count through JUN "07.

INTERMATIONAL CODE: AV

EFFECTIVE DATE: 08/01/2002

COMNGRESSIONALDIST: @2 INACT WE DATE:

Per Cap Aszessment Date Applied Member Count
3,075.30 JUL 2006 3618.00
1,743.35 AUG 2008 2,051.00
1,355.75 SEP 2006 1,595.00
2,081.85 OCT 2008 2,445.00
344185 NOV 2008 4,049.00
3,349.00 DEC 2008 3,940.00
3,108.30 JAN 2007 3,658.00
422280 FEB 2007 4,962.00
1,805.40 MAR 2007 2,124.00
2,569.55 APR 2007 3,023.00
2,503.25 MAY 2007 2,945.00
1,911.85 JUN 2007 2,249.00

% 31,168.65 % 0.00 36,669.00
3,0585.75

“"Delegate & Voting Strength Eligibility Calculations” (short; 3 option)

DELEGATE & VOTING STRENGTH

ELIGIBILITY CALCULATIONS

+ for 12-month period ending 06/30/2007

INT'L CODE: AV (SERVICE EMPLOYEES)

ACCTGA - SEIU LOCAL #57
ACCTGS - SEIU LOCAL 878
ACCT4G - SEIV LOCAL 8549
ACCTLS - SEIV LOCAL 8668

 PBORKEL

INT'L CODE: EF (STATE, COUNTY & MUNICIPAL EMPLOYEES)

ACCT MM - AFSCME LOCAL 822
ACCT&Z - AFSCME LOCAL #5%
ACCTTE& - AFSCME LOCAL #116
ACCT &P - AFSCME LOCAL #9522
ACCTTY - AFSCME LOCAL #5475
ACCTPL - AFSCME LOCAL #2400

L orircare couwr
4 103 2,353 )

C 5)( 270 )

4 1) 3,056 )

4 10 ) 2,492)

m = Y 3 JorE= 2272)
CEy

¢ D( D)

4 sl 1,394 )

¢ 1 =)

¢ D )

¢ e =)

¢ T =)

E K D GaaiE:) i 1,769 )
10,041 )

TOTALS FOR 12-MONTH PERIOD ENDING 06/30/12007: AFFLIATES: e l DELERATES: 59 I VOTER

LABYR
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“"Delegate & Voting Strength Eligibility Calculations” (short; 4" option)

DELEGATE & VOTING STRENGTH m
ELIGIBILITY CALCULATIONS

+ for 12-month period ending 06/30/2007

INTL CODE: AV (SERVICE EMPLOYEES)

ACCT GA - SEIU LOCAL #57 10 DELEGATES 2,353 VOTES
ACCT G5 - SEIU LOCAL #78 5 DELEGATES 370 VOTES
ACCT 4G - SEIU LOCAL #549 11 DELEGATES 3,056 VOTES
ACCT LS - SEIU LOCAL #6638 10 DELEGATES 2,403 VOTES
AV TOTALDELEGATES: 36

TOTAL WOTES: B,272

INTL CODE: EF (STATE, COUNTY & MUNICIPAL EMPLOYEES)

AGCGT MM - AFSGME LOGAL #22 4 DELEGATES: 130 VOTES
ACGCT 82 - AFSGME LOCAL #39 8 DELEGATES: 1,394 VOTES
ACGGT 78 - AFSGME LOGAL #116 3 DELEGATES 83 VOTES
ACGCT 8P - AFSCME LOGAL #9522 2 DELEGATES 50 VOTES
ACCT 7Y - AFSCME LOCAL #5479 3 DELEGATES =8 voTES
ACCT PL - AFSCME LOCAL #8400 3 DELEGATES 51 VOTES
EF TOTALDELEGATES: 23

TOTAL WVOTES: 1,769

SUMMARY TOTALS FOR 12-MONTH PERIOD ENDING 0613012007

+ for report
TOTAL DELE GATES: 59

TOTAL VOTES: 10,041

“Affiliates by Vote Count” (short; 5" option)

AFFILIATES BY VOTE COUNT SN

« eligibility based on 12-month period ending 06/30/2007

LocaLs . ————
ACCT 4G - SEIU LOCAL 8549 { 1) 3,056 )
ACCTLS - SEIU LOCAL #668 { 103 2,493 )
ACCT GA - SEIU LOCAL #57 { 10 2,353
ACCT 82 - AFSCME LOCAL #89 q 2y 1,394 )
ACCT G5 - SEIV LOCAL 878 ( 500 370 )
ACCT MM - AFSCME LOCAL 822 { 43 130 )
ACCTTE - AFSCME LOCAL #116 { 3 85 )
ACCTTY - AFSCME LOCAL #5479 { 3 59 )
ACCTPL - AFSCME LOCAL #2400 C 30 1)
ACCT &F - AFSCME LOCAL 8522 { 23 50 )

D Gl S
P romaLs ror AL REpoRTED APFILIATES: T i T
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Reports — "Delegate Summary, Phone List & Mailing Labels”

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LAB(YR

basic
affiliates

deposits

. delegates

audit
LaborKey

reference

REPORTS - DELEGATES SEFEC'HONPROFILESJ

O DELEGATE & VOTING STRENGTH ELIGIBILITY |ALL AccounTs
® DELEGATE SUMMARY, PHONE LIST & MAILING LABELS -1

L.

REPORTS - DELEGATE SUMMARY ... ‘ |CEELID

| count ]
[s] [ Neg.

THESE REPORTS INCLUDE ALL POTENTIAL DELEGATES
AND ALTERNATES ASSOCIATED WITH ACCOUNTS
QUALIFYING FOR DELEGATE REPRESENTATION BASED
ON MEMBERS PAID THROUGH OCT [v]| '07|v]

() DELEGATE SUMMARY REPORT

O DELEGATE PHONE LIST — GROUPED BY INTERNATIONAL
O DELEGATE PHONE LIST — SORTED BY LAST NAME

O DELEGATE MAILING LABELS

J“_f«'

This report screen includes four report options. They are different
formats of delegate and alternate lists.

Delegates and alternates are managed in the “"Delegates” accounts
screen. If delegate and alternate data are not kept current, these
reports will not be useful. Some councils may choose not to keep
delegate and alternate lists current in the software if they are small
enough where the lists are manageable without the aide of software.

Different configurations of this software include different report
format options.
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“Convention” Reports

Convention report features will be activated for clients based on
internal convention preparation, credential tracking, and
delegate/alternate registration practices.

LAB(YR
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“Audit” Report

MBORK

REPORT - ANNUAL AUDIT LETTERS

12-MONTH PERIOD ENDING OCT [¥| '07 [v|

DATE OF LETTER 10/25/2007

DELEGATE COUNT RANGE 3 :99 AFFILIATES WITHIN RANGE:

accounts basic
RANDOM SAMPLING TOTAL 200 CALCULATE

search affiliates
browse deposits AUDITOR NAME Brett Gurgel, CPA OF®mM
profiles delegates AUDITOR ADDR 12 Aspen Lane NE
. reports . audit =
CITY, ST, ZIP Silver Lake MN 56123-
exports LaborKey
amail reference TREASURER NAME Jack Samsonite
i TREASURER TITLE Secretary-Treasurer
settings
EXIT TREASURER SIGNATURE [select a scanned signature

PR

COMPLIMENTARY CLOSE Yours in solidarity

NOTE: This report automatically excludes (1) organizations which
do not have an organization name recorded, (2) organizations which
became inactive prior to the end of the specified reporting period,
and (3) organizations which made more than 13 per capita payments
during the reporting period (because of the report layout).

2=

The “Annual Audit Letter” produces a very professional letter with
account details for a random selection of accounts falling within a
range of delegate counts. Very small Locals which might be difficult
to contact can be excluded by specifying a reasonable minimum
delegate count. The letter requests that Locals/Councils confirm the
accuracy of per capita payments, provide feedback, and forward the
letter with confirmation directly to the CPA (your CPA) for audit.

Even if an audit is not required by the constitution, this is an easy
way to demonstrate a good faith effort to keep the books clean.
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“Annual Audit Letter” sample letter:

LABGR

JENNIFER JACKSON
SEIU LOCAL #549

462 ROSE LN

BAXTER, MN 55031

RE: Audit Confirmation of Per Capita Payments

October 25, 2007

In connection with an audit of our financial statements for the 12-month period which ended October 31, 2007, our
auditor, Brett Gurgel, CPA, located at the address printed below to the right, asks that you confirm directly to him the
accuracy of your per capita tax payment record for this period as printed below. Thank you.

Yours in solidarity,

%;{7(@" 4

Jack Samsonite
Secretary-Treasurer

SEIU LOCAL #549 cK#
462 ROSE LN 049703
BAXTER, MN 55031 049836
049931
050106
050264
050463
050916
051047
051110

AMOUNT

2,081.65
3,441.65
3,349.00
3,109.30
4,222.80
1,805.40
2,669.55
2,503.25
1,911.65

TOTAL: 24,994.25

PAYMENT RECORD CONFIRMATION

APPLIED IN ...
OCT ‘06
NOV ‘06
DEC '06
JAN ‘07
FEB'07
MAR 07
APR'07
MAY ‘07
JUN ‘07

CHECK ONE: [] YES - the amounts printed above are accurate.
[ NO - the amounts printed above are not accurate. Discrepancies are as follows:

Brett Gurgel, CPA
12 ASPEN LANE NE
SILVER LAKE, MN 56123

2,124
3,023
2,945
2,249
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“"Reference” Reports

MBORK

accounts
search
browse
profiles
. reports
exports
email
settings

EXIT

LABYR

basic
affiliates
deposits
delegates
audit

LaborKey

. reference

These “Reference” reports can also be accessed and printed from

REPORTS - REFERENCE

d F

&
8
2|

|

|

|

|

Int’l Code List by Name

Int"l Code List by Code

Account Category List

Committee & Workshop

specific settings screens; however, this screen conveniently provides
them all in one location.

The “International Codes” (and national codes) include both standard

AFL-CIO codes as well as other codes for most other Unions not

affiliated with the AFL-CIO, including all of the Unions affiliated with
Change to Win.
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“Int'l Code List by Name"” sample report:

NAT'L & INT'L UNION CODES

« Alphabetically by Union Name

WRITERS GUILD

© Wemar Gam o A marica, Sert I CWGAR)

CL - I'-‘IAINTENhNCE OF WAY

Wy Sy AT V. (MWED of TaT: maad witn 1ET]

W2 2007 LAECRKEY FER CAF -

LABYR

NATL & INTL UNION GOCES

- PAGE 1
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Exports Feature

“Accounts” Exports

MBORK

EXPORTS - ACCOUNTS SELECTION PROFILES | | count ]
SORT BY: - m}-oiiléi AFSCME LOCALS, SEN| [_| neg.
CONTACT LAST NAME |*| (& Ascending () Descending profile #2: -
THEN BY: B |l |or M AND I_E:-Dt":? AFFILI|% | | | Neg.
CONTACT FIRST NAME |*| (& Ascending () Descending | profile not sele:v: [ Neg.
accounts \_ accounts THEN BY: — @
|%| (& Ascending () Descending
search delegates THEN BY:
browse per cap V (®) Ascending () Descending
3 THEN BY: - ADD'L SPECIFICATIONS |
AL L= ] @Ascending O Descending !
reports | SELECT "BEST" (per list below): :v:
FIELD CASE OPTIONS: |PRIMARY CONTACT 3
L exports Sh» | BILLING / MAILING CONTACT |v
ORGANIZATION UPPER CASE [ As Entered ... —
email ] Sh | PRESIDENT ™
: CONTACT FULL NAME UPPER CASE [] Mixed Case S [EXECUTIVE SECRETARY [v]
settings CONTACT LAST NAME UPPER CASE [ Mixed Case =)+ | VICE PRESIDENT [se]
EXIT CONTACT FIRST NAME [¥] UPPER CASE [ | Mixed Case k@)*IET"ER OFFICER 4
CONTACT TITLE UPPER CASE [ As Entered ... [BUSINESS MANAGER B4
|MEDIA cONTACT ™
ADDRESS LINES 1 & 2 UPPER CASE [] As Entered ... L@&EGISMTIVE CONTACT ]
CITY UPPER CASE []a4s Entered ... L—@‘EOLITIC}\L CONTACT ™
L—@»@RGANIZING CONTACT ]
[] EXCLUDE FIELDS WHICH PERTAIN TO AFFILIATION ... L@»@ETIREE CONTACT ™
MS ACCESS DATABASE EXCLUSIONS
MS EXCEL WORKBOOK DECEASED
DBASE DATA TABLE empty & invalid addresses
empty = invalid phone #'s

L.

empty = invalid phone/cell
empty = invalid fax #'s

OOOOoCim

empty = invalid email

-

The “Accounts” export feature exports contact data to an Access
database, Excel workbook, or a dBase data table. Refer to the
“Basic” Reports sub-topic under the “"Reports Feature” topic for
information about how to select data using the three selection panels
on the right, and how to sort data by up to five fields using the
dropdowns at the top. Otherwise you need to decide what case you
would like specific fields to export in by using the checkboxes in the
middle of the screen, and you need to choose if you would like to
include all the account fields pertaining to affiliation status.
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“"Delegates” Exports

MBORK

V5

accounts

search
browse
profiles
reports
. exports
email
settings

EXIT

LABYR

accounts

\_ delegates

per cap

EXPORTS - DELEGATE ELIGIBILITY

SELECTION PROFH_ESJ m

BASED ON MEMBERS PAID THROUGH OCT [v| '07 v

MS ACCESS DATABASE
MS EXCEL WORKBOOK

DBASE DATA TABLE
L.

EXPORTS - DELEGATES

| profile: AFSCME LOCALS, SEN| [ | nes.

[ |or M anp |profile: AFFILI[s| [ | neg.

@ | profile not sele[s| [ | neg.

THIS FEATURE EXPORTS ALL "POTENTIAL" DELEGATES AND
ALTERNATES LISTED FOR ACTIVE AFFILIATES REGARDLESS
OF ACTUAL DELEGATE ELIGIBILITY ...

L.

MS ACCESS DATABASE
MS EXCEL WORKBOOK
DBASE DATA TABLE

There are two “"Delegates” export features on this screen. The first
(top) exports account data including delegate eligibility and voting
strength calculation data for accounts selected at the top right. The

second (bottom) exports a list of all delegates and alternates entered
in the database for the accounts selected at the top right, regardless
of actual delegate eligibility.
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“Per Cap” Exports

MBORK

EXPORTS - PER CAP SELECTION PROFILES | [ count }

12 -MONTH PERIOD ENDING OCT [v] '07[v] [profile: AFSCME LOCALS, SENv] [ | nes.

[ or M 2nD |; e: AFFILI[w| [ | neg.
(® RECEIPTS BY DEPOSIT D

O RECEIPTS BY ACCOUNT [profile not selefw] [ nes.
accounts accounts © MONTHLY PER CAP, ASSESSMENTS, & MEMBERS BY ACCT
O ANNUAL FEES BY ACCOUNT
search delegates
browse \_ percap MS ACCESS DATABASE .
profiles MS EXCEL WORKBOOK
reports DBASE DATA TABLE
. exports .
email
settings
EXIT

There are four “Per Cap” export options:

« RECEIPTS BY DEPOSIT,

e RECEIPTS BY ACCOUNT,

e MONTHLY PER CAP, ASSESSMENTS, & MEMBERS BY ACCOUNT, &
e ANNUAL FEES BY ACCOUNT.
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Email Feature

Email Screen

MBORK

EMAIL SELECTION PROFILES | ["count }

SUBJECT LINE: m}-ofile: AFSCME LOCALS, SENv| [ | Neg.

| Call for action [/ or M ano |profile: AFFILI[w|[ | Meg.

BODY: orofile not selelv] On
. . L. . . profile not sele| eg.
Ls The Richards family is in need of moral and financial el e o
accounts support. Unfortunately their insurance will not cover the
necessary treatment. If we all give a little, together we
search can make a big difference. Please call and let us know if
vour Local will be able to help. Any help will be greatly \
browse appreciated.
. ADD'L SPECIFICAHONSJ
profiles Erik Greenleaf
reoiil ;g%lﬂgg\-’fzggeﬁor |SELECT "BEST" (per list below): ||
U [PRIMARY CONTACT [w]
exports Si+ | BILLING / MAILING CONTACT [
L email Sh | PRESIDENT ]
i Si+ | EXECUTIVE SECRETARY ]
settings — ]
L v @ | VICE PRESIDENT (]
EXIT L@MQTHER OFFICER [v]
SEND A COPY TO SELF (including documentation of results) L@|_BUSINESS MANAGER [v]
L—@»mEDIA CONTACT ]
ATTACHMENTS: o L@LLEGISLATIVE CONTACT [se]
el L@EDLITICAL CONTACT ]
| ORGANIZING CONTACT ]
= | RETIREE CONTACT ]
.v.
\ EXCLUSIONS |
[ DECEASED
SENDER'S EMAIL ADDRESS: SMTP MAIL SERVER NAME: - -
|—o |—o - - ™ empty = invalid addresses
|brett@laborkey.com | mx2.unionhosting.net ™ empty = invalid phone #'s
SMTP MAIL SERVER REQUIRES AUTHENTICATION =3 empty & invalid phone/cell
LoUsSER NAME ——————aPASSWORD o L empty fnvalfd fax # s
|brett@laborkey.com [ xxxxxxxx L empty & invalid email
» .

The “Email” feature broadcasts an email to all selected contacts
selected in the three selection panels on the right.

This feature sends an individual email to each contact, one-by-one.
Each recipient receives an email with only their own email listed as a
recipient. It is very low-tech, with only the parameters you see in
the illustration above. If there are additional parameters which must
be configured with your email system, then this feature will not work
for you. Also, because this feature sends emails one-by-one, it can
take awhile to cycle through all the emails. For very large councils
this feature would be impractical, but it is perfect for small councils.
Also, since it only supports plain text email and does not track clicks,
it is not a good substitute for viral marketing services such as
GetActive when you need to send persuasion messages. It is most
appropriate for basic notifications such as upcoming meetings.
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Settings Feature

“Per Cap” Settings

MBORK

accounts
search
browse
profiles
reports
exports
email

. settings
EXIT

LABYR

_ per cap

SETTINGS - PER CAP RATES

EFFECTIVE DATE 01/01/2001 STANDARD MONTHLY PER CAP RATE 0.85

STANDARD ANNUAL AFFILIATION FEE * 10.00
INITIAL MONTH OF "ANNUAL" YEAR  JAN V

delegates I i i
L. JOINT COUNCILS/ALC's/CLC's

committees * CONSTITUENCY/AUX. GROUPS

int'l codes
EFFECTIVE DATE | MONTHLY PER CAP | ANNUAL AFFIL. FEE | INITIAL MONTH OF YEAR |

categories
user acct.'s

districts

The “Per Cap Rates” settings screen is used to configure the per
capita rate, the annual affiliate fee, and the initial month of the fiscal
year for which annual fees are collected, and to set the effective date
when all of these settings combined were first valid. Whenever any
one of these settings changes, you need to ADD a new set of values
with a new effective date. The effective date does not need to be
the first day of a fiscal or calendar year, and the software will easily
handle a change in fiscal year, should this ever be necessary.
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“"Delegates” Settings

MBORK

accounts
search
browse
profiles
reports
exports
email

. settings
EXIT

LABYR

SETTINGS - DELEGATE ELIGIBILITY & VOTING STRENGTH

LOOK BACK PERIOD: 12 MONTHS (v ]
TOTAL PRESCRIBED DELEGATE COUNT RANGES: 07 R[v| SPECIAL DELEGATE & VOTE ALLOTMENTS
MIN. MERS MAX. MERS DELEGATES DELEGATES VOTES
PRESCRIEED DELEGATE COUNT RANGE 01: 1 50 2 RETIREE COUNCILS: 1 1
per cap PRESCRIBED DELEGATE COUNT RANGE 02: 51 100 3 OTHER COUNCILS: 1 1
i delegates PRESCRIEED DELEGATE COUNT RANGE 03: 101 200 4 CONSTIT.JAUXIL.: 1 1
: PRESCRIEED DELEGATE COUNT RANGE 04: 201 400 5
committees
PRESCRIEED DELEGATE COUNT RANGE 05: 401 700 6
int'l codes PRESCRIBED DELEGATE COUNT RANGE 06: 701 1000 7
categories PRESCRIEED DELEGATE COUNT RANGE 07: 1001 1500 8
user acct.'s AN ADDITIONAL 1 DELEGATES FOR EVERY ADDITIONAL 500 MEMBERS OR MAJOR FRAGTION THEREOF
districts (3) LOCAL VOTES = AVG MONTHLY MER COUNT
() LOCAL VOTES = ELIGIBLE DELEGATE COUNT [] EXECUTIVE COUNCIL MEMEERS CAN VOTE

The “Delegate Eligibility & Voting Strength” settings screen is used to
configure the software to properly calculate delegate eligibility and
voting strength based on per capita payments made during a look-
back period. This screen should be configured according to the rules
established in your constitution. If the parameters on this settings
screen are not adequate to handle the all the rules in your
constitution, we need to be made aware of this so we can augment
the settings and the functionality of this software.
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“"Committees” Settings
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per cap
delegates
committees
int'l codes
categories
user acct.'s

districts

SETTINGS - COMMITTEES & WORKSHOPS

COMMITTEE NAME

ADD WORKSHOP LT. COMMITTEE

C/W COMMITTEE or WORKSHOP NAME [
C |L.T. COMMITTEE

C LEGISLATIVE COMMITTEE

C MOBILIZATION COMMITTEE

C ORGANIZING COMMITTEE

W DATA MANAGEMENT WORKSHOP

W MOBILIZATION WORKSHOP

<l [>]

LLI ¢ COMMITTEE & WORKSHOP LIST

The “"Committees & Workshops” settings screen is used by AFL-CIO
state/fed offices to configure the committees and workshops which
will need to be tracked and reported leading into annual conventions.
These settings affect credential management, delegate registration,
delegate reports, etc.
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“Int'l Codes” Settings
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browse
profiles
reports
exports
email

. settings
EXIT

LAB(YR

per cap
delegates
committees
int'l codes
categories
user acct.'s

districts

SETTINGS - INTERNATIONAL CODES

CODE| ACRONYM| SHORT DESCRIFTION

AB  NATCA
AC  WGAE
AD  AFA
AH  ALPA
AI  PASS
Al AWIU
AK  UAW
AL  BCTGM
A0 IBB
AS  BAC
AT  CSEA
AV SEIU
AW UBC
AZ IBT

BA  UNITE
BC CWA
BF  NOVELT
BH  IBEW
BI  IUEC
B]  IUOE
BK  IAFF
BM  FEIA
<]

AIR TRAFFIC CTL
WRITERS GUILD
FLIGHT ATTEND
AIRLINE PILOT
AIRWAYS SYSTEMS
ASBESTOS

AUTO WRKR
BAKERY WRKR
BOILERMAKER
BRICKLAYER

CA SCHL EMPL
SERVICE EMPL
CARPENTER
TEAMSTER
TEXTILE
COMMUNIC WRKR
NOVELTY WRKR
ELEC WRKR

ELEV CONTRUCTR
OPER ENG

FIRE FIGHTER
FLIGHT ENG

COMMON DESCRIFTION

AIR TRAFFIC CONTROLLERS

WRITERS GUILD

FLIGHT ATTENDANTS

AIRLINE PILOTS

AUTO WORKERS
BAKERY WORKERS
BOILERMAKERS
BRICKLAYERS

CARPENTERS
TEAMSTERS

MEEDLETRADES, INDUSTRIAL Union of Needletrades, Industrial & Te:
COMMUNICATION WORKERS Communications Workers of America (/
MNOVELTY & PRODUCTION WO Int'l Union of Allied Novelty & Producti
ELECTRICAL WORKERS Int’l Brotherhood of Electrical Workers
ELEVATOR CONSTRUCTORS

OPERATING ENGINEERS

FIRE FIGHTERS
FLIGHT ENGINEERS

LONG DESCRIFTION

Mat'l Air Traffic Controllers Assoc. (NA
Writers Guild of America, East Inc. (Wc¢
Association of Flight Attendants (AFA-t
Air Line Pilots Association (ALPA)

AIRWAYS SYSTEMS SPECIALI Professional Airways Systems Speciali:
ASBESTOS WORKERS Int’l Assoc. of Heat & Frost Insulators :
United Automobile, Aerospace & Agricu
Bakery, Confectionery, Tobacco Worke
Int’l Brotherhood of Boilermakers, Iror
Int’'l Union of Bricklayers & Allied Craft
CA SCHOOL EMPLOYEES ASSC California School Employees Associatic
SERVICE EMPLOYEES Service Employees International Union
United Brotherhood of Carpenters & Jo

International Brotherhood of Teamster

Int’'l Union of Elevator Constructors (IL
Int’'l Union of Operating Engineers (IUC
Int’'l Assoc. of Fire Fighters (IAFF)

Fliaht Enaineers Int'l Assoc. (FEIA: mg v]

J ¢z INT'L CODE LIST BY NAME

J ¢z INT'L CODE LIST BY CODE

For most configurations of this software, this “International Codes”

settings screen does not actually display any real settings to be
configured. However, it might serve as a useful reference. The

reports at the bottom, which are also available on the “Reference”
reports screen, are very useful.
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“Categories” Settings

MBORK

accounts
search
browse
profiles
reports
exports
email

. settings
EXIT

LABYR

per cap
delegates
committees

int'l codes

_ categories

user acct.'s

districts

SETTINGS - ACCOUNT CATEGORIES

[ ADD CATEGORY | | DELETE CATEGORY |

CATEGORY CODE & NAME CATEGORY COMMENTS

H

HENN./MPLS OFFICIALS

CATEGORY NAME

'HFHUﬁU!bE

LOCALS

COUNCILS

RETIREE CHAPTERS

AFL-CIO ALC's/CLC's
EXECUTIVE COUNCIL
CONSTITUENCY fAUX. GROUPS

HENN./MPLS B'CRATS/POLICE
MEDIA/PRESS - RADIO
MEDIA/PRESS - TELEVISION
MEDIA/PRESS - OTHER
POLITICAL COORDINATORS
LEGISLATORS/SENATE
LEGISLATORS/HOUSE
MISCELLANEOUS
ADVERTISERS

<X E=EI<TOZ2Z2H

/| ©£22 ACCOUNT CATEGORY LIST

The “Categories” settings screen is used to manage user-defined
“categories” which are assigned to accounts on the “Basic Info”
screen. Only one category can be assigned to each account. The
categories “"A” (Locals), "B” (Councils), “"C"” (Retiree Chapters), "D”
(AFL-CIO ALC’s/CLC’s), “E” (Executive Councils), and “F”
(Constituency/Auxiliary Groups) are hard-coded (cannot be deleted).
Affiliated accounts should be assigned categories “A” through “F”.
Therefore, the additional user-defined categories are really required
only to define the non-affiliated organizations and persons entered in
this software which do not fall within categories “A” through “F”.

These categories are most useful if they are defined rather broadly.
However, the categories can be up to 2 characters, and it would be
possible to define up to 962 additional user-defined categories if only
alpha and numeric characters would be used (user-defined
categories beginning with “A” through “F” are not permitted).

If more descriptive fields are required, contact LaborKey Corporation
to add up to 24 custom fields.
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“User Acct.’'s” Settings

MBORK

accounts
search
browse
profiles
reports
exports
email

. settings
EXIT

LABYR

SETTINGS - USER ACCOUNTS

USER ACCOUNTS | [ ADD USER ACCOUNT ]
ADMINISTRATOR | DELETE USER ACCOUNT |
USER ACCOUNT NAME
per cap JANICE FLORENTINE
delegates USER ACCOUNT ACCESS CODE
* KKK
committees
i [ accounts - basic: READ ONLY
int' codes [] accounts - misc: READ ONLY
categories [] accounts - contacts: READ ONLY
: [] accounts - delegates: DISABLED
. user acct.’s [ accounts - deposits: DISABLED
districts [ report - billing stmt: DISABLED

[ report - affil. summ.: DISABLED
[ report - delegate elig.: DISABLED

[ reports - affiliates: DISABLED
[ reports - deposits: DISABLED
[ reports - delegates: DISABLED
[ reports - audit: DISABLED

[ exports - delegates: DISABLED
|:| exports - per cap: DISABLED

[ settings - per cap: DISABLED

[ settings - delegates: DISABLED
[ settings - committees: DISABLED
[] settings - int'l codes: DISABLED
[ settings - categories: DISABLED

| settings - user acct.'s: DISABLED
b settings - districts: DISABLED

The “User Accounts” settings screen is used to define user account
names and access codes, and to configure access permissions for
each user. By default, all features are fully activated. Notice that
the first three feature options involve setting account data entry
screens to READ ONLY, while the remainder of the options fully
DISABLE features.

A user may be a person or a category of users. Multiple persons can
log in under any account simultaneously.

We kept the user account management as simple as possible in this
software, and access codes can only be set and modified in this
screen by the administrator. If the administrator would prefer not to
know the user passwords, the administrator can ask users to enter
their password in this screen while the administrator is logged on.

The administrator cannot leave this software if there is not at least
one account established with access to the “User Accounts” settings
feature, because otherwise the user accounts would be permanently
inaccessible by anybody.
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“Districts” Settings

A ABORKE,,

accounts
search
browse
profiles
reports
exports
email

. settings
EXIT

per cap
delegates
committees
int'l codes
categories

user acct.'s

. districts

SETTINGS - DISTRICT UPDATES

| SELECT & INSTALL | LaborKey District Update file
(extension LDU)

DISTRICT FILES CURRENTLY INSTALLED ...

DISTRICT DATA: |
Minnesota, Wisconsin

Many users of this software would have NO benefit in having districts
assighed to contacts (based on the PRIMARY contact address entered
in the “Basic Info” screen), and in having districts assigned to
delegates (in the “Delegates” screen). This is a feature which is
more valuable for persons managed with LaborKey software, our
political mobilization software product. However, some councils
track this information for their affiliates. If LaborKey is installed and
configured to use the same data directory as this LaborKey Per Cap
software, then district assignment capability is automatically
available within this software. If not, district assignment can still be
activated if arrangements are made for a district update file for a
state or for multiple states. (We currently have district update files
for 31 states; however, many can only be provided to certain clients
who arranged for the acquisition of voter file data.)

This software only assigns COUNTY, CONGR. DIST., SENATE DIST.,
and HOUSE/ASSEMBLY DIST.
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System Specifications

Minimum System Specifications

Processor Speed: 500 MHz (megahertz)
Hard Drive: 0.5 Gb of free space
Memory (RAM): 128 Mb
Monitor: 1024 x 768 Pixels
Operating System: Windows 98SE, ME, 2000, XP, or Vista

LAB(YR
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