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TRANSPORTATION DIVISION

Starting A New Year in WinStabs — 2018

It’s time to start making plans on closing out your books for 2017 and getting ready to start 2018. You can
start 2018 before finishing 2017 financial records, but you must work your December 2017 Monthly Billing
before you start the new year. This guarantees you start the new year with correct beginning balances in
your member records. Follow these instructions and once you finish closing out the books for 2017 you can
update the beginning balances in the 2018 data if needed. There are several steps to take to facilitate a
smooth transition into 2018.

» Establish a cutoff date of no later than December 15, 2017 to finish all business for the calendar year.
Be sure to write all payroll checks and deposit all payroll taxes that are due for 2017 before this date.
Do not wait until 2018 to deposit your taxes for 2017. By doing this you allow ample time for all your
checks to clear the bank. The perfect end to the year is having all transactions clear the bank by
December 31, 2017.

» Refrain from making dues refunds in November and December. This will give time for these checks to
clear the bank also. Some members tend to hold on to refund checks for a period of time before they
cash them.

You will need an iLink account to complete the 2018 WinStabs installation. If you need to set one up, please
contact:

Dora Wolf — Updating Supervisor at: dwolf@smart-union.org or (216 )228-9400

If you have any issues during the installation process or backing up data to WinStabs, please contact:

Wade Arnold — PC Technician at: warnold@smart-union.org or (216) 228-9400



mailto:dwolf@smart-union.org
mailto:warnold@smart-union.org

Starting 2018 Before Finishing 2017

1. Make a new backup of your 2017 data to your “Desktop” by opening your 2017 WinStabs database.
Click Tools > Backup Utilities Menu > [Export] Backup Data to Storage

** WinStabs 5.08 RAIL*™ Justin Fougerousse

ell me what you want to do

Member Records ~ Receipts = Disburserents = Quarterly Reports/Annual Reports/Minutes= X Close Win
Options...

Initial Set Up Menu 3

Backup Utilities Menu * [Export] Backup Data to Storage

Database Utility Menu 4

Y -4

[Irmpaort] Restore Backup Data from Storage
Treasurer's |D Information

Transfer Funds

1773

WinStabs Support

About WinStabs

b ck for Internet Links

TRANSPORTATION DIVISION

Treasurer JUSTIN D FOUGEROUSSE
2017 WinStabs Data
Local 0003 Computer Bookkeeping System

2. Click “Export To”. Click “Desktop”. Click “OK” three different times as WinStabs creates the backup file.

Add-ins ‘;' Tell me what you want to do

Tools ~ Member Records ~ Receipts ~ Disbursements = Quarterly Reports/Annual Reports/Minutes = ¥ Close Win5ta

Custom Toolba

Browse for Folder

El Export Data ¥
Location to Save Data
Your entire database will be exported to ~ B thisPc ~
destination of your choice. When importing, 2 Dawnloads
WINSTABS uses these files to reconstruct your
Database > <@ 30 UDjects
- » % Documents
> J‘! Music
> B videos
vl

3 i Windows (C:)
5w RECOVERY (D:)
% A2 DVD RW Drive (E:) o

OK Cancel
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6.

Close WinStabs 2017 down until you’re ready to finish closing out 2017 books for the year.
Download a new version (Version 5.09) of the WinStabs program from iLINK by logging into your iLINK account.

Once logged into your iLINK account set your mouse on “TWA” on the blue tool bar and a drop down list will
appear.

Local and International NetworK
Powered by SMART Transportation Division

Welcome Bobby Sat

What's New with iLink
9  1/15/2014 WinStabs Ver 5.02 Available for download

pdDownload latest version of WinStabs apps|
Local Billing Status (Months L ate):

If the drop down list does not appear you can click “TWA” and the below menu will appear.

C JLINK
Local and International NetworlK

FPowered by SMART Transporiafion Division
VWA

Membership WA

Member

Reports

ate st version of WinStabs apps; Download Member, Insurance, and Treasurer information.

Help
Help Documents for TWWA

Whichever menu you use, click “WinStabs” and the following screen appears. Follow the instructions on the
screen to download the new version of WinStabs to your “Desktop”. Make sure to download the correct file

that pertains to your type of Local (Rail or FICA). WinStabs-Rail.exe is for Railroad Locals and WinStabs-
FICA.exe is for Air and Bus Locals.

WinStabs Application Downloads

SECURE FILE DELIVERY PICK UP:

STEF 1: To Download a file, click an the file name and choose "Save” or right-click on the file name and choose "Save Target As".
Mac users Control-Click on the file name - then choose "Download Linked File As” (Safari) or "Save Link As” (Firefox).

STEP 2. Choose a location an your PC or Mac to save your file ar files for continued use of printing.

STEP 3. Use the following link to view Help files far further instruction: WinStabs Help Files

File Name
WinStabs FICA exe
WinStabs Rail.exe
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8. Once the download is complete you should see a new icon on your desktop that looks like one of these.

9. Double click the new icon on your desktop and the new version of WinStabs will install on your computer. Once
it is installed a .pdf document will open on your screen. This document contains instructions on how to setup a
new program and import your old data into a new program. (The below instruction do the same thing)

> If you do not have a .pdf program installed (Adobe, Adobe Reader, etc.) you will get an error message
on your screen. Do not be concerned, simply close the error message down. The new WinStabs has
installed regardless.

10. Click the yellow folder on the bottom task bar, main side bar, or icon on your desktop.

O Outlook 2016

E Calculator

Suggested
w  Arcane Cuest 3
Fx ek ok

o Samurai Defender
F 1 ek

o 4 € H
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11. Windows Explorer will open on your screen. Click the triangle beside “This PC” - click on “ (C:)” — double click

yellow folder named “WinStabs”.

Drrive Toals
Home Share View Manage
« v M & » ThisPC » Windows (C:)
. Google Drive
A\ Local assists
fa SMART-Union

5.09-Fica
5.09-Rail
caputes for changes

screenshots

Z# Dropbox
» @ OneDrive - Personal

¢ OneDrive - SMART-Union

fa SMART-Union

b = misec

> _J 3D Objects
> [l Desktop

=| Documents
> ; Downloads
> b Music

» [ Pictures

> Videos
i Windows (C:)

> am RECOVERY (D:)

» |_jv Network

25 items

LU Y

Name

SRECYCLEBIN
Autodesk
7 Documents and Settings
hp
inetpub
Intel
My Documents
OFFICE
PerflLogs
Program Files
Program Files (x86)
ProgramData
Recovery
SWhetup
System Volume Information
SYSTEM.SAY
temp
Users

Windows

dndonzold

I WinStabs

BOOTNAT
hiberfil.sys
pagefile.sys
swapfile.sys

Date medified Type

12/16/2016 11:10...  File folder
12/26/2016 7:24 AM  File folder
12/17/2016 6:46 AM  File folder
11/12/2016 10:34 ... File folder
11/24/2017 230 AM  File folder

2/31/2016 9:25PM  File folder

12/10/201712:49 ... File folder
12/7/2017 10:59 AM  File folder
9/29/2017 %46 AM  File folder
2/9/2017 6:33PM  File folder

File folder

File folder
11/23/2017 11:57 .. File folder

11/12/201612:08 ... File folder
12/8/2017 10:06 AM  File folder
12/16/2016 11:08 ...
6/13/2017 11:41 PM  File folder
11/23/201711:38 ... File folder

File folder

12/7/2017 8:34 AM  File folder
12/5/2017 3:24 AM  File folder
4/26/2017 1:17 PM File folder

3072015 3:18 AM  System file

JT/2017 8:34 AM System file
12/9/2017 842 AM System file
12/7/2017 &34 AM System file

12. Double click the yellow folder named “Access 2002” or “Access 2002_FICA” (if you are a Bus/Air Local).

. E l = | WinStabs

File Home Share View

« o ov 1
L. Google Drive
A Local assists
iz SMART-Union
5.00-Fica
5.09-Rail

caputes for chanoes

L

A

» ThisPC » Windows (C:) » WinStabs

MName

Access 2002

Access 2002_FICA

PersonelFolders

Date modified
12/10/2017 1233 ..
17972017 7:42 PM

71172017 11:32 AM
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13. You will see a list of yellow folders with various names that are formatted (YYYY-MM-DD) as dates. The
important thing to remember is you want the most current one. In this case you want to double click the yellow
folder named “2018-01-01". Double click on this folder.

. ! l = | Access 2002

File Home Share View
€ S » ThisPC » Windows (C) » WinStabs » Access 2002
L. Google Drive * i Mame Date modified Type Size
A Local assists * l 2018-01-01 l 12/10/201712:38 ... File folder
fiz SMART-Union + -01- 12/8/2017 237PM  File folder
5.00-Fica 2016-001-01 12/10/2017 1:12 AM  File folder

5.08-Rail

14. You will then see another list of files. Two of the files will have red key icons. These are the two new blank
databases that you just installed. Use one of them for your new database. The other one can be used for other
years if necessary.

2018-01-01

File Home Share Wiew
e v P » This PC » Windows (C) » WinStabs » Access 2002 » 2018-01-01
L. Google Drive # % Name
A\ Local assists ™ 2018 SMART TD Task List IC
fia SMART-Union ™. 2018 SMART TD Treasurer Checklist
5.09-Fica "L Changes509
5.09-Rail = EULA

=L Start New Year 2018 for WinStabs
"L Web Rail Labor Funding Application
IEF WinStabs - 2 - Copy

22 Dropbox [#]| WinStabs

=] Win5tabs-Rail.message

caputes for changes

screenshots

@ OneDlrive - Personal
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15. Set your mouse on the red key named “WinStabs”. Click your right mouse button and a “Drop-Down Menu”
appears on the screen. Click “Rename” and the red key name will become highlighted so you can change the
name of the file.

2018-01-01

File Home Share View
= ~ A4 » This PC » Windows (C:) » WinStabs » Access 2002 » 2018-01-01
L. Google Drive # *  Name Date modified
ik Local assists * = 2018 SMART TD Task List IC 12/7/2017 12:08 PM
fia SMART-Union * = 2018 SMART TD Treasurer Checklist 2/8/2017 9:17 AM
5.08-Fica "L Changes508 12/19/2016 2:22 PM
5.09-Rail = EULA 12/22/2016 &:14 AM
caputes for changes =L Start Mew Year 2018 for WinStabs 12/19/2016 &41 AM
"L Web Rail Labor Funding Application 127872017 9:22 AM
screenshots
[#13] WinStabs - 2 - Copy 12/8/2017 %:32 AM
ﬁ Drophbox ‘u".';i.nSrah: A2A0/2017 1:13 AM
Ew Open i 0:21 AM
¢ OneDrive - Personal =
New
d@ OneDrive - SMART-Union Ea Scan with Windows Defender...
|5 Share
fz SMART-Union
Open with...
I This PC (4 Zip and Share (WinZip Express)
_J 30 Objects (4 WinZip o
B Desktop ™ Scan with Malwarebytes
E‘ Documents Restore previous versions
; Downloads Send to >
J! Music Cut
[&=] Pictures Copy
Wid
m i Create shortcut
= Windows [(C5) Delete
= RECOVERY (D:) Resiaine ]
¥ Network Properties
W
O9iterns 1 item selected 28.0 MB
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B E R - 2080001

File Home Share View
<« v P » ThisPC » Windows (C:) » WinStabs » Access 2002 » 2018-01-01
& Google Drive # *~  Name Date modified
A\ Local assists # = 2018 SMART TD Task List IC 12/7/2017 12:08 PM
fa SMART-Union # =L 2018 SMART TD Treasurer Checklist 12/8/2017 %17 AM
3.09-Fica -' Changes309% 1271972016 2222 PM
5.09-Rail = EULA 12/22/2016 6:14 AM
caputes for changes "L Start Mew Year 2018 for WinStabs 12/19/2016 &41 AM
=L Web Rail Labor Funding Application 2/8/2017 9:22 AM

screenshots

[#1] WinStabs - 2 - Co 12/8/2017 9:32 AM

&# Dropbox (1 12/10/2017 1:13 AM
|=| WinStabs-Rail.message 12/8/2017 9:21 AM

@ Onelrive - Personal

16. Click in front of the file name “WinStabs” then type the year you are creating followed by a space (in this
example type “2018”) then tap your “Enter” key on your keyboard and the file name will change to “2018
WinStabs”.

B ER- 2800

File Home Share View
= v y This PC » Windows (C:) » WinStabs » Access 2002 » 2018-01-01
L. Google Drive £~ MName [
A Local assists l "3 2018 SMART TD Task List IC 1
fz SMART-Union * =1 2018 SMART TD Treasurer Checklist 1
5.09-Fica [#1] 2018 WinStabs
5 09-Rail =L Changes509 1
caputes for changes 1: EULA 1
™1 Start Mew Year 2018 for WinStabs 1
screenshots %
"L Weh Rail Labor Funding Application 1
- &* Dropbox LEl‘, Win5tabs - 2 - Copy 1
E WinStabs-Rail. message 1

» @ Onelrive - Personal
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17. Set your mouse on the red key named “2018 WinStabs”. Click your right mouse button and a “Drop-Down
Menu” appears on the screen. Click “Send To” and another “Drop-Down Menu” appears on your screen. Click
“Desktop (create shortcut)”. This will place a new shortcut to your new WinStabs program on your desktop that
looks like the one on the right. Close Window Explorer down.

B E R 208000

File Home Share Wiew
&« v P s ThisPC » Windows (C:) » WinStabs » Access2002 » 2018-01-01 v O Search 2018-01-01
& Google Drive » i Mame Date modified Type Size
A Local assists ” = 2018 SMART TD Task List IC 12/ Adobe Acrobat D... 709 KB
[z SMART-Union * =1 2018 SMART TD Treasurer Checklist 12/8/ Adobe Acrabat D... 400 KB
5.09-Fica 2018 Win! o BM  Microsoft Access .. 28712 KB
5.00-Rail = Changes3 N"e" P Adobe Acrobat D... 1,589 KB
" EuLA e BM  Adobe Acrobat D... 52 KB
capuites far changes Ea Scan with Windows Defender... A H b
"L Start New| BM  Adobe Acrobat D... 4354 KB
screenshots = & Share B
= Web Rail A Adobe Acrobat D... 124 KB
2 Dropbox E[ WinStabs REnuitb-. M Microsoft Access ... 27,392 KB
) =] Winstabs| '@ Zip and Share (WinZip Express) M Text Document 1KB
¢ OneDrive - Personal G WinZip >
#& OneDrive - SMART-Union ¥ Scan with Malwarebytes
Restore previous versions
fi; SMART-Union
Send to > | © Bluetooth device
I This PC i .
= Cut 1 Compressed (zipped) folder
- 3D Objects ot B Desktop (create shortcut)
[ Desktop = Documents
E| s Create shortcut ) Bt
Delete . Lo
* Downloads ! Mail recipient
Renarne
J', Music E] TeamnViewer
[&] Pictures Properties . DVD RW Drive (E)
B videos

o Windows (C:)

AFsAEI

18. Double click the new “2018 WinStabs” icon and it will open. Once opened it should look like this picture. Verify
that it says “Treasurer BLANK DATABASE” and Version 5.09.

] **WinStabs 5.00 RAIL™

File Home Add-ins

Tools - Member Recards ~ Receipts = Disbursements ~ Quarterly Reports/Annual Reports/Minutes ~ 3¢ Close WinStabs

Custom Toolbars

Click for Internet Links Version 5.09

Treasurers Task List

Treasurer BLANK DATABASE
2018 WinStabs Data
Local 0000 Computer Bookkeeping System
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19. Click on “Tools”. Roll your mouse down to “Backup Utilities Menu”. Click “[Import] Restore Backup Data from
Storage”.

= ** WinStabs 5.09 RAIL**

Home [EFGEENEEN O Tell me what you want to do

Member Records ~ Receipts = Disbursements ~ Quarterly Reports/Annual Reports/Minutes ~ X Close WinStabs
Options...

Lozl et o Loy 3
Backup Utilities Menu P DB [Export] Backup Data to Storage

Database Utility Menu "N B [Import] Restore Backup Data from Storage l

Treasurer's ID Information
Open form frmimport’
Transfer Funds

T g

WinStabs Support

About WinStabs

i Click for Internet Links Version 509

Treasurers Task List

Treasurer BLANK DATABASE
2018 WinStabs Data
Local 0000 Computer Bookkeeping System

20. This “Warning” appears on the screen. After reading it click “OK".

Import functions

Warning Importing Data into WinStabs 1!

Winstabs looks for data sources either from your hard drive
or floppy diskettes,

MEVER apply an Import function unless you have previously
EXPORTED data to the location you wish to import from. Are
you SURE you want to IMPORT?

Click OK for a List of IMPORT OFTIONS,
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21. Click “Import From”

s ** WinStabs 5.00 RAIL*™

Home Add-ins

Tools Member Records - Receipts = Disbursements ~ Quarterly Reports/Annual Reports/Minutes - X Close WinStabs

Custom Toolbars

&= Import Menu X

Import WinStabs Data

Select the Command Button Below to Import
from Location of Your choice.

Import From ....

22. In the “Browse for Folder” menu scroll down to the bottom of the list and you should see your latest backup of
your current data you made previously. If you see more than one yellow folder named
“WData2017_L???? 2017...” set your mouse on the yellow folder with the latest date & time as part of the file
name. It will highlight then click “OK” several times as WinStabs goes through the “Import” process.

= ** WinStabs 5.00 RAIL*™

File Home Add-ins

Tools - Member Records - Receipts - Disbursements ~ Quarterly Reports/Annual Reports/Minutes = X Close WinStabs

Custom Toolbars

Browse for Folder

Directory to Import Data From
login infa -
paying and reporting ctl == Import Menu %
pics of kids
PowerPoints
i Import WinStabs Data
screenshots
Various artists
Select the Command Button Below to Import

WDt 017 L0003 2017:12:10_D1hose ] from Location of Your choice.

> g msop2003 ¥

oK [ cancel
Import From ...
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23. Once the “Import” process is finished your screen should look like the one below with your name, Local # and
the year you are updating.

** WinStabs 5.00 RAIL™

f ve 5o N jmm Mew " ab . R 3 i —
d Cut : Remove Sort . Mew o Shelling p ac Replace ED'_] 3= &= q
E[2 Copy | T Selection T Toggle Filter e Save 3 GoTo~ :
Paste - Refresh = More Find Sweto Switch g 1 oy | A . W
=] Advanced ~ All~  #% Delete : 3 [ Select™ Rt Form Windows - e
Clipboard Sort & Filter Records Find Window Text Formatting

Click for Internet Links l Version 5.09 ]

Treasurers Task List

Treasurer JUSTIN FOUGERQUSSE
2017 WinStiabs Data
Local 0003 Computer Bookkeeping System

24, Click “Tools”. Roll your mouse down to “Database Utility Menu” then click “Write Generic Task List”. Then Click
“YES” on the warning screen.

**WinStabs 5.09 RAIL*

Q Tell me what you want to do

Member Recards~  Receipts=  Dishursements~  Quarterly Reports/Annual Reports/Minutes X Close WinStabs
Optiens...

Initial Set Up Menu »
Custom Toolbars

Backup < Men >

Database Utility Menu 3

Compact and Repair Database

F3 Task List Update Treasurers from New WinStabs Version
om  Treasurer's ID Information i

8B Transfer Funds Write Generic Task List

{.° WinStabs Support Bl New Vear Setup

About Winstass Click for Internet Links Version 5.09

Exit

Treasurer JUSTIN D FOUGEROUSSE
2018 WinStabs Data

Local 0003 Computer Bookkeeping System

** WinStabs 5.00 RAIL*™

The existing table "tbiTaskList' will be deleted before you run the query.

Do you want to continue anyway?

Show Help = >

Lo Jw]
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26. Click “Tools”. Roll your mouse down to “Database Utility Menu” then click “Update Treasurers from New
Winstabs Version”.

** WinStabs 5.09 RAIL**

Q Tell me what you want to do

MemberRecords»  Recelpts*  Disbursements~  Quarterly Reports/Annual Reports/Minutes = X Clase WinStabs

Optiens...
Initial Set Up Menu »

Backup Utilities Menu > Gtleminniig

Database Utility Menu 4 Compact and Repair Database

Treasurer's [D Information I Update Treasurers from New WinStabs Version I
Transfer Funds Update Tred

Run macro ‘'mcrUpdateTreasurerList'
WinStabs Support B new Year Setup

[l -

About WinStabs

Z Click for Internet Links Version 5.09

Treasurers Task List

TRANSPORTATION DIVISION

Treasurer JUSTIN FOUGEROUSSE
2017 WinStabs Data
Local 0003 Computer Bookkeeping System

27. Click “OK” two different times as WinStabs goes through the process.

Tools=  MemberRecors=  Beceipts=  Dubumements+  Quarterly Reperts/Amsual Beports/Minutes = 3 Close WinStabs

Changing Treasurer List

N Timasuret Dusta wall v alledd.
: ke Version 5.09

Chek 0K To Centinue

Took Rescipts - C by Rep % Close WinStabs

Custom Tooltars

Mew Treasurer List Installed

Ehane, Fax, Mobile, Email and Nots

Cliek OK to Centinue

Treasurer JUSTIN FOUGEROQUSSE
2017 WinStabs Data
Local 0003 Computer Bookkeeping System

Once the new Treasurer List is installed, make a backup of your new data to your backup
drive so that you will not have to do this entire process over again if your computer crashes.
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28. Click “Tools” on the tool bar. Roll your mouse down to “Database Utility Menu” then click on “New Year
Setup”.

** WinStabs 5.00 RAIL™ Justin Fougerousse
Home Add-ins W Tell me what y ant to do
Member Records - Receipts ~ Disbursements ~ Quarterly Reports/Annual Reports/Minutes = X Close Win
Options... -
Initial Set Up Menu K

Custom Toolb ~
Backup Utilities Menu 4 bl

| Database Utility Menu v Compact and Repair Database

Task List Update Treasurers from MNew WinStabs Version
om Treasurer's D Information Update Treasurers from ILink Download
&3 Transfer Funds Write Generic Task List
t WinStabs Support § Mew Year Setup ]
| About WinStabs : i
iaastiai inks Open form frmMNewYearSetup’ Version 5.03
Exit

L ee— ] =
TRAMSPORTATION DIVISIOM

Treasurer JUSTIN D FOUGEROUSSE
2017 WinStabs Data
Local 0003 Computer Bookkeeping System
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29. The next screen opens. Read all the warnings and when you are ready to continue click the “Setup for New
Year” button at the bottom of the screen.

** WinStabs 5.09 RAIL™ Justin Fougerousse

2 Tell me what you want to do

Tools ~ Member Records = Receipts = Disbursermnents = Quarterly Reports/Annual Reports/Minutes~ X Close Win
*
Custom Toolbars ~
== Setup Win5tabs for Mew Year *

WinStabs - New Year Setup for 2018

If you are ready to close your books for the current year, follow the
below instructions to properly reset the database for the new year. If
not, do not proceed with the below instructions and exit this form now.

1. Make a backup (Export) of your current data . Go
to Tools>Backup Utilities >Export. Use OPTION 1.
Don't Proceed WITHOUT a Backup!!

What will happen when | click the Setup for New Year button?
WinStabs will set your Checkbook balance, Local Commitiee balance(s)
and Member Record Account balances. All Receipis, Disbursemenis and

Wages related to the current year will be deleied. A secret backup of your
previous year's data will be made on your computier.

2 If you have made your backup (Step #1) and your balances are correct,
' click the below button to complete the Setup for New Year process.

Backup Previous YEAR FIRST!!! Last Warning!!

Setup for New Year
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30. Once the New Year Setup process is finished you will have a chance to clear out the old officers who are no
longer in office or have changed positions. Click “OK”.

= ** Winstabs 5.00 RAIL™ Justin Fougerousse

Home Q Tell me what you want to do

Tools = Member Records ~ Receipts - Disbursements ~ Quarterly Reports/Annual Reports/Minutes = X Close Win

Custom Toolbars ~

You will now have an opportunity to clear out OLD Officers

o]

31. Review the list of officers and committee persons. If the person is no longer an officer or committee person
for 2017 click on the “Clear Fields” button and their classifications will disappear. If you need to change one
of their positions, click on the arrow beside their position and pick the correct position from the “Drop Down
List”. It’s not required that you have anything in the “Rail/FICA” field selected, but everyone must have
either a title or other title. If there isn’t a proper description in the other title field, you can type in a short
description yourself (Chaplin, Guard, Teller, etc.). When you are finished cleaning up the list click the “Close”
button.

E CLEAR ALL WHO ARE NOT OFFICERS OR NOT ON PAYROLL FOR NEW YEAR

Status LastName FirstName Officers Other Titles Rail/FICA LCA
ACTVE  ALLENJR RODNEY | Chorfieds  ORRILIN 5 -~ |RAIL .| 887A
ACTIVE  BURGERROOTJUSTIN DENT - ~ RAIL .| 887A
ACTVE  BUSH DENNIS Clear Fiells  TRUSTEE - » . 887B
ACTIVE  COWEN MALCOLM  CleorFields | ~ LOCAL CHAIRMAN . RAIL .| 887A
ACTIVE  CURRY VANTREASE = CloarFields | ~ LEGIS REP + RAIL . 887B
ACTIVE  FRETTY DANIEL " Clarrields  VICE PRES ~ LOCAL CHAIRMAN - RAIL .| 8878
ACTVE  HAUSER WILLIAM  CleorFields  TRUSTEE y v . 887B
ACTVE  HERB MATT | CearFields | ~ ALT DELEGATE - RAIL . 887B
ACTIVE  HOLBROOK TIMOTHY  ClearFields | - VICE LC = .| 887A
ACTIVE  MONTIER  WILLIAM | ClearFielss  TRUSTEE - v . 887B
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32. Enter the “International Dues Rate” effective January 1, 2018. You should have received a letter from the
Transportation Division but if you did not you can Check iLink under “Dues Summary Report” (after January
1, 2018) or email Dora Wolf with your inquiry at Dwolf@smart-union.org. When you enter the dues rate DO
NOT use a “S”.

* WinStabs 5.00 RAIL* Justin Fougerousse

Home Add-ins 'C_J Tell me what you want to do

Tools - Member Records = Receipts = Disburserments = Quarterly Reports/Annual Reports/Minutes = X Close Win

Custom Toolbars ~

Enter the 2018 International Dues Rate Effective January 1, 2018

315 | |

33. Click “OK” on multiple message’s and WinStabs will be setup for 2018! If December 2017 billing was
completed prior to this process then January dues are posted, the new International Dues rate has been
recalculated, and all of your prior member status’ have carried over!

34. All ledgers are now set to “Zero” and your screen should show 2018 WinStabs Data.

Click for Internet Links Version 5.09

Treasurer JUSTIN D FOUGEROUSSE
2018 WinStabs Data
Local 0003 Computer Bookkeeping System
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35. All Fund Ending Balances (Local Fund & all LCA Fund Balances) for 2017 have been brought forward into
2018 as beginning balances. If you have not finished closing out 2017 books, you will need to verify these
balances after completing your TAR for 2017. If the Ending Balances on Page 3 of your 2017 TAR do not
match the Beginning Balances in your 2018 WinStabs you need to make the proper changes. To verify these
balances, click Tools > Initial Set Up Menu > Update Dues Rates & Set Fund Balances > Fund Balances &
Setting Rates. If any of them need changing, make the corrections and then click the “Close” button.
WinStabs will take you back to the SMART TD screen.

**WinStabs 5.09 RAIL™ Justin Fougerousse

Q Tell me what you want to do

Member Records ~ Receipts = Disbursements - Quarterly Reports/Annual Reports/Minutes = X Close Win

Options...

Initial Set Up Menu 4 Update Dues Rates & Set Fund Balances I

~
Backup Utilities Menu * [EE [Change] Current Year Tax Rates
Database Utility Menu 4 [Check] Rail Tax Rates
D Task List [Check] Fica Tax Rates
o Treasurer's [D Information Change Employer ** PayCode Only ™ by GCA
5[d  Transfer Funds
t WinStabs Support
About Win5tabs inks Version 5.09
Exit
Treasurer JUSTIN D FOUGEROUSSE
2018 WinStabs Data
Local 0003 Computer Bookkeeping System
% Set All Rates for the Local pd

Intemational & Local  GCA & LCA Halesl Fund Balances & Setting Rates I

Your Local Balance will be your Checkbook Balance from the end of the
previous year. Use the Checkbook Balance you reported from your
Treasurer's Annual Report.

Use the Balances for each LCA from your last Treasurer's Annual Report.
The date used for all Beginning Balances should be January 1st.

Use the Mileage rate set by SMART TD or if Local Action has set a lower
rate. you can use that rate.

Beginning Balances Mileage Rates

Beginning Mileage Rate
Date Fund Balance

01/01/2018) |LOCAL $12,890.27 $0.545

01/01/2018  |8984 $6,775.03

01/01/2018  |BSEC L §372.20
» 9994 | $0.00
* Local |- $0.00 Group Policy Rate for Short Term

Close
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36. Click on Tools — Initial Setup Menu — [Change] Current Year Tax Rate. Verify that the correct rates are
showing on the screen. Click “Close & Save” button.

** WinStabs 5,00 RAIL™

Q Tell me what you want to do

Mermber Records ~ Receipts = Disbursements = Quarterly Reports/Annual Reports/Minutes~ X Close WinStabs

Optiens...
I Initial Set Up Menu ’I Update Dues Rates & Set Fund Balances
Backup Utilities Menu 4 lE [Change] Current Year Tax Rates "
Database Utility Menu 4 [Check] Rail Tax Rates
Task List [Check] Fica Tax Rates
Treasurer's ID Information Change Employer ** PayCode Only ** by GCA

Transfer Funds

Lo =S gt |

WinStabs Support

Abous Winstabs Click for Internet Links Version 5.09

Exit

Treasurer JUSTIN D FOUGEROUSSE
2018 WinStabs Data
Local 0003 Computer Bookkeeping System

= rptTaxRatesByYear x
Set Tax Rates " Close &
Year
Save
]

Year 2018 \

Employee RRTA Tler 1/55 0.062] Maxium Tier 1 128400

Employee RRTA [ier 2 0.049 MaximumTier 2 95400

Medicare Rafe 0.0145 No Max Medicare 999999

Employer RRTA Tir 1/55 0.062 COMBINE_941 0.124

Employer RRTA Jier 2 0.131 COMBINE_MED 0.029
Employer Medi&& 0.0145 /

Record: W 1ofé L Mo Filter | |Search
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37. Be sure to setup any new officer or committee person’s classification on their “Members Record”. If this
person will ever be paid a wage, lost time or reimbursed expense you must setup their “Wage File” also.
Click “Members Records” — “View all Members Records”.

] **WinStabs 5.00 RAIL™ Justin Fougerousse

Home Add-ins Q Tell me what you want to do

Tools - Member Records ~ Receipts ~ Disbursements - Quarterly Reports/Annual Reports/Minutes= X Close Win

View All Member Records l 3
Dues Posting Menu b

Transfer Menu ¥ Custom Toolbars ~
Member Report Menu 3

Member Maintenance Menu 3

E-49 Reports Menu b

E4% Maintenance Menu 3

Veting Lists & Voting Labels Menu

Version 5.09

r—— " Search Treasurer DBase
Cli
%

Print 30 Labels

38. Click in the “Search for all Members” box and start typing their last name. Once their name appears in the
search box tap the “Enter Key” on your keyboard and their “Members Record” will appear. Setup their
Position and “Wage” (RAIL or FICA) if applicable.

" WinStabs 5.09 RAIL™ Justin Fougerousse

Add-ins

Toolsw  MemberRecords~  Receipts*  Disbursements=  Quarterly Reports/Annual Reports/Minutes» X Close WinStabs
2] &l T BySelection % Remove Filter  [ADD] Member ! [DELETE] Member

Custom Toolbars ~
=5 Member Record for Local 0003 *
E Member Insurance/Dues |  Billing History I Detailed Biling ] Tools/Reports I
Search for All Members JUSTIN D FOUGEROUSSE
ALLI | I3 l Showing All 1D Mo 0165481
55 No. 014 50 2122
|Last FOUGEROUSSE ) |Union Status | d ACTIVE v
First | JUSTIN M | D | [Pay NS ~
SSNo  |lp1a602122 GCA 895 v
[EmplID | 0165481 | LCA 3964 @
Address | 1312 SHENANDOAH CIRCLE [\Wage | AL &
[city ROCK HILL | |Local Officer | [SFC & TREAS N
|State ac '-Z‘\'p 29730 Other Titles
Phone (803) 984-6167 T Gt YARDMASTER] v
2nd Phone = 1 1st Seniority Date
b - T 2nd Seniority Date
Email ifougerousse@smart-union.org s :
[Notes - |ooe 04/16/1983
| EmailMNew Member | | YiewMNew Member e B
App or Readmission #pp or Fieadmission LRB AR AREE 2t
Label\Envelope | ] Close
Record: M 4 [190f89 | b M b E. Mo Filter | Search
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39. Setup their Federal, State & Local Withholding Tax Rates if applicable. Click “Tools/Reports” tab then enter
the applicable tax rates. Close the “Members Records” down when finished classifying all new officers and

committee persons.

** WinStabs 5.00 RAIL*™ Justin Fougerousse

want to do

Tools ~ Member Records - Receipts ~ Disbursements = Quarterly Reports/Annual Reports/Minutes~ X Close WinStabs
2l 2l Y BysSelection % RemoveFilter  [ADD] Member %! [DELETE] Member

Custom Toolbars

=S Member Record for Local 0003 >
Member Insurance/Dues Billing History Detailed Biling ] Tools/Reports
Search for All Members JUSTIN D FOUGEROUSSE
ALL v Showing All ID Ma. 0165481
[Status] ACTIVE [PRD] NS [LCA] B898A o 014 50 2122
4 Individual Tax Rates Member Record Reports
Federal Tax
o Mailing Labels Local Directory
State Tax SC
EETax1
OFﬁLocaI_ Member Contact List
\EETH.IZ 00% cer List
- . Other Local Directory W/O
Officer List e}
MR Ledger Dues Receipt
Active Record Active Record
MR Ledger Active Dues Receipt
(W/O) Comment Filtered
4 4u w Close
Record: M4 4 190f89 | b Mk Mo Filter | |Search

Make a backup of your new 2018 data to your backup drive so that you will not have to do
this entire process over again if your computer crashes.

Your new WinStabs 5.09 is installed and setup for 2018!
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