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INTRODUCTION

This user guide is provided as an overview on how to the use the Individual Payment functionality
within the eDues subsystem. The Individual Payment User Guide encompasses:

e The eDues Subsystem
O EFT (Electronic Funds Transfer) Processing
0 RCC (Recurring Credit Card) Processing
0 Check Installment Processing
0 eDues MRA Reporting

NOTE: The EFT subsystem is no longer available but EFT processing is available from Individual
Payments.

MEMBER ENROLLMENT IN EFT/RCC USING MEMBERS SELF ENROLL SITE

The eDues Automatic Payment Enrollment site is a tool to assist in the replacement of Payroll
Deduction dues collection or any other dues collection payment method with the collection of dues and
voluntary funds using EFT or Credit Card.

The eDues Automatic Payment Enrollment is used for existing members only. It cannot be used for
adding new members. If a new member is added to IMS, please make sure a day passes before
attempting to enroll the member in the eDues program using this site.

The site will be used by members and State Affiliate users to collect Banking Information for members
who have agreed to the payment of dues monies and voluntary funds using Electronic Funds Transfer or
Credit Card. The information collected using the site is entered and saved by the user with partial real-
time update to the Membership database. This page can also be used to collect and update home phone
and email information for those same members.

Please refer to the separate user guide on eDues — Member Self Enroll for instructions on using this

site.

BOA CUSTOMER SERVICE CONSOLE

The purpose of the Bank of America (BoA) Customer Service Console(CSC) is to provide another
alternative to state affiliates for enrolling members in the payment options of RCC and EFT and to allow

the management of existing accounts.

Please refer to the separate user guide on How to Use the Bank of America Customer Service Console

for instructions on using this site.

INDIVIDUAL PAYMENTS — SECURITY GROUP

There is a security group called IMS-Individual Payments. This security group will be required for
access to any functionality on the new IMS eDues tab. In addition, access will be restricted to NEA and
State Affiliate users for the State Affiliate Setup functionality on the IMS eDues tab.
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Indiv Payment Profile
Account Profile

On the Individual Profile main page, these links will not be visible to a user

Indv Payment Summary

without the assignment of the IMS-Individual Payments security. Access to on the

Individual Profile main page will also be restricted to those users with the IMS-Individual Payments

security group.

DIFFERENCES IN COLLECTING EDUES VS PAYROLL DEDUCTION

Collecting dues by EFT and credit cards is a very different business model from collecting dues with
payroll deduction in a number of ways.

1.

With payroll deduction, the school district sends the members’ deductions to the local and then
the local will forward the state and NEA obligation to the state affiliates. For EFT and credit
cards, the payments will be received by the state affiliate and local obligation is disbursed to the
local.

A member may join the association, sign up for payroll deduction and submit payments through
the payroll deduction process before the member has been added to the membership database.
With EFT and credit card payment methods, the associations do not begin to receive payments
until the member and their account information is in the association’s membership database
and payment transactions have been sent to the bank.

Locals collecting member dues through payroll deduction frequently do not populate the NEA
Membership database with the local dues obligation and membership types because they
deduct the local’s obligation from the payments received from the school district and forward
the state and NEA obligation.

Transitioning to EFT and credit card requires that all of the local obligation must be stored in the
NEA Membership database. Dues, PAC and other funds, must be recorded in the NEA
Membership Database Utilities table and propagated to the members’ individual records for EFT
and credit card payment. The state association must start to collect and store local membership
types and dues obligation in the IMS utility tables and must populate the member’s data.

Unsuccessful EFT and Credit Card transactions generate “Return” transactions that must be
processed as soon as possible to reduce the cost of future error transactions and to insure that
the members are not charged additional bank fees for insufficient funds. This contrasts with
payroll deduction where there may be less immediate need to reconcile the membership
database with the payroll reports from the employer.
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EDUES LANDING PAGE

The eDues Landing Page is presented after clicking on the IMS eDues tab.

eDues = HotNews  Feedback TTNCUSER (DEV) 5.10.0.011614

| Upcoming Schedules | 7
State Affiliate Setup
2014 EFT Dues 0172014 e

V] ' %
2014 EFTDues  O1A7/2014
2014 EFTDuss 0111772014 Configuration Schedules Bank Profile
2014 EFTDues 0172012014
—
i

Individual Payments
Search

Year Close Type Close Date

Express Entry Form

Update EFT Contacts
PAC Fund Transfer Maintenance
Setup Individual Payment Upload

Individual Payment Upload

The eDues Landing page is comprised of 4 sections including Upcoming Schedules, EFT Express, State
Affiliate Setup and Profiles.

UPCOMING SCHEDULES

The Upcoming Schedules section displays upcoming EFT and RCC Close Schedules for the state affiliate
associated with your user ID. The information here is display only.

EFT EXPRESS

The EFT Express section displays 2 links, EFT Express and Update EFT Contacts.

EFT EXPRESS FORM

Electronic Funds Transfer Express = Hot News Feedback TTAZUSER (QA) 5.7.0.090412
EFT Express
+ Add Contact Status Export Search
Delete( Indv ID. | Name Routing # | Account Type Account # Bank Name Mshp Y | # of Deduction | Deduction Ami I'.'\shpID|

e C(Click the Express Entry Form link to access EFT Express Enrollment for adding or deleting account
details for members paying by EFT. Refer to the EFT Express section of this user guide for more
information on using this functionality.
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UPDATE EFT CONTACTS

AddiUpdate Contact Details %

Save Save & New
Reset

State : NORTH CAROLIMA ASSN OF EDUCATORS

* Individual ID : |uunzs4& MRS FONDA
* Contact Status : IFoI.I.Dw Up j
Follow up Date : 01/24/2014 (mm/ddryyyy)
Follow up Type : I In Person j
Follow up By : I.John smith
Members Interest : IVDLunteer' j
Contact Comments : [Meet again next week =

e C(Click the Update EFT Contacts link to add or update contact tracking details for a member contacted
in and eDues campaign. This will be used in a campaign to record member’s responses and allow
tracking for subsequent contact.

(0]

©O O O O o©o

Enter the Individual ID. When you tab away from this field, the membership name will be
displayed.

= |f the individual ID entered is not associated with your organization or is an invalid

Invalid Indivwidual 1D.
ID, a warning message of will be displayed.

= NOTE: To access this feature, you must be a state, uniserv or local user and the
individual ID must reflect a member in the state, uniserv or local associated with
your user ID.

Select from the Contact Status dropdown list to record the latest member contact status.
The choices are Declined, Enrolled, Follow Up, Ineligible or Other.

Enter the Follow Up Date to contact the member

Enter the Follow Up Type. The choises are In Person, Email , Phone, USPS Mail, Other.
Enter the staff person who will follow up with the member in Follow up By.

Enter Member’s Interest. The choices are Activist and Volunteer.

Enter Contact Comments to record additional information.

Save Save B New
Click the —l

button to accept the entry or click the to save this
entry and open a new page for the next entry. A confirmation message of

Contact details are saved Successfully

will be displayed.

STATE AFFILIATE SETUP
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The State Affiliate Setup section displays functionality including Configuration, Schedules and Bank
Profile. Access to the State Affiliate Setup functionality is restricted to NEA and State Affiliate users
only. The state affiliate should default based on your user logon ID.

CONFIGURATION

v

Configuration

Click the button to access Configuration Parameters.
e State: The state affiliate associated with your user ID will display by default. For NEA users, select

Get Parameters
the state affiliate from the dropdown and click the button to display the

parameter information.

CONFIGURATION PARAMETERS TAB

On the first tab, Parameters will allow you to review and update parameters that have been defined and
selected by your state affiliate for processing EFT and RCC. The Parameters tab is organized into 3
sections of Generic, EFT and RCC.

Configuration Parameters

State I ARIZONA EDUCATION ASSOCIATION j Get Parameters
Parameters Contacts
Generic EFT RCC
Parameters  Values Parameters  Values Farameters  Values
M=hp ¥ for eDues: |2|'.l14 EFT options: [STANDARD Divizion: IS-F.
Display Optional Funds: IN— EFT PAC Only Reversal Option: IPE— AID #: Il‘ﬂs—
Payment options: IBOTH Federal Tax id: |260 RCC options: IBOTH
SEA Website: lm EFT Auto Cancel Participator: l'— RCC Automatic Reversal Option:  |OPTE
SEA Facebook: I EFT Automatic Reversal Option:  [OPTE Send RCC Confirmation Emails: IN
SEA Twitter: I Dues Account: ICCCCZE
SEA Additional Membership Info: l— Send EFT Confirmation Emails: IN—
Dizplay NEA Optional Funds: IY EFT Maximum Sched Set Limit: |5
Show PAC funds in separate page: IY
SEA eDues URL: Ihttps:!!mw.an’znr

e Generic

0 Mshp Yr for eDues (Updateable) Enter the membership year that the state affiliate is
currently processing for on the Member Self Enroll website. The membership year is
changed when members can begin to use the Member Self Enroll site for the new
membership year.

NOTE: This parameter is changed by the state affiliate when the affiliate is ready to
process memberships in the new year from the Member Self Enroll website. This change
takes place immediately. Also note that the FYMPSET (Copy over membership type and
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obligation setup data to the future year) process must have been done before enrolling
members for future year.

0 Display Optional Funds (Updateable); Valid Values: Y —Yes or N - No) enter the parameter
value of ‘Y’ or Yes if the state affiliate has opted to display optional or non-required funds on
the Member Self Enroll website. Displaying Optional Funds gives members the opportunity
to contribute to voluntary (non-required) funds.

0 Payment options (Updateable; Valid Values: EFT, RCC or BOTH) enter the individual
payment options that a state affiliate has committed to. Setting this option would impact
the member self enroliment site.

0 SEA Website (Updateable) enter the optional URL for the state affiliate web site. This
information could be printed on reports or correspondence.

0 SEA Facebook (Updateable) enter the URL for the state affiliate Facebook account. This
information could be printed on reports or correspondence.

0 SEA Twitter (Updateable) enter the URL for the state affiliate Twitter account. This
information could be printed on reports or correspondence.

0 SEA Additional Membership Info (Updateable) enter additional informational or
instructional text that is important to the state affiliate. This information could be printed on
reports or correspondence.

0 Display NEA Optional Funds (Updateable) ; Valid Values: Y —Yes or N - No) enter the
parameter value of ‘Y’ or Yes if the state affiliate has opted to display NEA PAC funds on the
Member Self Enroll website. Displaying NEA PAC funds gives members the opportunity to
contribute PAC.

0 Show PAC Funds in Separate Page (Updateable) ; Valid Values: Y — Yes or N - No) enter the
parameter value of ‘Y’ or Yes if the state affiliate has opted to display PAC funds in a
separate page in the Member Self Enroll website.

O SEA eDues URL (Updateable); Enter the state eDues URL. This information can be used by
reports or any other forms

o EFT
This functionality replaces the EFT parameter spreadsheet.

O EFT Options (Updateable; Valid Values: STANDARD, SINGLE or BOTH) enter the EFT
payment option that a state affiliate has committed to. Setting this option would impact the
member self enroliment site.

= Standard is entered when the state is offering only the multiple EFT deduction
option for EFT payers (based on the standard number of EFT deductions defined for
the state affiliate).

= Single is entered when the state is offering only a single EFT deduction option for
EFT payers.

= Both is entered when the state is offering both the multiple EFT deductions option
and the single EFT deduction option for EFT payers.

O EFT PAC Only Reversal Option: (Not Updateable; Valid Values: SP, AE, AN, RE, RO, RS
and DN). Setting this option would impact the membership obligation and monthly
deductions when the deduction fails.

= SP: Spread the dues among remaining deductions.

= AE: Add a deduction to the end. If standard deductions are not available, spread the
amount.
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= AN: Add the additional amount for the next deduction.
= RE: Reverse

= RO: Reverse and reduce the obligation

= RS: Reverse and Stop Future deductions

= DN: Do nothing

= Default values: RO

0 Federal Tax Id (Not Updateable); Displays the federal Tax Id of the state affiliate
0 EFT Auto Cancel Participator (Not Updateable; Valid Values: Y — Yes or N - No) enter the

parameter value of ‘Y’ or Yes if the state has opted to participate in the automatic
cancellation of memberships after a specified number of returns.

EFT Automatic Reversal Option (Not Updateable); Displays the parameter value selected by
the state affiliate for the automatic processing of returns. The EFT reversal options are
defined below.

OPTA - Extend Time for Deductions to Occur
OPTB — Add One-Time Additional Amount

OPTC — Increase Monthly Deduction Amount

Y V VYV V

OPTD — Reverse and End Deductions
» OPTE — Reverse the Deduction Only

Dues Account (Not Updateable) ; Displays the state affiliate’s account number in which the
EFT deductions taken from member’s account will be deposited.

Send EFT Confirmation Email (Updateable) ; Valid Values: Y — Yes or N - No) displays the
parameter value selected by the state affiliate for the automatic Email confirmation when a
member enrolls to pay dues through EFT.

EFT Maximum Sched Set Limit (Not Updateable) ; Valid Values: 1 - 5) displays the maximum
number of EFT schedule sets a state affiliate can setup.

Division (Not Updateable) displays the division number provided by Bank of America (BoA)
after setting up a Recurring Credit Card (RCC) account.

AID # (Not Updateable) displays the Application ID provided by Bank of America (BoA) after
setting up an RCC account.

RCC Options (Updateable; Valid Values: STANDARD, SINGLE or BOTH) enter the RCC
payment option that a state affiliate has committed to. Setting this option would impact the
member self enrollment site.

= Standard is entered when the state is offering only the multiple RCC deduction
option for RCC payers (based on the standard number of RCC deductions defined for
the state affiliate).

= Single is entered when the state is offering only a single RCC deduction option for
RCC payers.

= Both is entered when the state is offering both the multiple RCC deductions option
and the single RCC deduction option for RCC payers.
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0 RCC Automatic reversal Option (Not Updateable); Displays the parameter value selected by
the state affiliate for the automatic processing of returns. The EFT reversal options are
defined below.

OPTA — Extend Time for Deductions to Occur
OPTB — Add One-Time Additional Amount

OPTC — Increase Monthly Deduction Amount

YV V V V

OPTD - Reverse and End Deductions
» OPTE — Reverse the Deduction Only

0 Send RCC Confirmation Emails (Updateable) ; Valid Values: Y —Yes or N - No) displays the
parameter value selected by the state affiliate for the automatic Email confirmation when a
member enrolls to pay dues through EFT.

CONTACTS TAB

On the second tab of Configuration Parameters, critical Contacts are maintained. These contacts are
defined by the state affiliate for EFT and RCC correspondence. For example, this list includes contacts
used in the printing of EFT Status Sheets. This contact category list will be enhanced to cover other

categories in the future.

Configuration Parameters
State: | INDIANA STATE TEACHERS ASSOCIATION j Get Parameters
Parameters Contacts
@ Excel
Contact Cateqory|  Contact Name Title Phone Email Addressi Address2 City State Zip
EFT STATUS SHEET N =
E Dues Ste efl
Contact Category: | EFT STATUS SHEET SIGNATURE |
Contact Name: INe‘ r
Tite: |
Phone: I
Email: I
Address: I
City/State/Zip: | | j|

0 Contact Category Valid Values: EDues, Bank Statements, EFT Status Sheet Signature, Other
or Items Returned) select from the dropdown the type of contact being made.

= EDues - contact person defined for EFT Status Sheets.

= Bank Statements - contact person for all inquiries regarding Bank Statements.
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= EFT Status Sheet Signature - contact person for the signature at the bottom of the
EFT Status Sheets.

= Other - to be defined.

= ltem(s) Returned - contact person for all inquiries regarding return items.

0 Contact Name (Updateable) — enter the name of the individual responsible for the contact
category.

0 Title (Updateable) — enter the title of the individual responsible for the contact category.

0 Phone (Updateable) — enter the phone of the individual responsible for the contact
category.

0 Email (Updateable) — enter the email of the individual responsible for the contact category.

0 Address (Updateable) — enter the address of the individual responsible for the contact
category.

SCHEDULES

Schedules
Click the

e State: The state affiliate associated with your user ID will display by default. For NEA users, select
the state affiliate from the dropdown.

button to access Process Schedule (Deduction Schedule).

e Membership Year: Select the membership year (CY, PY, FY) from the dropdown.

Search
o C(Click the —' button to display the corresponding schedule information. Click the

Reset
—I' button if you need to reset the selection values.

Ownor O1g: | THE SOUTH CAROLINA EDUCATICN A5 %] Membership Vew s[4 =] [ search | Pezet |
EFT Schedule RCE Scheguals ther Confiols
Edit | Sequ | Schedule Hame Default 10 Delete A —— |
& 1 Sclhvedule 1 . MFAULT - lraw on Fnd v 12354 Towe I Ay
w2 Srheduie 2 - Brweakty Draw 156, Wth M 12¥EL -] .
- Closa®  Clase Dits Dedhjetion Date 514
¥ i3 Schedue 3 . Brwsekty Drae 108, 24h N 129858 B
- q Sihhin A - Drwas o 308 N T ‘ 1 08042013 DB0603

e Process Schedule will allow you to review and update EFT and RCC Close schedules and Other
Controls for your state affiliate. State Affiliates maintain their own close schedules.

EFT SCHEDULE TAB

On the first tab, Schedules displays the EFT Schedules for the state affiliate. A user must have Advanced
EFT Maintenance in order to adjust EFT Deduction Schedules.
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Owner Org :

THE SOUTH CAROLINA EDUCATION ASSH

EFT Schedule

Seq #

1
2
3
4

RCC Schedule Other Controls

Schedule Hame Default| 1D
Schedule 1 - DEFAULT - Draw on 2nd ¥ 12354
Schedule 2 - Biweekly Draw 15th, 30th M 12355
Schedule 3 - Biweekly Dravw 10th, 25th M 12356
Schedule 4 - Draw on 20th M 12357

Menege Schi Save I

ﬂ Membership Year :

Individual Payment User Guide

1314 F1 x|

Delete

Eb Eb Eb

Default Schedule : [#

Schedule Set Seq: |1

Sechedule Hame : [Schedule 1 - DEFAULT - Draw on 2nd

Schedule ID: 12354

| Search

| Reset

Pues Schedule Show Stat .

Close

1

W W @ th B W R

Close Date

090472013
0902013
1000172013
10731203
12M2M3
1212172013
0173072014
022872014
03282014
0472772014
0573072014
0672772014

Save |

Add |

i
L

090672013
09102013
100032013
11022013
12032013
011032014
020472014
03/04/2014
04022014
051022014
060472014
07022014

Deduction Date  Standard Flag

RN ARXNAAAIIITAA

B 0 G B 6 o 6 5 0 o 5 e 0

EFT Schedule Close Schedules can be reviewed and changes can be made to the future schedule dates
from this screen. When a close or deduction has already occurred, the dates can not be modified or
deleted. The EFT process schedule screen supports multiple schedule sets. The Dues Schedule grid is
still present on the right-side of the screen on the EFT Schedule tab. On the left, the Multiple Schedule
grid for the selected Owner Organization is displayed.

EFT Dues Schedules are copied from year to year during FYMPSET. After FYMPSET, be sure to review
and correct the schedule for the new year as needed.

EFT SCHEDULE SET GRID
The “Schedule Set” grid contains the following column headers:

e  Edit —Select to edit the schedule name, or dates associated with that payment schedule. (Users
can also double-click on the schedule name to access the associated data.)

e Seq#—When a new schedule set is created, IMS auto-populates this field with the next

available sequence number. Users have the option to override the sequence number to

rearrange the sequence numbers.

e  Schedule Name — The user determines the schedule name upon schedule creation.

e  Default — Only one schedule may be designated the default schedule. A default schedule set has
no rule associated with it. (No locals and membership types are assigned to this schedule set).

Only one schedule can be set as the default schedule. Once members have been
assigned the schedule sets, do not change the default schedule set. Changing a default

schedule will not cause the member’s current deduction schedule to change

automatically.

e |ID—IMS created unique id for the schedule.

e Delete — Select to remove the schedule from the multiple schedule grid. The user is prevented
from deleting the schedule set if the schedule set has been assigned to any member.
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EFT DUES SCHEDULE STAT GRID

The “Dues Schedule Stat” grid has the following changes:

display on the Dues Schedule grid on the right.

Individual Payment User Guide

Users must double-click the desired schedule or click the ‘Edit’ icon in order to have it

e Show Stat — (see Fig.1, highlighted in orange) Displays the summary data by deduction date

as illustrated below (Fig. 2). The summarized data does not appear in the initial release.

Users will be notified once the data is available for viewing.

e Excel icon — Downloads the summarized deduction data in the excel format.

Complete Dues Schedule
Close # | Close Date
1 09/10/2013
2 09/27/2013
3 10/11f2013
4 10/25/2013
5 11/12{2013
[ 11/25/2013
7 12/11f2013
F: 12}21}2013
9 01/11/2014
10 01/27/2014
1 0z/11/2014
1z 0z/25(2014
13 03/11/2014
14 03/25/2014
15 04/11/2014
1c fASEinn A

Deduction Date

09162013
09302013
10f15(2013
10/30/2013
11/15(2013
11f27(2013
12{17(2013
12/26(2013
011772014
014302014
02172014
02{28/2014
031772014
033172014
04/15/2014

AAlzalong

Trans #

CREATING A NEW DEDUCTION SCHEDULE SET

Total Amt

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total Return

Count

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total Return Amt

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total Refund Amt

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Ack Recd

Click “New” to create a deduction schedule set. The cursor moves to the “Schedule Set Seq”

field and auto-populates the field with the next sequential number. In the example below, the number

5 is generated.

- Users are allowed to create up to 5 deduction schedule sets for a state affiliate

including the default.
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Edit Seq# | Schedule Hame Default 1D Delete Dues Schedule  Shovw Stat
@ 1 Schedule 1 - DEFAULT - Draw on2nd Y 12354 Save | Add | Refresh
_‘/’ 2 Schedule 2 - Biveeekly Dravw 15th, 30th ¥ 12333 ar
_‘} 3 Sthedule 3 - Biweskly Draw 10th, 25th N 12356 & Close # | Close Date Deduction Date|  Standard Flag i
@ |4 Schedule 4 - Draw on 20th M 12357 M

Manage Sch#l Save | e

Default Schedule : [~

Schedule Set Seq : IS

Schedule Hame : IScheduIe 5 - Draw on 25th|

Schedule ID: I

Tab to move to the following field, Schedule Name, to create a name for the deduction. (Refer the
screen above, highlighted field in blue.)

Select Save to save the deduction schedule set.

The created schedule set is added to the “Multiple schedule” set grid, highlighted below (Refer the
screen below).

Edit Seq# | Schedule Hame Default 1D Delete

_T" 1 Schedule 1 - DEFAULT - Draw on 2nd v 12354

_T" 2 Schedule 2 - Biweekly Draw 15th, 30th i 12355 i

;’ 3 Schedule 3 - Bivweekly Draw 10th, 25th ] 12356 i

;’ 4 Schedule 4 - Draw on 20th ] 12357 i

_1-’ 3 Schedule 5 - Draw on 25th Il 12358 iy |

tanage Schi Save | [eEt |
Default Schedule : [
Schedule Set Seq : |5
Schedule Hame : IScheduIe E - Draw on 25th
Schedule ID: |12358

ETTT The “New” button is disabled once the number of schedule sets created reaches the

0

limit set by the system.

ASSIGN LOCALS & MEMBER TYPES TO A DEDUCTION SCHEDULE

Every schedule set except the default must have one or more locals and optionally membership types
assigned to it. A Local -- Membership Type combination can be assigned to only one schedule set.

Select a schedule set row and click “Manage Sch#” button, (highlighted below, refer the screen below) to
assign one or more locals to a specific schedule set.
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‘ Seq#| Schedule Hame ‘ [lefault| [}

Edit | Delete ‘
[ 1 Schedule 1 - DEFAULT - Draw on 2nd Y 12354
B = Schedule 2 - Bivweekly Draw 15th, 30th [l 12355 i)
@ = Schedule 3 - Biweekly Drawe 10th, 25th [l 12356 i
[ 4 Schedule 4 - Draw on 20th il 12357 i}
@ = Scheduls 5 - Draw on 25th [l 12356 i}
Manage Sch# Save ety

Default Schedule :

Schedule Set Seq :

Schedule Hame

Schedule ID:

-

—

B IScheduIe b - Draw on 25th

|12358
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The Manage EFT Multi-schedules for State: screen opens -

Manage EFT Multischedules for State :THE SOUTH CAROLINA EDUCATION ASSN Seq # :5ID :12358

= Assigned Locals for Seq 5 | Refresh ‘ Rows : 0
Edit | User Local ID | Local ‘ Local Hame Cateqory Cateqory Value | Remove |
| Save | | ] Exvie |
User Local ID:I

CategoryValue: [ ac-0- Active ™ AC-7 - Active Life I~ AS-0- Associate
T w52 Compliment. Comp © Eso-Esp ™ WM-51 - Monmember Subscriber
" R&-1- Reserve Professional ™ RS-2- Resewe ESP ™ RT7 - Retired Life
™ RT-2- Retired Annual ™ RT9- Retited Prarstired ™ 580 - Substitute
™ sF0- star ™ gT0- student

To assign a local or local with membership types to the schedule set:

e Click the “New” button
e Enter the local user id in the first field or the first few characters of the Local Name in the
adjacent field. A drop-down of the Locals with names starting with the characters entered is
populated as illustrated below (refer the screen below).
| Seve | | Mew |
User Local ID :I IMA]
Category Value : |— AC-0- A MARION CO EDL ] 0. Associate
MARICON RET ED ASSH (00000180160
I ch-52-| MaRrLEORO €O EDUC ASEN (D000017897) -51 - Monmember Subscriber
T Re1.HMARLBORO RET ED ASSN (0000018017 7 _ Ratired Life
T RTa-Retired Annual ™ RT3- Retired Preretirad ™ =8-0- Substinte
™ sF0- stafr ™ ST0- student
e Optionally, select the one or more membership type(s)
e Click Save, to save the record. The assigned local is displayed in the grid.

To add additional locals, select New and repeat the previous steps.

=0

E oee
L Netes 3 To have all members from a local follow a specific schedule set, select the

local and do not select any membership types.

» To have all active professional and active ESPs from a local follow a specific
schedule set, select the local and check the active professional and active ESP
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membership types and save.

\Manage EFT Multischedules for State :THE SOUTH CAROLINA EDUCATION ASSN Seq # :51ID :12358
= Assigned Locals for Seq #5 Refresh Rows : 13
Edit User Local ID Local Local Hame Category Category Value Remove
F"’J 0o0s4 000001 7319 AMDERZON DIST 4 E& ﬁ _I
F"’J 0390 000001 7362 EDGEFIELD CO EDUIC ASSM ﬁ
F"’J o510 000001 7573 GREEMMOOD CO EDUC 855N ﬁ
F"’J OE30 000001 7356 LAMCASTER CO EDUC 855K ﬁ
@ |oven 0000017333 HEWEERRY CO EA. o}
@ |oven 0000017901 OCOMEE CO EDUC AS5M |
@ |ossn 00000173912 SaLUDA CO EDUC ASSN i
F"’J 0520 000009 7914 SPARTANBURG CO EDUIC ASSH CLASS_SUBCLASS AC-0ES-0 ﬁ
F"’J 0960 000001 7918 LIMIDM SO EDLIC AZ5M ﬁ
F"’J 1010 000001 7923 YORK COEDUC AS5M CLAZS SUBCLASS AC-0 ﬁ
@ [190s0 0003774677 FLORENCE CO#2 45 it =
Sawve I e
User Local I :IDSZD ISPAP\TANBURG COEDUC ASSM (0000017914)
CategoryValue : M ac.0- Active I ac-7- Active Life ™ a5-0- Assaciate
™ cm-52- Compliment. Comp M Es0-Esp ™ MM-51 - Nonmember Subscriber
" Rs-1-Reserve Professional " Rs-2-Resere ESP " RT-7 - Retired Life
™ RT-3- Retired Annual " RT-9- Retited Preretired I 58-0- Substitute
" sF-0- Star " sT0- student

The Manage EFT Multi-schedules grid contains the following column headers:

e  Edit: Select to make changes to the assigned local.

e  User Local ID: The local’s user identification number.
e  Local: The local affiliate ID number as assigned in IMS .
e Local Name: Local affiliate’s name.

e  Category: This is a display-only attribute. The initial release limits the category to SEA Level
Class-Sub Class.

e  Category Value: Reflects the selected member types (-Class-Sub Class) associated with the
schedule.

e  Remove: Clicking this icon deletes the associated local from the grid. Note to remove one or
more selected membership type (Class-Sub Class), uncheck the check box from the “Category
Value” section and save the record.

D Motes Removing a local or altering the membership Type assignment will not cause the
1) member’s current deduction schedule to change automatically.

SCHEDULE CHANGE FOR AN INDIVIDUAL SCREEN
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A new column has been added to the grid to display the Schedule Set Sequence Number. The

Schedule Set Name is displayed when the mouse pointer hovers over the “Schedule Set Seq”

number. “Change Sched” button has been added to the same screen.

Total Amounts

HAWANYA T AMAKER Ind ID : 0007601155 ﬁ

Payment Schedule:

Scheduled Amount: 441,00
Refund Amount (0.00)
Skipped Amount: 0.00

Add
Schedule | Sequence Drate Receipt Amount Status
Set e
2 1 09 6i2013 18.28 Scheduled Detail =
2 2 09:3002013 18.28 Scheduled Detail
2 3 10M 52013 18.38 Scheduled Detail
2 4 1003002013 18.28 Scheduled Detail
2 g 111482013 18.28 Scheduled Detail
2 B 1102702013 18.38 Scheduled Detail
2 7 121712013 18.38 Scheduled Detail
2 g 122612013 18.28 Scheduled Detail
2 9 01 7i2014 18.28 Scheduled Detail
2 10 0143002014 18.38 Scheduled Detail
2 11 02M7i2014 18.28 Scheduled Detail LI
Completed Payment Amount: 0.00
Pending Amount: 0.00

Rejected Amount

0.o0

Total Armount: 41,00 Total Ohligation Amount

Amaount to AutaDistribute: 0.00

AutoDistribute

Revert Changes

441.00

To over-ride the schedule assigned by the system:

> Click the “Change Sched” button to display the Change Schedule pop-up as illustrated
below. The pop-up displays all the schedules set for the state affiliate. The user may select
any schedule. The selected schedule will now be displayed for the remaining deductions.
Click Save on the Payment Schedule screen to change the schedule.

HAWAMNYA T AMAKER Ind ID : 0007601155 ﬂ

Schedule | Schedule
Type Cd - Set Seq
CLOSE 1
CLOSE 2
CLOSE 3
CLOSE 4
CLOSE ]
CLOSE g

Select Cancel

Schedule Set Mame

Schedule 1- DEFALULT -
Schedule 2 - Biweekly Dr:
Schedule 3 - Biweekly D
Schedule 4 - Draw on 20
Schedule - Draw on 25t
Schedule 6 - Draw on 30t

Gresn indicates the sequence et conforms to rulas.
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EFT SCHEDULING GUIDELINES

e  When setting up EFT Close Date and Deduction Date schedules, we recommend that a 3 day buffer
is maintained between dates.

e Make sure that the Close Dates and Deduction Dates do not fall on a weekend or holiday.

0 If the Close or Deduction Dates fall on a weekend or holiday, the close or deduction action
will not happen until the following day.

RCC SCHEDULE TAB

On the second tab, Schedules displays the RCC Schedule for the state affiliate. RCC Close Schedules can
be reviewed and changes can be made to the future schedule dates from this screen.

NOTE: The instructions for changing RCC Close Schedule Dates are the same as the instructions for
changing EFT Close Schedule Dates.

EFT Schedule RCC Schedule Other Controls
RCC Schedule

-
s 9 e 4

Close # Close Date Deduction Date| Standard Flag o]

1 08M10/2012 08102012 [ o]

2 10/08/2012 1041012012 [ 1

3 11/082012 TM32M12 [ i

4 12/06/2012 121002012 [ 1

5 01/08/2013 0MM02013 [ i

6 02/07/2013 02112013 [ i

7 03/07/2013 031172013 [ i

g 04/08/2013 04/10/2013 [ 1

9 05/08/2013 05M0:2013 [ i

10 06/06/2013 06/10/2013 [ 1

1 07/08/2013 0702013 N i

RCC Schedule Close Schedules can be reviewed and changes can be made to the future schedule dates
from this screen. When a close or deduction has already occurred, the dates can not be modified.

RCC Dues Schedules are copied from year to year during FYMPSET. After FYMP, be sure to review and
correct the schedule for the new year as needed.

RCC PROCESS SCHEDULE FIELDS

e Close # is the sequence number assigned for each close date. This field is system generated.

e Close Date is the date the Close Schedule is run at NEA to calculate deduction amounts and create
the electronic file that will be sent to BoA containing account information and deduction amounts.

o Deduction Date is the date the actual deduction is charged to the member’s account by BoA. NOTE:
At times, the charge date showing on a member’s account statement may be one day later than the
scheduled deduction date.

e Standard Flag is used to determine the standard number of deductions for a state affiliate. A
checked Standard Flag signifies a standard deduction.

5

RCC SCHEDULING FUNCTIONS

is the trashcan icon for deleting a Close Date.
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+
e To add a new RCC Close or Deduction Date, click the '-j button. A new row with a new sequence
number will be opened at the bottom of the schedule grid. Enter the new Close Date and Deduction

S
v—
Date. Click the —' button to save the update or click the button to backout screen changes.

e To change an RCC Close or Deduction Date, click in the date field and enter a new valid date. Click
-
o] e 2
the button to save the update or click the button to backout screen changes.
ol

e To delete an Close Schedule, click the icon. Clicking this icon will remove the Close Date row.

The sequence # is not reassigned.

RCC SCHEDULING GUIDELINES

e  When setting up RCC Close Date and Deduction Date schedules, we recommend that a 3 day buffer
is maintained between dates.

o Make sure that the Close Dates and Deduction Dates do not fall on a weekend or holiday.
0 If the Close or Deduction Dates fall on a weekend or holiday, the close or deduction action

will not happen until the following day.

OTHER CONTROLS

On the third tab, Schedules displays Other Controls or EFT processing controls for the state affiliate.
The information found on the Other Controls tab relates to setting up State Standard information for
determining the default for deduction start close #/dates and number of monthly deductions.

EFT Schedule RCC Schedule Other Controls
State Standard Info PAC Profile Info
Start #: 09/17/2012 Start#: I 'l Date: I
# of Deductions: I?_O # of Deductions: I
Corr # Corr# I Indicator
Corr Desc: Corr Desc: I
Critical Change Corr: [T EFT PAC State

[~ FYMP-Retain CY Start# [T FYMP-Retain CY # Of Deductions

STATE STANDARD INFORMATION

The State Standard Info reflects the standard EFT information used in processing EFT deductions.

STATE STANDARD INFORMATION FIELDS

e Start # is the number that determines which month the member will start deductions. September =
1, October = 2, November = 3, etc. This number is critical during FYMP as it creates the future year
deduction profiles with this information and will determine what month the member will start
deductions.

e Date is the date that the state affiliate begins EFT deductions each membership year. This start date
coincides to the Start # on the EFT Process Schedule.

Last Updated: 2/3/2014 |Page 22 of 111



Individual Payment User Guide

e # of Deductions is the standard number of EFT deductions defined for the state using the check
marks defined for the Standard Flag.

e Corr #is the indicator that is created by the user and used to select EFT Deduction Profiles to
produce an extract and mail merge letters. This indicator will be included in the Individual’s
Deduction Profile during FYMP.

0 For example, a user may create a “Welcome to EFT” indicator. The system will assign a
number to this indicator and update all future year deduction profiles with this indicator
during FYMP. This will allow the user to later run the EFT Correspondence Extract and select
all EFT members who have a “1” in their future year deduction profile. The extract data can
be used to create mail merge letters.

Indicator '
The

page is used to create correspondence indicators.

button is clicked to view and update the Correspondence Indicators page. This

e Corr Desc is the description of the correspondence indicator that is created above.

e (Critical Change Corr reflects the correspondence indicator for critical change processing. A critical
change is a membership type change, local change or chapter change. The state affiliate may want
to create a critical change indicator so that they can later select it in an individual’s Deduction
Profile. The state can then run the EFT Correspondence Extract and select all members with a
‘Critical Change Indicator” in their deduction profile. The extract data from the Correspondence
Extract can then be used to create mail merge letters.

o FYMP-Retain CY Start # reflects the indicator used in determining whether to copy forward the
same EFT Deduction Start Number for each member into the new membership year.

e FYMP-Retain CY # of Deductions reflects the indicator used in determining whether to copy forward
the same Number of EFT Deductions for each member into the new membership year.

PAC PROFILE INFORMATION

The PAC Profile Info will be removed. It was used in EFT PAC only processing which is no longer available
in the 2013 membership year.

BANK PROFILE

W

Bank Profile

Click the button to access Bank Profile.

The Bank Profile contains all of the bank information required for EFT Deductions and Reversals. This
includes the Bank Transit Number, Bank Name and Transit Medium.

Bank Profile will allow you to review and manage Bank names and the bank routing or transit numbers.
The list of Bank Profiles is periodically updated by NEA with information obtained from the Federal
Reserve. Because of this, the manual addition of banks will be required infrequently.
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eDues > Bank Profile Search= Hot News Feedback MEMDKLF {QA) 5.5.1.051612

Bank Profile Search

Bank Transit#: l:l Bank Name: l:l Transit Medium: - |

( New J[[ searen || Reset

BANK PROFILE SEARCH

After clicking the Bank Profile button, the Bank Profile Search will be presented allowing you to search
by Bank Transit #, Bank Name (partial or full name search) and Transit Medium. Enter one or more

Search

items of search criteria and click the ’ ] button.

Bank Profile Search

Bank Transit#: l:l Bank Hame: Transit Medium: b |
[ New ] ’ Search ] ’ Reset
Bank Transit # Bank Name Transit Medium Begin Date End Date Contact Name
314578103 CAP CREDIT UNION BOTH 05/189M1998
081222658 CAPAHA BANK, SB BOTH 07MO02011
211370852 CAPE ANN SAWVINGS BANK BOTH 07M 02011
081503199 CAPE CO BANK BOTH 05/19M1995
211371641 CAPE COD CO-OP BANK BOTH 0702011
211371078 CAPE COD FIVE CENTS SWVG BK BOTH 07MO02011
081510069 CAPE MERC BANK AND TRUST CO BOTH 05/19M995
281580501 CAPE REGIONAL CREDIT UNION BOTH 07MO02011
031207343 CAPE SAVINGS BANK BOTH 07M 02011
231270654 CAPE SAVINGS BANK BOTH 071072011
Records from 1 to 10 [P Bl  Pagel ~ 10 rows per page v

The search results list will be presented in grid format showing the Bank Transit #, Bank Name, Transit
Medium, Begin Date, End Date and Contact Name. Click the Bank Transit # link to view and manage
information for the bank selected.

Bank Profile

* Bank Transit#: | | Alternate Bank Transit#: | |
* Bank Hame: | CAP CREDIT UNION | Bank Contact: | |
Begin Date: |r_|5;19,r1993 | ﬁ Telephone #: | |

Transit Medium: | Both Paper and Bectronic |

End Date: | | i
Notes:

[] Special Account Number Format

* denoles Required fields

After clicking the Bank Transit # link, the Bank Profile page will be displayed for review and adjustment,
if needed.
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BANK PROFILE FIELDS

Bank Transit # is the unique number assigned to each bank. It is a numerical value and must be 9
digits long. This field is non-editable.

Bank Name is the name of the bank on the profile.

Begin Date is the date when the bank profile was created. The date can be keyed or selected from
the calendar icon.

Transit Medium is the type of transit medium the bank offers. The options are:
0 Paper
0 Both Paper and Electronic

End Date is the date a bank profile was ended. Entering an end date ends the bank profile. The
date can be keyed or selected from the calendar icon.

Alternate Bank Transit # is where the alternate bank transit # for a bank is recorded. This is
typically used in paper trails. It has the same validation requirements as that for the Bank Transit #.

Bank Contact is the individual name of the contact at the bank.
Telephone # is the bank contact’s phone number. This field is 10 digits long.

Notes are used to record additional information regarding the bank profile.

BANK PROFILE FUNCTIONS

To add a new Bank Profile, click the Hew button to open a blank Bank Profile. Required

fields are marked with an red * asterisk. Populate the fields and click the @ to save the new bank

information or click the x to cancel the add.

To change a Bank Profile, click the Bank Transit # link to display the bank profile. Update the

information for the bank and click the @ to save the changed bank information or click the x
to cancel the change.

To end a Bank Profile, enter or select the End Date and click the @ to end the bank profile or click

the x to cancel the update.

To reactivate a Bank Profile, click the Bank Transit # link to display the bank profile. Remove the

End Date for the bank and click the @ to save the change or click the x to cancel the change.
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PROFILES

The Profiles section displays functionality including Individual Payment Search, Account Profile,
Payment Profile and Transaction History.

NOTE: Access to Account Profile, Payment Profile and Transaction History can also be achieved from
the main Individual Profile page for a member.

Account Profile |

Account Profile:

Indiv Fayment Profile I

Payment Profile:

History

Account Profile |
Transaction History: link under

Search and display the member’s record and click on the associated Individual Payment links.

INDIVIDUAL PAYMENT SEARCH

Individual Search
State Aﬂ'lliate:l ARIZONA EDUCATION ASSOCIATION j Ind. IDI SSN# Alt Id
I.In\Senr:I Al j First Namel Middle Name Last Name
Loca\:IAMPHITHEATER EA j Pay Methodl EFT (EFT) j Trans id (¥ MName search (- Wild card
| Search Reset |
Ind Id Pt Middle Name | LastName emailld Address Profile | Profile | History
(O THm— 1 B - 4 5 Account Payment  Transzaction
| 15 ARM Z B - 5 Account Payment  Transzaction
[ 0 WA 1 C EZ 13 111545 Account Payment  Transzaction
| i2  TEH L1 C - m 1 8 Account Payment  Transzaction
[ I Ccyk A U] D - [ Account Payment  Transzaction
| 0 Jot M F§ - 1 18 Account Payment  Transaction
[ B DA LS G - 8 Account Payment  Transzaction
| 3 | SH) i S G Z A T04383¢ Account Payment  Transzaction
[ 9 BE( Ji S - cor 2 373751 Account Payment  Transzaction
| 19 MEl i S H - i 5 62 Account Payment  Transzaction
[ 5 JAY C H - cor 4 '506527 Account Payment  Transzaction
I 6 | JOb B K - p s sl chimbi. dwsmss A7 8574 Account Payment  Transaction
Digplaying 1to 12 of 206 Rows per page:|12 Prey Mext.

e Individual Payments Search will allow you to search for a single individual or multiple individuals to
view Profile information.

0 Enter Organization information to get a list of individuals.
0 Or enter Individual IDs or Name to search for a specific individual.

0 Or enter a combination of the two. Pay Method can also be used to further filter the
search.

0 Or enter the Trans ID to search. Trans ID (called Individual ID by BoA) can be found on the
return items faxed to your state affiliate from BoA.

e NOTE: The EFT Deduction Trans ID field is a unique ID assigned by EFT transaction. This ID is called
Individual ID by Bank of America (BoA) and appears on the Returned Items Report sent to each
state affiliate using the EFT pay method. The Trans ID will allow users to easily query for members
when reconciling accounts.
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e The search results grid displays the Individual ID, First Name, Middle Name, Last Name, Email
Address, Primary Address, Payment Profile link and Account Profile link.

Account Profile

&

Account Profile

e From the Individual Search result list, click the Account link to access the Account Profile for the
individual.

e NOTE: The Individual Name and Individual ID is displayed at the top of the page.

e

F: A | Ind D : 00070 D *x

History
Account Profile
State: | ARIZONA EDUCATION ASSOCIATION | Getprofiles | Mew | save |

Available Accounts Pay Method: IEFI' vI Account Name: IEFI'-CHECKING
EFT-CHECKING Routing 2 |1221D1?06 Bank Name: IBANK OF AMERICA, N.&,

Account = IDDdh Account Type: IChecking vl

=
Begin Date: |05/05/2011 End Date: |
Enil Reason: I j Created Source: |

e Account Profile will allow you to view and manage the Account Profile for the selected individual.
Account Profile includes information for RCC (Credit Card) and EFT payment processing.

0 If an Account Profile exists, the existing profile will be displayed. Or a new Account Profile
can be created by clicking on New.

0 Only EFT Profiles can be newly created on this screen.

0 RCC profiles can only be viewed from this screen.

ACCOUNT PROFILE FIELDS

e The Account Profile maintains member bank account information including:

0 Pay Method is the method of payment assigned to this Account Profile.
Routing # is the routing # for this Account Profile

Account # is the member’s account number.

Begin Date is the start date for the Account Profile.

End Reason is the reason an account was ended if applicable.

o O O O O

Account Name is the name of the account given when it was created. This name appears in
the “Available Accounts” list box in the left side of the screen.

Bank Name is the name of the member’s bank.
Account Type is the account type such as Checking or Savings.

End Date is the date the account was ended if the account is no longer active.

© O O O

Created Source is references how the account was created.
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ACCOUNT PROFILE FUNCTIONS

e To add a new Account Profile, click the = button to open a blank Account Profile. All

fields are required fields except the End Date/Reason. Populate the fields and click the Save

button to save the new bank information.
e To change an Account Profile, select the profile from Available Accounts list to display the profile.
Update information for the account and click the the Save
information.

button to save the changed

Save

e To end an Account Profile, enter the End Date and End Reason and click the button to

end the profile.

e To reactivate an Account Profile, select the profile from Available Accounts to display the profile.

Save

Remove the End Date and End Reason for the account and the button to save the change.

PAYMENT PROFILE

e From the Individual Search result list, click the Payment link to access the Payment Profile for the
individual.

e NOTE: The Individual Name and Individual ID is displayed at the top of the page.

4%

&s

Payment Profile

W Ind ID : 00 58

Year:|11-12 [CY] *| = Get Profiles New Save Reset

Available Profiles Membership:l j Yeanlzmz Pay Method: | EFT -
EFT-0000
Funds:
Profile Name: IEFI'-DDDD
Fund Tvoe Fund Mame Amount

Start Date: I NEA MNEA Dues -

End Date: |" LEA LEADues e

End Reason: I_' ¥ i 7 SEA AEA Dues 15

Payment Schedule

Amount:

Total Due: |2 5 Total YTD Collected: |2~ Reiund: |
Rejected: I Remaining: ID.DD

Scheduling:

# of Deductions: IED Completed # of Deductions: IB‘
Remaining # of Deductions: Il 1 HNo of Returns/Rejects: ID
Ho of Consecutive Returns/Rejects: ID

Status Sheet:

Status Sheet Indicator: ¥ Last Run Date: I
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e Payment Profile allows you to review and manage the Payment Profiles for the selected individual.
The profile is divided into a profile overview which displays the associated membership and funds
for the profile, an Amount section, Scheduling section and a Status Sheet section. The Payment
Schedule for the individual can be viewed and updated by clicking on the Payment Schedule button.

0 The Payment Profile is where we maintain outstanding balances to be collected, frequency
of payments and payment schedules.

0 Deactivation of a payment profile is performed here when future deductions must be
terminated. Payment Profile includes information for RCC (Credit Card) and EFT payment
processing.

0 Individual Payment Profile cannot be created for EFT or RCC as these profiles are created
automatically by the system. The Individual Payment Profile is created automatically when
a membership is processed with an EFT or RCC payment method. The Individual Payment
Profile is maintained by membership year.

PAYMENT PROFILE FIELDS

Available Payment Profiles will appear under Available Profiles. Once a profile is highlighted, the

associated payment information is displayed including:

Membership displays the associated membership for the profile.
Membership Year displays the membership year.

Pay Method displays the associate payment method for the profile.

Profile Name displays the name of the profile selected.

Start Date displays the start date for the profile.

End Date/End Reason will display the end date and reason for ended profiles.

Funds displays the funds and obligation amounts that make up the amount due for this profile.

AMOUNT

Total Due displays the total amount due for the profile.

Total YTD Collected displays the total obligation amount collected to date.
Refund displays the total amount for any refunds processed to date.
Rejected displays the total amount rejected or failed in collection to date.

Remaining displays the remaining total amount to date.

SCHEDULING

# of Deductions displays the number of deductions or payments scheduled for this member.
Completed # of Deductions displays the number of deductions completed to date.
Remaining # of Deductions displays the number of deductions remaining to date.

No of Returns/Rejects displays the number of deductions that were returned for rejected to
date.

No of Consecutive Returns/Rejects displays the number of the returns that were consecutive to
date.
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e Status Sheet Indicator allows you to indicate that a status sheet should be produced by clicking

in the box.

e Last Run Date captures the last date a status sheet was produced for this member.

PAYMENT PROFILE FUNCTIONS

e New payment profiles should only be added or created for Check and Cash paying members.
EFT and RCC payment profiles will be created automatically. EFT profiles are created immediately.

RCC profiles are created over night. Refer to the Check Installment section of this user guide for

instructions on adding a new profile.

e To end a Payment Profile, enter the End Date/End Reason and click the

PAYMENT SCHEDULE

save button.

o C(lick the Payment Schedule button to view and update the payment schedule for this account
and member. From the Payment Schedule page, you view and update the payment schedule.

= Ind ID : CON TN
Payment Schedule;
Save Add
Sequence Date Receipt Amount | Refund Amount Status Detail
1 091712012 30.55 0.00 Scheduled Detail =
2 10/01/2012 30.55 0.00 Scheduled Detail
3 101512012 30.55 0.00 Scheduled Detail
4 1013112012 30.55 0.00 Scheduled Detail
5 111512012 30.55 0.00 Scheduled Detail
g 1113012012 30.55 0.00 Scheduled Detail —
7 121712012 30.55 0.00 Scheduled Detail
3 12/31/2012 30.55 0.00 Scheduled Detail
] 011512013 30.55 0.00 Scheduled Detail
10 01/31/2013 30.55 0.00 Scheduled Detail
y I 11 N2MEMN0172 N RBF nnn Srhadulad F‘l:ﬂ':ill _}lll
Total Amounts
Completed Payment Amount: 0.00
Pending Amount: 0.00
Scheduled Amount: £11.00
Refund Amount: {0.00)
Skipped Amount: 0.00 Rejected Amount: 0.00
Total Amount: £11.00 Total Obligation Amount: 611.00
Amount to AutoDistribute: 0.00 AutoDistribute Revert Changes

The Payment Schedule popup will be displayed.
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PAYMENT SCHEDULE FIELDS

Sequence displays the sequence # for the payment date.

Date displays the payment date. Schedule Dates cannot be modified.

Receipt Amount displays the payment amount for that date.

Refund Amount displays the refund amount if a refund was issued for the payment.
Status:

0 All future payment schedule dates will be in Scheduled status.

0 If the Close has occurred for a scheduled EFT payment, the status will change to Completed
indicating that we have received the payment.

0 If the close has occurred for a scheduled RCC payment, the status will be changed to Pending.
Once the IMS system receives the remittance file from the bank, the status of all the
transactions with Pending status will be changed to Completed.

0 If the scheduled payment was unsuccessful, the status will be changed from Completed to
Rejected.

0 User may change the status from Scheduled to Skip, if the member wishes to skip that schedule.

PAYMENT SCHEDULE FUNCTIONS

From this screen, you can add a new payment schedule date to the end of the schedule.

Click the Add button to schedule a new Date for payment.

The Sequence number will default to the last sequence # plus 1 and continue to increment by one
for each new date.

The Date will default to current date but can be changed to another valid date based on the
member’s preference. The system will add one month to each new schedule date row unless
defined differently by the user. Note: Clicking the Add button will bring the next available state
standard deduction schedule if the payment type is either EFT or RCC and the date cannot be
overridden.

Enter the Receipt Amount to be paid in this installment sequence or leave blank and use the Auto
Distribute feature to populate the field.

The Status will default to ‘Scheduled’.
Continue to click the Add button to schedule as needed. The receipts if entered manually

should add up under Scheduled Amount to match the total obligation maintained for the payment
method.

To use the Auto Distribute feature:

) ) Auto Distribute o
0 After entering all Schedule Dates, click the button to distribute the total

obligation by payment method equally across the schedule dates.
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0 Click the Save button to save the change or click the RevertChanges bytton to clear
the screen updates.

Sequence Date Receipt Amount | Refund Amount Status Detail

1 |p9:"1?!1[]12 ”3[].55 0.00 I‘:'.cheduled vl Detail il

Modifications to receipt amounts can be made after Auto Distributing the obligation across Schedule
Dates by manually clicking in the Receipt Amount field and changing the amount.

Save

Review the payment schedule. Click the button to save the Payment Schedule or click

the (RevertChanges button to clear the screen updates.

e Modifications can also be made to the Payment Schedule after saving by manually clicking in the
fields and changing the value.

e When saving, if the scheduled payment amount is more than the total obligation amount, an error
message will be presented and the schedule must be adjusted.

e When saving, if the scheduled payment amount is less than the total obligation amount, a warning
message will appear and the schedule will be saved.

e If the save is successful, a successful update message will be displayed.

Sequence Date Receipt Amount | Refund Amount Status Detail
1 0aMyi2012 0.00 0.00 Skipped Detail -

CUSTOMIZE PAYMENT SCHEDULE

You can customize a payment schedule by skipping one or more standard deductions.

e To skip a deduction, click in the Status field and change the Scheduled to Skipped using the
dropdown for selection.

. Auto Distribute o o o
e Thenclick the button to distribute the total obligation across all remaining

schedule dates.

e C(Click the Save button to save the change or click the Rewert Changes pytton to clear the
screen updates.
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M Ind ID : 04

Payment Schedule Detail for Payment Date - 09M 72012

Fund Mame Amount

MEA Dues 9.00

AEA Dues 17.05

LEA Dues 4 50
30.55

Detail l
You can review the detail breakdown for a scheduled payment by clicking the link. The
Payment Schedule Detail for Payment Date popup will be displayed showing the payment will be

distributed across these funds.

Total Amounts

Completed Payment Amount: 0.00
Pending Amount: 0.00
Scheduled Amount: 611.00
Refund Amount: (0.00)
Skipped Amount: 0.00 Rejected Amount: 0.00
Total Amount: %11.00 Total Obligation Amount: £11.00
Amount to AutoDistribute: 0.00 AutoDistribute Revert Changes

A Total Amounts section is displayed under the Payment Schedule. This section shows the following

information:

Completed Payment Amount is the total payment amount that was completed successfully and is in
Completed status.

Pending Amount is the total payment amounts reflected in Pending status.
Scheduled Amount is the total payment amount reflected in Scheduled status.
Refund Amount is the total payment amount that has been recorded as refunded.
Skipped Amount is the total payment amount reflected in Skipped status.
Rejected Amount is the total payment amount reflected in Rejected status.

Total Amount is the total Completed, Pending and Scheduled amounts minus the Refunded,
Rejected and Skipped amounts.

Total Obligation Amount is the total obligation amount reflected on the membership.

Amount to AutoDistribute reflects the membership obligation minus the Completed, Scheduled
and Refunded obligation. This outstanding obligation should be auto distributed across the
remaining schedule dates.

Last Updated: 2/3/2014 |Page 33 of 111



Individual Payment User Guide

) Auto Distribute o )
0 Click the button to distribute the unscheduled amount (i.e. Amount to

AutoDistribute) equally across the schedule dates.

0 Click the Save button to save the change or click the RewertCharges  pytton to
clear the screen updates.

TRANSACTION HISTORY

e From the Individual Search result list, click the Transaction link to access the Transaction or
Deduction History for the individual.

I Bl S lsaliNC Ind 1D - 00K . b I
Deduction History
Membership Year: I 11-12 [CY] vl " showRejected ~ Get History |
Receipt Date) Receipt Type | Ded# | Trans Type | Trans|d Amount Status Comments Reject Reason Code
091272011 RCC 1 34811 Success
051712012 RCC 1 60638 Success test
10112011 RCC 2 34812 Success
1110/2011 RCC 3 34813 Success
121212011 RCC 4 34814 Success
0110/2012 RCC 5 34815 Success
03nai2012 RCC 7 34817 Success
‘ »

e Transaction History allows you to view all transaction history for a member. This screen has
changed to include new information:

0 Select Membership Year from the dropdown or keep the CY default. Click the
Get History ||
button.

0 Checking the “Show Rejected” check box will display the failed transaction along with the
successful transactions.

TRANSACTION HISTORY FIELDS

e Receipt Date — Date of Payment Transaction

e Receipt Type — Type of Payment (RCC, EFT, Check, etc.)
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e Ded # - Scheduled deduction number for payment transaction

e Transaction Type — Type of Transaction (Refund, Payment, Reversal, Failed Payment)
e Trans ID —Transaction ID

e Amount - Transaction Amount

e Status — Transaction Status (Success, Failed)

e Comments — Comments associated with transaction

o Reject Reason Code, Reject Reason, Reject Date — Rejected Reason Code, Reason Description and
Date if the Transaction failed

e Memb ID — Membership ID for associated membership

e Ref # - Reference number for transaction

e Account # - Account number for transaction

e Routing # - Routing number for transaction

e Confirmation # - Confirmation number for transaction received from BoA

e FRS Batch Number — Batch number associated with transaction

e  FRS Status — Status for FRS batch associated with transaction (Completed, In Progress)

e Audit information

PROCESSING INFORMATION

No EFT or RCC deductions will be processed for a membership unless there is an effective Deduction
Profile and Account Profile.

AUTOMATED PROCESSING OF RETURNS BY NEA

NEA now processes returns automatically rather than having the state affiliate manually process
reversals in IMS. Contact your MMS state support contact for setting up or modifying these parameter
options. These parameters are available for review from the eDues landing page by clicking on the
Configuration button icon.

AUTOMATED RETURNS PROCESSING OPTIONS

There are 4 parameter options provided for how returns will be handled. They are:

1. Reverse the deduction and spread the dues among the remaining deductions. This is the default
for handling automated returns if a reversal type is not specified.

2. Reverse the deduction and add a deduction to the end. If no more deductions are available,
spread the amount among the remaining.

3. Reverse the deduction and add the additional amount for the next deduction.

4. Reverse the deduction and do nothing more.

AUTOMATED RETURNS PROCESSING — CANCEL MEMBERSHIP

There is also a parameter option to cancel the membership automatically when a return is received.
Setting this parameter will allow the automated returns process to cancel memberships. How and
when the memberships will be cancelled is based on 2 additional parameters.
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NUMBER OF RETURNS TO TRIGGER CANCELLATION

If the state affiliate has opted to have memberships automatically cancelled after a return, the
state can specify the number of returns that will trigger a membership cancellation. The default
is 1 return. However, a state can select another number. NOTE: Setting a high number will have
the following effect. The state affiliate will incur $2.50 for every return and the member’s bank
will charge the member anywhere from $20 to $60 for every failure.

CONSECUTIVE OR NON CONSECUTIVE RETURNS TO TRIGGER CANCELLATION

If the state affiliate has opted to have memberships automatically cancelled after a return, the
state can specify whether the number of returns that trigger the membership cancel must be
consecutive or can be non-consecutive returns.

INDIVIDUAL PAYMENT PROFILES

The Individual Payment Profile is created automatically when a membership is processed with an EFT or
RCC payment method. The Individual Payment Profile is maintained by membership year.

In order to start payments or deductions, the Payment Profile and Account Profile should be reviewed.

ADDING AN EFT PAC FunD

This section details instructions for entering a PAC fund with the pay method of EFT when the state is
not already using EFT for dues collection.

Important Note: If you have not used EFT before, make sure the EFT Standard Schedule (eDues >
Processing Control) for your State Affiliate is setup before adding EFT members. For more information,
refer to the Schedules section under State Affiliate Setup in this user guide.

RANIK ADAMS i 1D 982287
Mo Yol FRANK ADAMS ind ID : 0005082287 ]
Parsanal info ]
Al Histery 26 90960
* Phansmmad Aecount Profile mwwu:: .
S : Caucasian (nat
« ‘Cantact Suppemaalon State: [MISSOURT HEA =]  GetProfiles | s i
- Tamesn Aol Otioin: Bt
o AveRame ACToue Py Method: [557 2] Account & Hame:
Cans
Routing - [ Hank Hame: . :
e Asmoun
Account #: I Account Type: | Checking vI L 1EN0G
Begin Date: [1oro3/z012 End Date: L2y Lk
o 1E00
Frd Reason: | =] createa source:
ry fotal: 58500
BT ASLEY s
MRIGTI AULRED &

e From the Individual Profile page, click the Account Profile link. Create an EFT Account Profile by

Hew
clicking the button and entering the required information. For more information

adding an account profile, refer to the Account Profile section under Profiles in this user guide.
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IAdd Additional Fund

Level:| SEA r[
Fund Name:| MNEA PAC {PD1) -‘i]

Pay Method:| EFT (EFT) b

Annual Amount:|515.00

e From the Individual Profile page, click the Obligation link to add a PAC fund with the pay method of
EFT.

0 Adding a PAC fund with the pay method of EFT will automatically create an EFT Individual
Payment Profile and Payment Schedule for the individual based on the state’s standard EFT
Schedule. For more information, refer to the Payment Profile section under Profiles in this
user guide.

O You can adjust the individual’s Payment Schedule based on the individual or member’s
preference. The member does not have to follow the state affiliate’s standard EFT schedule.
For more information, refer to the Customize Payment Schedule section under Payment
Schedule in this user guide.

OBLIGATION CHANGES — AUTOMATIC UPDATES TO INDIVIDUAL PAYMENT PROFILE

If obligation is added or modified in a membership, those obligation changes will automatically be
reflected in the Individual Payment Profile. This applies to EFT and RCC payment methods.

CriITICAL MEMBERSHIP CHANGES — TRANSFER OF OBLIGATION

During critical changes such as Membership Type or Local Changes, the obligation on the Individual
Payment Profile will be automatically updated based on the prorate percentages provided for the old
and new membership.

Based on the percentages, the old membership obligation will be satisfied and any excess payments will
be transferred to the new membership. So the old cancelled membership will show a Transfer Out
payment transaction and the newly created membership with the new membership types and/or local
will show a Transfer In payment transaction. The Transfer transactions are really pseudo payment
transactions, the actual payment transactions will not altered.
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MEMBERSHIP CANCELLATION — PAYMENT PROFILE

When an EFT or RCC membership is cancelled, the deduction profile is ended automatically but the
Account Profile is not ended. The Account Profile does not need to be ended. The ending of the
Deduction Profile will prevent any future deductions.

NOTE: Individual Payment Profile can also be ended manually by populating the End Date and then

Save

clicking the button.

MEMBERSHIP CANCELLATION — ACCOUNTING FOR PAYMENTS

e The Cancel Membership pop-up grid displays individual payments in the Paid Amount column. If the
member has individual payments (i.e. check, cash, RCC, EFT) in IMS, the amount paid will be
displayed when cancelling the membership. It reflects the payments from the Individual Payment
screen and it does two other things. It updates the Annual Amt column with the paid amount and
default the Percent $ Remaining field with the paid percentage. Now the user has the option to edit
the Annual Amt and or Percent Remaining values. The obligation in the Paid Amt column is not
editable on this screen. If the member does not have individual payments, the Paid Amt column will
not be shown. Note: if the Percentage Remaining is less than the Paid Amt percentage, the screen
will not let you save the record.

"

Lg
Cancel Membership ﬂ

Level: M a0 T nEs T oseEs T LEA

Cancel Reason: j
Cancel Effective Date: HJ’ ITI IM
Percent § Remaining:[9.66 % A
Dues/Fees
Leve| = Fund Mame Annual Amt | Original Amt Faid Amt
MEA MNEA Dues (D01} 18.00 180.00 18.00
SEA MCAE Dues (D01} 23.70 237.00 23.70
SEA MCAE FCPE (PO1) 0.0o 16.67 0.00
LEA LEA Dues (DO1) 6.00 &0.00 £.00
47.70 493.67 47.70
To prorate the obligation for the cancelled membership, enter a Percent and/or edit the amounts in the
Annual Amt column.
[ > |

e Refer to the paid amount as you adjust the Annual Amt. The Annual Amt cannot be less than the
Paid Amt.
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Lg g |

Cancel Membership ﬁ

‘Annual Amt’ cannot be less than the "Paid Amt’

Levek M sl 7 mEs [T ses [T LEA

Cancel Reason:l Financial j

Cancel Effective Date:|09 .f|14 II2D12

Percent § Remaining:|2.66 %

Leve| = Fund Mame Annual Amt | Original Amt Faid Amt
MNEA MEA Dues (D01) 18.00 180.00 18.00
SEA RCAE Dues (DO01) 29.70 237.00 23.70
SEA MNCAE FCPE (PO1) 0.00 16.67 0.00
LEA LEA Dues (D0O1) 0.00 B0.00 6.00
47.70 493.67 17.70

To prorate the obligation forthe cancelled membership, enter a Percent andfor edit the amounts in the
Annual Amt column,

FRS RECEIPTS AND INDIVIDUAL PAYMENTS

FRS Receipts are created automatically out of the EFT and RCC Close Process.

FRS RECEIPT SEARCH — DEPOSITS AND RETURNS

FRS Batches that have been created automatically for EFT and RCC Deposits and Returns will be tagged
in order to be easily identified and found.

Receipt Search

Owner Org: |ARIZONA EDUCATION ASSOCIATION V|
Billable Party: | |[selectan | Reference#: | |
Y
shp Year: 1112 ez ]
Batch Date: m
Payment Category: |Se|ectA|I V‘ Process From Date: l:l ﬁ
Receipt Amit: Process To Date: I:I
e T i l:l EFT Deposits batch

EFT Returns Batch
Recurring Credit Card Dep
Recurring Credit Card Retur
WESE batch

On the FRS Receipt Search page, selection criteria has been rearranged and grouped for clarity. Receipt
query fields are located on the left and Batch query fields are located to the right.

The field called Batch Description can be used to query for RCC WESE batches. Click in the drop-down
selection box to make a selection. The values are EFT Deposits Batch, EFT Returns Batch, Recurring
Credit Card Deposits, Recurring Credit Card Returns and WESE. This new field can be used in
conjunction with other search criteria on the page.

FRS REcelpTs — EFT AND RCC

For FRS batches created by the EFT or RCC Close process, the Batch Created Date will now be the
Deduction Date and will be processed on the Deduction Date. The batch created will remain in
‘POSTED NOT SUBMITTED’ status until the Deduction Date.
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Receipt Batches @
Owner Organization: |Nat|onal Education Association V| E - Grus=iA mi($) NetA nt($)
Membership Year: |11-12[CY] ~ DatchE =2 | || ‘ | | |
Batch Number: Computed Amounts: | | ‘
Batch Status: | Variance: | | ‘
Save New Batch

A display only field called Batch Description is available on the Receipts page. This will display the Batch
Description for EFT/RCC (payments & reversals) batches. A user may access these batches that are not
in Completed Status for review. There is a small window between when these batches are posted and
when they are submitted. They are created automatically by the system during the day and are
processed each night.

RECORD AN UNSCHEDULED CHECK OR CASH PAYMENT FOR A MEMBER

You are able to record and account for check or cash payments received from a member.

e The payments could be scheduled payments for members paying their dues obligation by cash
or check as previously described under the Individual Payment profile for Check/Cash
Installments section.

e  Or the payments could be unscheduled payments for members who currently pay by EFT or
RCC. This situation happens when an EFT or RCC deduction failed and the member provides a
check or cash to cover the failed deduction amount or return.

tndividuals EF cts  Upload A Ext Org  Security Othery & @ o

Individuals > Search > Search Results > Individual Profile = Hot Hews  Foedbath MEMDUUP {LEV} 8.2
= ANIELEE AAD IR Indl ID: 0004
Indlividual Tasks = -
SR Personal Info Rale armpgragh Mot
LR Er] = [H] aacans. S5N: B DOB: 104267 b
TEMI 41783 W] S5H4: 7 Gender: Femals
[H] 440 - AU Ethniieity: Hispanic
Delivarabie Legal A
1192 | 2010-11 | 2012413 Mgk 10 & EMective
State: Fund Name Mothod Amourt
Unisery: EnvailRenaw 0022004 N NEADues (001) EFT 178,00
Locak # od Ded 19 5 AEA Dues D01 EFT 2900
Membership Tasks
2 Chapeer: Wity Ingo: Auto Renew L LEADues (D01 EFT 45,00
Employer; CHANDLER LNFED DETRCT Continuous
Wiork Loc:  2REONA COLLEGE PREP Early Enrollee
Recant Position:  Classroom Teacher HEA Card Label
& Subject  General Subjects SEA Card Label
HMember Type Start Date End Date Cancel
HEA AC-1-100 Adtive Prodessional FT 02012004
SEA AC-1-100 Agtob-Cartified FIT BE012004
LEA AC-1-100 Adive-Cerlified FIT 080172004 Cohgatie fv Pgrment Summary Totak 5§52 00
Al
w

The first step is to search for the member and bring up the main page for IMS Individual and
Membership information (see above).

Next, search for the member and go to the main Individual Profile page.
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NOTE: The following steps do not require you to first set-up an Individual Payment Profile. It will be
created automatically at the end of these steps.

Indv Payment Summary

Click the
navigate to the Individual Payment Summary popup. This popup displays three sections, Obligation &
Payment Summary, Payment History and Refund History.

link in the bottom right-hand corner of the Obligation section to

7

Pany | Refund | Reverse |

Obligation & Payment Summary [ ] Payment History -]

Fund Fay Method Chbligation Faid Balance Fay Method Fayment Date Fayment | Refunded
Amt
MEA Dues EFT 180.00 1527 164.73 EFT 08053012 47 20 790
FPawrall Deduction 0.00 n.on 0.00
MEAFCPE  EFT 13.33 113 1220
Payrall Deductian 0.0o n.oa 0.0o
MCAE Dues  EFT 237.00 2012 216.88
Fayrall Deduction 0.00 0.oo 0.00 j
Total 472.00 40.06 431.94 Total 47.20 7.0

Met Payment Collected: §40.00

Show All

Refund History for EFT 0901052012 $47.20

Refund Refund Date Cirig. Payment Dt | Refund Ref. Refund Reason Refund Armt
Waode
manual 09 452012 oaM oz 2 Ck#TEA hember request 7.20
720
b r

The Obligation & Payment Summary section shows an Obligation balance, Paid balance and
Outstanding Balance for each fund with Totals below.

The Payment History section shows Payment Dates by payment method with the obligation amount
collected at each payment date. The Total of all payments is displayed below.

The Refund History section shows all the refund recorded against any of the successful payments. This
section also shows the refund date, original payment date, refund check reference and the reason for
the refund. The refund mode “Manual” indicates that the refund has been recorded by the IMS user and
the mode “Auto” indicates that the refund has been processed for the credit card payments in the BoA's
Client Server Console and transmitted back to IMS database.

Pay

To record the check or cash payment, click the button.
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Pay

Furd Pay Method
M WEADues  EFT

Fayrall Deduction
W WEAFCPE  EFT

Fayroll Deduction

M MCAE Dues EFT

Ohbligation

180.00

237.00
472.00

Paid

15.27

Balance

164.73

Current

Auto Distribute | Apply Payment |
Make Payiments -] dto Ustrbute [HIPE FEEET

i

x

Fay Method:l j

Payment Amt: ID.DD
Fef Num:l
Date:lﬂ9f14f2ﬂ12

Camment:

Rezet |

The Pay popup will be displayed allowing you to record the payment and distribute the payment
amount. The system will automatically reduce the obligation accordingly.

The Make Payments grid shows the Funds with Obligation, previously Paid amount, outstanding
Balance and Current payment amount by Pay Method. If multiple payment methods were used to pay
the membership obligation for a fund, multiple rows by fund would be displayed.

Notice that all funds are selected for receiving payment. If you want to eliminate the auto distribution

of check payments for a fund, de-select the fund by clicking in the check-box [¥]to remove the green

arrow.

e Select the Pay Method of Check or Cash from the drop-down list.

e Enter the Payment Amt for the check or cash payment. Remember to enter the amount in the
dollars and cents format.

e Enter the Ref Num (usually used for the check #).

e Leave the check recording Date as the default of Current Date or change to another valid date.

e Enter comments in the Comment field as needed.
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PAYMENT OPTIONS

There are two options for applying the payment to the membership funds.

Pay iﬂ
Make Payments o Auto Distrbute I hpply Payment |
Fund Fay Method Chligation Faid Balance current
Fay Method: | Check [(CK -
M nNEA Dues EFT 180,00 18.27 164.73 16.48 = ¥ I (cK) J
PaymentAmtI:leD
Fayroll Deduction o.o0 0.0 o.on
RefNum:Ick#556
M NEAFCPE EFT 13.33 1.13 12.20 1.22
Dat9109f14f2012
Fayroll Deduction o.o0 0.0 o.on
Comment:
M MCAE Dues  EFT 237.00 2012 216.88 21.69 -
LI Collected failed EFT payment
472.00 40.06 431.94 43.20

Reset |

Auto Distribute ‘ L.
| button to distribute the check or cash amount across all selected

Option 1: Click the

| Auto Distribute

funds. After the | button is clicked, the Current column for all selected funds will

contain a proportioned amount that totals to the check or cash amount.

Note: Payments will be applied to Pay Methods which reflect an outstanding balance. In the example
above, the check payment will be applied against the EFT obligation. After applying the payment, the
EFT obligation will be reduced and a new payment method row for the check amount will be created for
each fund.

Option 2: Or click in the Current column of the grid to enter exact amounts for each fund. The total for
the Current column must match the amount of the check or cash payment. If the total for the Current
column does not match, you will not be able to apply the payment.

Apply Payment |
CIickthe| Sl

fund. After applying the payment, the Balance will be recalculated and reflect the Obligation amount

button to apply the payment amounts listed in the Current column to each

minus the Paid amount.

. Reset . .
Click the button if you need to clear the entered screen values before applying the payment.
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Individual Payment Summary SARAH BARTLETT Ind ID : 0007936953 *]

Payments of $43.20 have been applied.
Pary | Refund | Reverse |

Obligation & Payment Summary [ -] Payment History (]

Fund Fay Method Obligation Faid Balance Fay Method Fayment Date Fayrment Refﬁndted
m
MEA Dues EFT 163.52 1827 148.25 EFT 08 0201 2 4730 70
Check 16.48 16.48 o.00 CK 081412012 4320 0.00

Fayrall Deduction 0.00 0.00 0.00

MEAFCPE  EFT 12.11 113 10.98

Check 1.22 1.22 n.on

FPayrall Deduction 0.00 0.00 0.00 LI

Total 472.00 83.26 388.74 Total 90,40 7.0

Met Payment Collected: $83.20

Show All

Refund History for EFT 09/10/2012 $47.20

Refund Refund Date Orig. Payrment Ot | Refund Ref. Refund Reason Refund Armt

e
Manual 091452012 09 o212 Chk#784 Mermber request T.20
7.20

After applying the payment, you will be returned to Individual Payment Summary page and a successful
update message will be displayed.

When the check or cash payment has been applied successfully, the following updates will be made
automatically by the system.

[H Sﬂve][ & Fleael]

Obligation By PayMethod Details (-]

Level = Fund Marme Annual Amt FPay Methaod P Detail Amt Start Date End Date
HEA MEA Dues 180.00 EFT (EFT) 163.52 0724520132 =
Check (k) 16,48 09511452012 0951 45201
FPayroll Deduction (PR) 0.oo 105282010 OFiz4r201
HEA MEAFCPE 13.33 EFT(EFT) 12141 072452012
Check (Cl) 1.22 091452012 0ot 442
Payroll Deduction (PR} 000 105282010 072452
3 I cEn ROTOE Tiios AT ON EFT FEETH A | OFrAfmnT _}ILI

e Membership Pay Method Detail rows by fund will be created for the amounts paid by Check or
Cash and can be viewed on the Pay Method Details popup under Obligation and the main
Individual Profile screen.
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e The previous obligation by payment method will be adjusted to reflect the amount paid by
check/cash and can be viewed on the Pay Method Details popup under Obligation and the main
Individual Profile screen. In our example above, the payment method for the membership was
EFT so the obligation reflected for EFT will be reduced by the check or cash amount paid.

e The FRS Billable Party will be updated accordingly

< ASETLETT Ind ID : 00079 Weile x!

Individual Payment Profile

State: | NORTH CAROLINA ASSM OF EDUCATORS  =| vear:[12-13[CY] | | Get Profiles || Mew Save || Reset

Available Profiles Memhership:l ASHEECRD CITY MCAE |AC-1-100 | AC-1-100 j ‘|‘ear:|2D13 Pay Method: I Check 'l
EFT-0000 Profile Name: ICK-DDDD Funds:
L| Start Date: [12/14/20 12 Fund Type Fund Mame Amount
MEA MEA Dues 16.45 =
End Date: I
MEA MEAFCFE 1.22
End Re: : -
nd Reason: = SEA NCAE Dues 2 58

SEA MCAE FCPE 1.22 LI

Payment Schedule

Amount:

Total Due: |43.2D Total ¥TD Collected: |43.2D Refund: I
Rejected: I Remaining: ID.DD

Scheduling:

# of Deductions: |1 Completed # of Deductions: |1
Remaining # of Deductions: ID Mo of Returns/Rejects: ID
Mo of Consecutive Returns/Rejects: ID

Status Sheet:

Status Sheet Indicator: M Last Run Date: I

e AnIndividual Payment Profile will be created automatically for the Individual after posting the
unscheduled payment (i.e. check) via the Pay screen to cover a missed payment (i.e. EFT or

RCC). The new profile can be viewed from the = [NdivFaymentFrofile jiny on the main

Individual Profile page. Click the Pagment Schedule. ) +ton to view the payment made by check.
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SARSEEENNEETT Ind ID : 000 7ENNE 3 ®
Payment Schedule:
Save Add
Sequence Date Receipt Amount | Refund Amount Status Detail
1 0o 452012 43.20 0.00 Completed Dretail
Total Amounts
Completed Payment Amount: 43.20
Fending Amount: 0.00
Scheduled Amount: 0.00
Refund Amount; [0.00)
Skipped Amount: 0.00 Fejected Amount: 0.00
Total Amount: 43.20 Total Obligation Amount: 43.20
Amount to AutoDistribute: 0.00 | AutoDistribute Revert Changes

e The Check Payment Schedule will show the Sequence #, Date of payment, Receipt Amount and
Status of “Completed” for the payment.

NOTE: If a Payment Schedule has been previously defined for the individual, the payment will be
applied to the first schedule Date with a Status of “Scheduled”. This scheduled sequence will be
updated with the Date, Receipt Amount and the status will be changed to “Completed”.

If the Receipt Amount is not equal to the scheduled receipt amount, the amount for the next
“Scheduled” payment will be adjusted accordingly.

RECORD A SECOND CHECK/CASH PAYMENT INSTALLMENT FOR AN EFT oR RCC MEMBER
Multiple payment installments against a membership that is assigned to EFT or RCC are allowed. The

second or subsequent check payment installment will be applied to the previous detail obligation row
for Check or RCC and the Date will be updated to reflect the additional payment by check.

REFUNDS AND REVERSALS

For EFT, RCC and Check payment methods, the ability to process Refunds, Reversals and Reversals of

Refunds is available.

REVERSALS

Reversals are performed when an individual’s EFT deduction or payment was returned by the bank.
Reversals are processed automatically by the system when a payment fails for EFT or RCC. How the
return is handled for EFT is based on Configuration parameters defined by the state affiliate. Check or
cash payments can be reversed by the user if it is applied in error.
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REFUNDS

You have the ability to record refunds for any payments made through EFT, Recurring Credit Card (RCC),
Credit Card (CC) or for Checks etc.. This includes refund checks issued by the state and refunds made
using a Credit Card Processing Terminal.

3k 3k 3k 3k 3k 3k 3k 5k 3k ok ok 3k ok ok 5k 3k ok 3k 3k 3k ok sk 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k ok 3k 3k ok sk sk ok 3k 3k 3k ok 3k 3k 3k 3k 3k 3k ok sk 3k ok sk sk ok 3k 3k 3k ok 3k 3k ok sk sk 3k ok 3k 3k ok ok 3k 3k 3k 3k 3k ok sk ok k sk ok

Do not use this functionality if the refunds were made using the BoA Customer Service Console (CSC)
for the Credit Card (RCC) payments. These refunds will continue to be recorded automatically by the

system.
3k 3k sk sk 3k 3k 3k 3k sk sk 3k 3k ok ok sk sk ok 3k ok ok sk ok 3k sk ok sk sk sk sk 3k sk ok sk sk sk 3k sk sk sk sk 3k 3k sk sk ok sk 3k 3k sk sk sk ok ok 3k sk sk sk ok ok ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ok

Indv Payment Summary

With the Individual displayed on the Main Individual Profile page, click the link

located in the bottom right of the screen.

r

Individual Payment Summary SASNGTNGNGENTT Ind ID : 0007 WS %!

Pay | Refund | Reverse |

Obligation & Payment Summary [ -] Payment History [-]

Fund Fay Method Ohligation Paid Balance Pay Method | Payrment Date | Payment | Refunded
Amt
MESDues  EFT 163 52 16.27 148.25:| - S P E——
Gheck 16.48 16.48 o.o0 CK 08142012 4320 0.0

Payroll Deduction 0.00 0.00 0.00

MEAFCPE  EFT 1211 113 10.98

Check 122 122 0.00

Payroll Deduction 0.00 0.00 0.00 Ll

Total 472.00 8326  388.74 Total ooan| 720

Met Payment Collected: $83.20

Show All

Refund History for EFT 0951052012 547 .20

Rrﬁfudnd Refund Date Crig. Pavment Dt | Refund Ref. Refund Reason Refund Amt

ode

Manual 09452012 o9M 02012 Ck#785 Mernber regquest 7.20
7.20

The Individual Payment Summary popup will be displayed. To the right above the Payment History grid,

thisis a button and a column for Refunded Amount.
To record a refund that was processed outside of BoA, click the button.
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Fund Fay Methad Cbligation Faid Balance Fay Methad
MEA Dues EFT 163.52 1527 14825 j EFT
Check 16.48 16.48 0.0o oK
Fayroll Deduction 0.on 0.00 0.00
MEAFCPE  EFT 12.11 1.13 10.98
Check 1.22 1.22 0.0o
Fayroll Deduction 0.on 0.00 0.00 LI
Total 472.00 83.26 388.74 Total
Show All

Refund History for EFT 0951052012 $47.20

Refund Refund Date Qrig. Payment Dt | Refund Ref.
Mode
Manual 0911452012 09/10/2012  Ck#785

Individual Payment Summary SARAH BARTLETT Ind ID : 0007936953 H

Pary | Refund | Reverse |

Obligation & Payment Summary (-] Payment History (-]

Fayment Date Fayment | Refunded Amt Avail Action

Amt For Refund

n9noizo12 47.20 20 40.00 Process Refund
091452012 43.20 0.oo 43.20 Process Refund
90.40 7.20 83.20

Met Payment Collected: $83.20

(-]
Refund Reason Refund Amt
Member request T.20
7.20

Two additional columns will be displayed for each Payment History row. The Amt Avail For Refund

column contains the Payment Amount minus any refunds that have been made previously for this

payment. To process a refund for a payment, click the

Process Refund

link located in the Action column

for the Payment for which you want to refund money. The Refund Processing popup will be displayed.

-
Refund Processing ﬁ

Cio MOT enter any refunds processed through Bank OF America CEC (Client
Service Console) in this screen. Those refunds are automatically
transferred from BoA to IMS. Record the refund which you hawve processed.

Fayment Amaount: 47.20
Amount Available For Refund: 40.00

Enter Current Refund Amount:

Fefund Reference (Optional):

Refund Reasan:

Cancel Process Refund

F

Please note warning message at the top of page.
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-
Refund Processing ﬂ

Cio MOT enter any refunds processed through Bank Of America CSC (Client
Service Console) inthis screen. Those refunds are automatically
fransferred from BoA to IMS. Record the refund which you have processed.

Refund Reazon:

Fayment Amount: 47.20
Amount Available For Refund: 40.00
Enter Current Refund Amount: |2D

Refund Reference (Optional): Icheck#é?‘B

Excess payment

Cancel Pracess Refund

I

e Enter the required refund amount in the Current Refund Amount field.
e Optionally, enter Refund Reference information.

e Enter the required refund reason in the Refund Reason field.

e C(Click the [ FrieEss FEin lbutton to process the refund or click the button to cancel
the recording of the refund.

Individual Payment Summary SASEEEEEEEETT Ind ID : 0007 G- ﬂ

Refund was processed successfully. . | cat dl e |
Ay un verse

Obligation & Payment Summary (-] Payment History (-]
Fund Pay Method Ohligation Paid Balance Pay Method FPayment Date Fayment | Refunded | Amt Avail Action
Amt For Refund

MEADues |EFT 16352 704 155'88j EFT 09110/2012 4?.20 20.00 Process Refund
Check 1648 1648 p.0o CK 0811412012 43.20 0.00 43.20 Process Refund
Fayraoll Deduction 0.oo 0.oo 0.oo

MEAFCPE  EFT 1211 0.a7 11.54
Check 122 122 0.00
Fayroll Deduction 0.00 0.00 0.00 =

Total 472.00 63.30 408.70 Total 00.40 27.20 63.20

Met Payment Collected: §63.20

Show All

Refund History for EFT 094052012 $47.20

Rrﬁfudnd Refund Date Orig. Payment Ot | Refund Ref. Refund Reasaon Refund Amt
ode
hanual 0971452012 0971062012 Cl#785 Member request T.20
<WEnual 0971412012 09102012 check# 678 Excess payment 2000 =
27.20
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The Individual Payment Summary will be displayed showing the message,
Refund was processed successfully

The Payment History will now show the refunded payment amount in the Refunded Amt column and
the Amt Available for Refund amount will show the adjustment.

At the bottom of Payment History, you will see the Refund History grid which displays the refunds we
did from the payment transaction. Clicking the Show All link in the header section of the Refund History
will display all the refunds recorded out of all the above payment transactions.

Feceipt Batches
Owner Organization: | MORTH CAROLINA ASSN OF EDUCATORS j Membership Year: |12-13[CY] »
Batch # I Batch Date: I ﬁ Batch Status: I Select j
MNew Batch | Search Feset |
=
Batch # Batch Date Batch Status Gross Amount Het Amount # Transactions

(o 17132 09M 42012 Posted §7.20 -§7.20 1
[ 17134 09M 42012 Posted $20.00 -§20.00 1
[ 17133 0g9M 42012 Posted $43.20 $43.20 1

I < Recards from 1103 Page 1 = 10 rows per page -

In FRS, the system will automatically create a negative FRS Receipt Batch for each recorded refund. The
batch will be posted and ready for processing.

Feceipt Batches

Owner Organization: | NOFTH CAROLINA ASSH OF EDUCATORS 7| #Transactions  Gross Amount($) Het Amount($)
Membership Year: [12.13 0] =] Batch Amounts: | 1] 2000 | 20,00
Batoh Humber: [17134 Computed Amounts: | 1 200 | -20.00
Batch Status: IPosted Variance: I 1] I 0.00 I 0.00

Batch Date: [15/14/2012 il Batoh Description:

Sawve | UnPost | Subimit | MNew Batch |
Receipt Detail Batch Summary
#Trang | User Id Billable Party Ref Ho Ref Date Amount(§y Payment Category Description
e 1 0133 ASHEBORO CITY 091 4/2012 -20.00  Electronic Fund Transfer 0007936953

Delete |
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Owner Organization: [ NOFTH CAROLINA ASSH OF EDUCATORS -] #Transactions  Gross Amount($) Net Amount($)
Batch Amounts: | 1] 2000 | 20,00

Membership Year: | 1213 [CY] ~

Batch Humber: |1 7134 Computed Amounts: I 1 I 20.00 I -20.00

Batch Status: [Posted] Variance: | 0 0o | 0.00
Batch Date: IDQ,-"'I 4f2me2 iz Batch Description:
Save | Unpost | Submit | Mew Batch
( Receipt Detail | Batch Summary
Billable Party:  [1133 | ASHEEORO CITY = [ KeepBP-HextTrans  |ew Fleceint |

Payment Categony: I Electronic Fund Transfer j Ref#: I Ref Date: IDQ -'I] 4 -'IZD'I 2 Sawve Receipt |
Description: IDDD?SSBSSB Receipt Amount: I—ZD_DD Auto Distribute |

=
Fund Amount Applied Obligati Adjust its YTD R ipts ¥YTD Balance Due

MEA Dues 7ES s 0.00 | -
ME& FCPE -0.56 a7 0.00 ey 1 j
MCAE Dues -10.04 25 0.00 . A3 . A2
MCAE FCPE -0.56 -0E 0.00 17 k]
CATZL 0.00 0.00 0.00 0.00 0.00
CATIL 0.00 0.00 0.00 0.00 0.00
CATIL 0.00 0.00 0.00 0.00 0.00
aran non Xl

Penalty: | non | non | non | n.oo | 0.00

Totals: | 2000 | .08 T . EC 37

In FRS Receipt Batches, note the Individual ID and Receipt Amount in the system generated batch.

REFUND HISTORY

Recorded refunds made for Credit Card (CC), for Checks or for Recurring Credit Card (RCC), will be
displayed in Refund History on the Individual Payment Summary page.

This includes refund checks issued by the state and refunds made using a Credit Card Processing
Terminal.
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Indv Payment Summary

With the Individual displayed on the Main Individual page, click the
the bottom right of the screen.

link located in

Individual Payment Summary SASEEEEEEETT Ind ID : 0007 NS ﬂ

Refund was processed successfully. | | |
Pay | Refund | Reverse

Obligation & Payment Summary (-] Payment History (-]

Fund Pay Method Ohligation Faid Balance Pay Method FPayment Date FPayment | Refunded | AmtAvail Action
Amt For Refund

NEADues |EFT 18352 764 155'88j EFT 09/1012012 4720 27320 20.00 Process Refund
Check 16.48 1848 0.0 Ck 091452012 4320 0.00 4320 Process Refund
Payroll Deduction 0.0 0.an 0.0

MEAFCPE  EFT 1211 057 11.54
Check 1.22 1.22 0.oo
Payroll Deduction 0.oo 0.00 0.oo j

Total 472.00 63.30 408.70 Total 0040 77.20 6320

Met Payment Collected: $63.20

Show All

Refund History for EFT 0971072012 $47.20

Refund Refund Date Orig. Payment Dt | Refund Ref. Refund Reasan Refund Amt

Mode
Manual 0971452012 0971062012 Cl#785 Member request T.20
Manual 09 452012 091 062012 check#679 Excess payment 2000
27.20

The Individual Payment Summary popup will be displayed. At the bottom of the screen, there is a grid
called Refund History. Refund History can display refunds by payment or can also display all refunds for
the membership.

Refund History will display the following information:

Refund Mode (Manual or CSC Refund)
o Manual refunds are processed externally (sending a check refund).

o CSC Refunds are refunds that were processed using the BoA Console (CSC). The credit will
appear in the member’s credit card.

e Refund Date — Date that refund was recorded.

e Original Payment Date — Payment date.

o Refund Reference — Reference information for refund.
e Refund Reason — Reason entered for refund.

e Refund Amount — Amount of refund.

To display refunds by payment, click to highlight the payment row under Payment History and any
refunds made against this payment will be displayed below in Refund History.
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The Payment History row in focus will be detailed in the Heading of Refund History. In the screen
example above, the payment in focus is detailed in the heading ‘for RCC 09/10/2012 $47.20”. When
entering the screen, the default payment in focus will be the first payment for the membership.

Show All
Refund History for EFT 09M072012 547 .20
Rﬁfudnd Fefund Date Orig. Payment Dt | Refund Ref. Refund Reaszon Refund Amt
ode
Manual 09 4520132 09M 052012 Clk#Taa mMemhber request T.20
Manual 09452012 o9 or201z check#67Y Excess payment 20.00
27.20

To display all refunds for the membership, click the @ link. All refunds for the membership will
be dsiplayed below in Refund History. Use the scroll bar to navigate through multiple rows of refund

history. Under the Show AR link, the title for the Refund History grid will change to Complete Refund
History. To return to Refund History by payment, simply click a payment row in Payment History.

In FRS, the system will automatically create a negative FRS Receipt Batch for each recorded refund. The
batch will be posted and ready for processing.

Important Information:

e Refunds can be recorded for Credit Cards (CC), Recurring Credit Cards (RCC) and Check
Installments that were processed outside of the BoA Console (CSC). Refunds are processed when
the money has already been collected.

e Check payments applied in IMS can now be voided (reversed). Reasons to void a Check payment
would be when there was a data entry error or the payment was entered erroneously. Reversals are
processed when the money was not collected.

Reverse Payment |

e To void a Check payment, click on the button on the Individual Payment

Summary screen.

Reverse
0 Click the _l link in the Action column of the Payment History grid for the Check
payment you want to void.

O A Reverse Payment popup is displayed. Enter the Reversal Reason, optional Comments and
click the Save button.

0 The payment will be removed from the Payment History grid and the Obligation & Payment
Summary grid will be automatically updated.

0 In FRS, the system will automatically create a negative FRS Receipt Batch for each recorded
reversal. The batch will be posted and ready for processing.

e Refunds applied to a Check payment can also be voided (reversed) by clicking the

Reverse Payment Reverse
el I button. Click the _l link in the Action column of the Refund History grid
for the Refund you want to void. Then follow the same steps as above.
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e Reversals for EFT Payments will be available from this screen for the new membership year (2012-
2013).

e Returns or reversals processed through BoA will continue to be reflected automatically in the IMS
Payment Schedule. BoA reversals are not processed manually in IMS.

EFT

This section is devoted to EFT information including a definition of EFT terms, setting up BoA accounts,
running EFT Pre-Note Transactions, running EFT Status Sheets, the automated processing of EFT returns,
EFT reconciliation, BoA ACH Services on Returned Items, Receipt Processing, Return Processing,
Deduction Profiles and EFT Express.

EFT provides an alternative method of collecting membership dues and contributions from the
member’s banking account. EFT allows for continuing deductions from year-to-year.

EFT works through the Federal Reserve System and the Automated Clearinghouse Association. Dues are
deducted in installments from the member’s account and deposited into a special non-interest bearing
clearing account. Funds remain there for several days to offset bank charges for EFT services. Funds are
then transferred to the state affiliates’ non-interest bearing clearing account.

A member can sign up for EFT Deductions in one of two ways;

e The member signs an EFT authorization agreement and attaches a voided check and the state
affiliate is responsible for entering the required data in the EFT Account and Deduction Profiles.

e The member uses the Member Self Enroll site to authorize the EFT agreement and enters all
required information on the website. In this case, the EFT Account and Deduction Profiles are
created automatically.

Each EFT member has a total EFT obligation amount which is reduced by each successful EFT deduction.
If an EFT deduction is not successful, it is called a return item. Return items processing will include
reversing the deduction and reversing the payment in FRS.

DEFINITION OF EFT TERMS

The following is an overview of commonly used EFT terms.

Term Description

EFT Electronic funds transfer or EFT is the electronic or automated
exchange or transfer of money from a member’s account to
Bank of America. The member’s account can be a savings or
checking account. After receipt of money at BoA, the money is
transferred to the state affiliate’s account.

ACH Automated Clearing House (ACH) is an electronic network for
financial transactions in the United States. ACH processes large
volumes of credit and debit transactions in batches. ACH direct
debit transfers include consumer payments on insurance
premiums, mortgage loans and other kinds of bills such a dues
payment. Rules and regulations that govern the ACH network
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are established by NACHA (formerly the National Automated
Clearing House Association) and the Federal Reserve.

Deduction

A Deduction is the amount debited or subtracted from the
member’s account. The deduction amount taken from the
member’s account is based on the member’s dues obligation
with a pay method of EFT and the EFT deduction or close
schedule established for the state affiliate in IMS.

Close Date

The Close Date is the date the Close Schedule is run at NEA to
calculate deduction amounts and create the electronic file that
will be sent to BoA containing bank account information and
deduction amounts.

Deduction Date

The Deduction Date is the date the actual deduction is taken
from the member’s account by BoA. Note: At times, the
deduction date showing on a member’s account statement may
be one day later than the scheduled deduction date.

Number of Deductions

The Number of Deductions is determined by the Close Schedule
for the state affiliate.

Return Item

A Return Item represents a deduction that failed. Note: Not all
items displayed on the BoA Returned Items Report are return
items. Some items on the report represent a Notification of
Change. Refer to the BoA ACH Services - Returned Items
Report section of this guide for help in determining the
difference.

Reversal

A Reversal is the subtraction or removal of a deduction amount
from Deduction History in IMS EFT after a deduction failed.
Reversals can be processed manually by state affiliate users or
can be processed automatically by the NEA. Automatic
reversals processed by NEA always represent deduction
failures. Reversals processed by state affiliate users may
represent deduction failures or refunds.

Automated Returns Processing

Automated Returns Processing represents the state affiliate
option offered to have NEA process all return items
automatically based on parameters set up by the state affiliate.

Pre-Note

A Pre-Note is a zero-dollar test transaction initiated
electronically to a member’s bank account when the account
information is initially set up. A pre-note confirms that the
account information was entered correctly.
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SETTING Up BOA BANK ACCOUNT(S)

After determining what funds that your state affiliate will collect through EFT and informing your MMS
State Support contact of your state’s decision to use EFT for Dues and/or PAC contributions, the
following steps will take place:

e An email will be sent to the state affiliate with required BoA forms attached for setting up their
BoA account. The BoA contact, LaTonia White as well as NEA MMS and Financial contacts will
be included as a cc on this email.

e The state affiliate will fill out the required forms and fax or send the forms to LaTonia White at
BoA.

0 Be sure to fill out the state affiliate fax number for the Return Items report.

0 Be sure to fill out wiring instructions from the BoA account to state affiliate’s account
including a recommended 5 day lag between deduction date and wire date.

0 The NEA recommends that a minimum balance be defined for the BoA account to
accommodate return items as they come in.

e It will take 2 to 3 weeks for the BoA account(s) to be established. Once established, BoA will
contact NEA with the state affiliate’s Account ID. NEA will set up the account or accounts in
IMS. The forms are located for download from InsideNEA.

0 The state affiliate needs to determine how many BoA accounts should be established to
accommodate their needs.

= Up to 4 accounts can be set up for example: Dues Account, NEA PAC account,
SEA PAC account, LEA PAC account.

= |f Dues and PAC contributions are being collected by EFT, the state affiliate
should determine whether Dues and PAC Contributions can be comingled in
the same account.

0 The state affiliate should use the same Tax ID for all accounts. BoA will set up each
account with a number prefix to make each account Tax ID unique. Accounts will be
defined as Tax ID-1 for the Dues Account, Tax ID-2 for the NEA PAC Account, Tax ID-3 for
the SEA PAC Account and Tax ID-4 for the LEA PAC Account.

0 Account(s) will all be non-interest bearing clearing accounts.

e NEA will let the state affiliate know that deductions will begin based on the EFT Close Schedule
defined in IMS.

PERSONAL CHECK TUTORIAL

The tutorial below will help in identifying the Bank Name, Bank Routing Number and Bank Account
Number on a Personal Check.

Last Updated: 2/3/2014 |Page 56 of 111



Individual Payment User Guide
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RUNNING PRE-NOTE TRANSACTIONS

If a state affiliate has enrolled a significant number of members in the EFT Dues paying option or if
setting up the EFT Dues Paying option for the first time, it is recommended that the state affiliate work
with the NEA to coordinate sending pre-note transactions to banks before the actual EFT deduction
transactions are sent to the banks for processing.

e A pre-note transaction is a SO (zero dollars) transaction to test for valid account information.

e Sending pre-note transactions provides the state affiliate with the opportunity to correct
erroneous account information before the actual EFT deductions are processed.
e Pre-note transactions are only sent for new accounts for which no previous deduction was

made.
e Important Note: Each state affiliate is charged $2.50 per return transaction.
0 The usual per transaction cost for pre-note transactions only is paid by the NEA.
0 Pre-note transactions and the requisite cleanup after the results are received can cut
costs for return transactions significantly.

Notify your NEA MMS Contact to receive additional information and to set up your pre-note schedule.

In the future, IMS will provide an indicator to allow a state affiliate to request running the pre-note
process. The NEA will run the pre-note process for new accounts based on the indicator and turn the
pre-note indicator off.

RUNNING EFT STATUS SHEETS

At least ten days before the first deduction, you should run, print and mail an EFT Status Sheet to each
member. The Status Sheet is a summary and reminder for the member of the amount to be deducted
and when the deductions will occur. When an EFT Deduction Profile is added or critical bank data is
updated, the flag on the Status Sheet Indicator is automatically marked so that the member can be
notified of the change. You can also manually update this indicator to include this deduction profile the
next time you run the Status Sheet job.

The MRA Status Sheet job is the INDP1000 — Individual Payments Status Sheet by Paymethod report
under MRA>STANDARD>INDIVIDUAL PAYMENTS. Certain key information must to be populated in the
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membership database for it to be pulled in the status sheet. Information regarding that key information
is given below:

In this screen shot of the Status Sheet, the highlighted information is being pulled from the Contacts tab
as part of Configuration in eDues.

ARIZONA EDUCATION ASSOCIATION
ELECTRONIC FUNDS TRANSFER
Individual Payments Status Sheet
2012-2013

September 14, 2012
Drear R oo doesmmmie.

Thank you for your continued support and commitment to your profession through your membership in the
ARIZONA EDUCATION ASSOCIATION. Your membership in NEA, ARIZOMA EDUCATION ASSOCIATION
and your local education association signifies your understanding that public education can only survive in this
economy when we as educators unite in one mind and one for common goals and purposes.

We want to thank you for enrolling in the eDues payment program. We very much appreciate your willingness
to take part in this quick and easy method to pay local, state, and national Association obligations through
Electronic Funds Transfer payments. The eDues program places all of your Association business where it
should belong — with youl

We are pleased to inform you that your monthly dues draft of $30.55 will begin on 09/17/2012 unless
091772012 falls on a weekend or holiday. If this occurs, the draft will process on the next regular business day.

To update your banking information, current employment status, work location, and any personal information,
please contact: Jennifer Dawson at 602-264-1774 Ext 126 or jennifer.dawson@arizonaea.org

The ARIZONA EDUCATION ASSOCIATION is the voice for public education in ARIZOMA and the leader in
educator rights and legislative funding of public schools. We lock forward to serving your needs in the year
ahead. Please explore our world of opportunities and information by visiting the NEA website (www._nea.org)

uctive school year.

Sincersly,

Jennifer Dawson

Membership Specialist

In order for the Contact information and Signature information to populate in the report, make sure
the information is populated in the edues Parameters screen in IMS. [f it's missing, enter the required
information using the following guidelines:

e Use the Contact Category = EDUES for information to be populated in the section asking the
member to contact an individual in the state affiliate for any eDues related inquiries.

e Use the Contact Category = EFT STATUS SHEET SIGNATURE for information to be populated in
the Signature section at the bottom of the letter.
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nea

eDues » eDues Parameters >

Configuration Parameters

HotMews  Feedback ITSMCHH (Prod) 5.7.0.2

State: | ARIZONA EDUCATION ASSOCIATION x| GetParameters.

Parameters Contacls

Contact Category | Contact Name Title Phong Email Address1 Addrass2 City State Zip
E Dues Jennifer Dawson  Membership Speciall 502-264-1774 £ ennifer dawson
EFT STATUS SHEET Jennifer Dawson  Membership Speciak

| bl Save | New

Contact Category: [£ Duss |

Contact Name: IJenmfer Dawson

Tithe: Immwsnv Specialsit

Phone: [602-264-1774 Ext 126

Email: I]enml’er.damﬂ@anzm,mg

Address: I

I
City/StateiZip: | | vIl

In the next screen shot of the Status Sheet, the highlighted information is being pulled from the
“Parameters” tab of the eDues section from IMS.

ARIZONA EDUCATION ASSOCIATION
ELECTRONIC FUNDS TRAMSFER
e - 12 2051?3""5 T

September 14, 2012
Dear oo W s i,

Thank you for your continued support and commitment 1o your profession through your membership in the
ARIZONA EDUCATION ASSOCIATION, Your membership in NEA, ARIZONA EDUCATION ASSOCIATION
and your local education association signifies your understanding that public education can only survive in this
sconomy when we as educators unite in one mind and one for common goaks and purposes.

We want to thank you for enroffing in the eDues payment program. We very much appreciate your willingness
to take part in this quick and sasy method fo pay local, state, and national Assocciation obligations through
Electronic Funds Transfer payments. The eDues program places all of your Association business where it
should belong — with you!

We are pleased to inform you that your monthly duss draft of $30.55 will begin on 091772012 unless
08172012 falls on a weeskend or holiday. N this occurs, the draft will process on the next regular business day.

To update your banking information, cument employment Status, work Iocation, and any personal informaton,
please contact: Jennifer Daweson at §02-264-1774 Ext 126 or jennifer. dawson@arizonasa org

The ARIZONA EDUCATION ASSOCLATION is the woice for public educaton in ARIZOMNA and the leader in
educator rights and izlative funding of public schools. We look forward to servi wr needs in the year
mane sxplore our workd of opportunities. and snformation by visting the

‘Wishing you a fulfiling and productive school year.

Sincerely,

Jennifer Dawson
Membership Sb-t‘:tieg&l
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In order for the State Affiliate website, Facebook and Twitter information to be populated in the
highlighted section of the above screen shot of the Status Sheet, please ensure that this information is
populated in the screen shot below. If nothing is populated in the SEA Website, SEA Facebook and SEA
Twitter parameters, it won’t be populated in the Status Sheet and also the text pertaining to that will
not be populated either. In that case, only NEA Website info will be populated as shown in the above

screen shot of the report output.

IGLIVLOEIEE MEX — FRS eDues  Utilities  Reports & Extracts  Upload  Affiliates  Ext Org RA Reg
Iml Hot News Feedback MEMDUUP {Prod) 5.12.1
State: | ARIZOMA EDUCATION ASSOCIATION d Get Parameters

Parameters Contacts

Generic

SEA Website: |http:h"w\~w.ariznni
SEA Facebook: I
SEA Twitter: |

The following are additional important notes on running the INDP1000 report:

e If you run with the following option, Update Status Sheet Flag in Database? =Yes, then it will
update the STATUS SHEET FLAG in the database which means that the individuals picked up in
this report will not be picked up if you run this report again for the same membership year.

e You can run this report any number of times with the following option selected without
updating the database for reviewing the output format: Update Status Sheet Flag in Database?
=No
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NATIONAL B
EDUCATION H
Association [l

Greai Public Schools for Every Student

INDP1000 - INDIVIDUAL PAYMENTS STATUS SHEET BY PAY METHOD

Select State: | ARONA EDUCATION ASSOCIATION =] = required
Select Uniserv: | REGIONAL OFFICE TEAM A-1 =
Refresh Local > I | AMPHITHEATER EA =

Membership Year: |2012-2013 'l * required
Individual ID: I

|
Custom Text:

=
Pay Method: EFT hd * required
Update Status Sheet Flag in Database? No = * required
IMPORTANT HOTE: When "Yes" is selected, the "STATUS SHEET FLAG"
will be updated in the Membership database!

Run | cancel |

The EFT Status Sheet screen as part of the Individual Payment Profile displays information regarding
the last time a Status Sheet was generated for the profile and allows you to set the Status Sheet flag so
that the deduction profile will be selected the next time the Status Sheet Server Report is run.

Status Sheet:

Status Sheet Indicator: ¥ Last Run Date: I

EFT RECONCILIATION

An overview of the EFT Reconciliation process is provided below along with need-to-know information
concerning the reconciliation process.

e Itis recommended that the state affiliate maintains 5 days between the EFT Deduction Date
(not the EFT Close Date) and the wire date of EFT monies from Bank of America (BoA) to the
state’s bank account.

0 This 5 day lag for the BoA wire transfer allows for the majority of returns to be
processed before the wire transfer happens.

e Important Note: On the scheduled date for the BoA wire transfer, BoA processes the wire
transfer first before processing any EFT returns.

e EFT monies collected will include NEA, SEA and LEA (if recorded) obligation.

e Itis recommended that the state affiliate keeps a minimum balance of $2,500 in their BoA
account. This will allow for additional returns received after the 5 days lag period.
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0 An exception to this recommended minimum balance would be suggested for state
affiliates that will have small EFT deduction balances such as for states that collect only
PAC by EFT. In this case, a lower minimum balance would be recommended. Consult
with your NEA MMS Support contact for determining the minimum account balance.

Most returns are received within 3 days after the deduction occurs. However, because the
returns are received from many different banks, the number of days between deduction and the
receipt of returns varies. Some banks can take a week or more to process and send returns.

State affiliates will receive a copy of return items by fax. NEA will receive an electronic copy of
return items in the ACH NACHA (National Automated Clearing House Association) format.
Returns are sent at the end of each day.

NEA processes returns automatically for all states that have their EFT Automated Returns
Parameters setup at NEA. Please review the section on Automatic Processing of EFT Returns by
NEA for more information on this.

BoA Returns Processing Timelines:

0 When a state’s EFT deductions are processed by BoA, the state affiliate’s account is
credited for the full amount before any returns are processed.

0 When BoA receives EFT returns, the bank immediately begins deducting money from
the state affiliate’s BoA account.

0 Ifthereis not a 5 day lag time, a state affiliate’s BoA account could end up with a
negative balance. If this happens, BoA will send an alert to the state affiliate.

It is recommended that reconciliations are done every month. This allows discrepancies to be
found and corrected early.

NEA suggests that the state tallies the return items received by fax and reconciles these returns
with what they see in the IMS EFT Payment History.

State affiliates should reconcile successful transactions to the amount sent to BoA.

0 Add all automatic returns and subtract from total deposit. The result should be the
amount that is in the state affiliate’s account.

= |tisimportant to note that any reversals done manually by the state, for
reasons other than it being a returned item, should not be included in the
returns for reconciling.

=  We hope to add a flag to easily distinguish Manual vs. Automatic reversals or
returns. In addition, a mandatory description field will be added to record a
description of the return.
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BOA ACH SERVICES - RETURNED ITEMS REPORT

CROZ420 013616 BANK OF AMERICA. M.A. FAGE 1
SITE: VA ACH SERVICES DATE/TINE: 10/11/11 23:05
RETURNED ITEMS REPORT ** CONFIDENTIAL **

RTH: O i 7 ACCT #: 4 (00 s

CO ID: 130 W2 CO NAME: INDIANA STATE TE ENTRY DESC: NEAEFTTRAN SEC: PPD EFF DATE: 10/11/11 CD DISC DATA:
POINT: KR APPL: I 3 TYPE:

NOTIFICATION OF CHANGE REASON CODE: CO2 INCORRECT T/R MO RETURN POST DATE: 1011711
ORIG DATE INDIVIDUAL 1D INOIVIDUAL NAME INVALID INFORMATION TC ORIG ITEM TRACE RETURN TRACE
TR ACCOUNT VALID INFORMATION ORIGINAL PAR RETURN PAR

After each EFT deduction, a BoA ACH Services-Returned Items Report will be faxed to the state affiliate
containing Return Items generated for unsuccessful deductions. The BoA ACH Services — Returned
Items Report is faxed to each state affiliate from BoA as changes and return items are received by BoA
from banks associated with member accounts.

e The Returned Items Report is used to reconcile EFT return items.

e Note: Itis important to note that the Returned Items Report will contain Changes as well as
Return Items.

O To determine whether an entry on the report represents a change or a return item,
review the Value Code on the report.

o Note: The Individual ID displayed on the returns report is not the IMS Individual ID. This field
represents the Transaction ID for the return item.

elues = Individual Search = Hot Hews Feedback MEMDUUF (Q4)5.7.0.001412
Individual Search
State Affiliate: | NORTH CAROLINA ASSN OF EDUCATORS | Ind. IDI ssH 2| Att1d |
UniSery: | Al | First Namel Middle Hame | Last Hame |
Local:l Select j Pay Methodl Select VI Trans Idl {* Hame search (C Wild card
Search | Rezet |

0 The Transaction ID search field can be located right above the “Search” button in the
“Individual Payment Search” screen. This will allow you to search for specific deduction
transactions by transaction ID for review or when reversals are required for that
deduction transaction.

VALUE CODE — NOTIFICATION OF CHANGE

CO I0: 99 m2 CO NAME: INDIANA STATE TE ENTRY DESC: NEAEFTTRAN SEC: PPD EFF DATE: 10/11/11 CD DLSC DATA:
POINT: e APPL: s TYPE:

NOTIFICATION OF CHANGE REASON CODE: CO2  INCORRECT T/R NO RETURN POST DATE: 10/11/11
ORIG DATE INDIVIODUAL ID  INDIVIDUAL NAME INVALID INFORMATION TC ORIG ITEM TRACE RETURN TRACE
TR ACCOUNT VALID INFORMATION ORIGINAL PAR RETURN PAR
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If a value code represents a Notification of Change on the report, it will begin with the letter ‘C’.
e No reversals are needed for notification of changes items.

¢ Notification of Change items represent successful transactions. The bank is just providing us
with the corrected information.

Notification of Change value codes are described below:

Value Value Code Description
Code

Incorrect DFI (Depository Financial Institution) Account Number or Member’s Bank

co1 Account is incorrect.

Cco2 Incorrect Bank Routing Number

co3 Incorrect Routing # and DFI Account #

co4 Incorrect Individual or Member Name

cos Incorrect Transaction Code; member’s account type (Savings/Checking) is incorrect
Incorrect DFI Account # and Trans Code; account number is incorrect and transaction is

C06 being routed to the wrong type of account
Incorrect Routing#, Acct # and Trans Code; routing number and account number is

co7 incorrect and transaction is being routed to the wrong type of account

coo Incorrect Individual Identification #

Addenda Format Error or invalid NACHA format; this notification of change will probably
C13 not be seen.

VALUE CODE — RETURN ITEMS

€O I0: 900, JB.& CO NAME: IMDIANA STATE TE ENTRY DESC: NEAEFTTRAN SEC: PPD EFF DATE: 10/11/11 CO DISC DATA:
POINT: MW AFPL: Il TYFE:
RETURN REASON CODE; ROZ MO ACCT/CANNOT LOCATE RETURN FOST DATE: 10412711
ORIG DATE INODIVIDUAL ID  INDIVIDUAL NANE AMOUNT ETN ACCOUNT MNUMBER TC ORIG ITEM TRACE RETURN TRACE
ORIGINAL PAR RETURN PAR
10411711 4432470 ' WIFER. D E6.37T 0 26 T 27 ke sk G0 24 TS
DR 17— L REE L ]

If a value code represents a Return Item on the report, it will begin with the letter ‘R’. Contact your
MMS support person with help on reasons for return items. Return Item value codes are described

below:
Value Value Code Description
Code
RO1 Insufficient Funds in Member’s Bank Account to cover the deduction
RO2 Member’s Bank Account Closed
RO3 No Bank Account/Unable to Locate Bank Account
RO4 Invalid Bank Account Number
RO5 Improper Debit to Account; Account Number may not be valid
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RO6 Returned per ODFI's (Originating Depository Financial Institution) Request
RO7 Authorization Revoked by Member

ROS Payment Stopped on ACH debit

RO9 Uncollected Funds

R10 Customer Advises Not Authorized

R11 Check Truncation Entry Returned

R12 Branch Sold to Another DFI or Bank

R13 RDFI Not Qualified to Participate; Bank not qualified
R14 Account-holder Deceased

R15 Beneficiary Deceased

R16 Account Frozen

R17 File Record Edit Criteria; processing error
R18 Improper Effective Entry Date

R19 Amount Field Error

R20 Non Transaction Account

R21 Invalid Company Identification

R22 Invalid Individual ID Number; ID # used to identify account
R23 Credit Entry Refused by Receiver

R24 Duplicate Entry

R25 Addenda Error

R26 Mandatory Field Error

R27 Trace Number Error

R28 Routing Number Check Digit Error

R29 Corporate Cust Advises Not Authorized
R30 RDFI Not Participant in Check trunc prog
R31 Permissible Return Entry (CCD and CTX)
R32 RDFI Non-Settlement

R33 Return of XCK Entry

R34 Limited Participation DFI

R35 Return of Improper Debit Entry

R36 Return of Improper Credit Entry

R37 Source Document Presented for Payment
R38 Stop Payment on Source Document

R39 Improper Source Document

R50 State Law Affecting RCK Acceptance

R51 Item is Ineligible

R52 Stop Payment

R53 Item & ACH Entry presented for Payment

EFT RECEIPT PROCESSING

After each EFT Close, all receipts collected from EFT Deductions will be posted to FRS automatically. To
find the EFT receipt batches, go to Receipt Search under FRS Transactions.

Important Note: We have begun to tag all Automated FRS Batches with indicators for EFT Returns, RCC
Returns, EFT Close and RCC Close. A field called Batch Description has been added to the Receipt
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Search screen with values for EFT Deposit Batch, EFT Returns Batch, Recurring Credit Card Deposit
Batch, Recurring Credit Card Returns Batch and WESE Batch. This will allow you to filter and find your
EFT Close batches easily.

Receipt Search

Owner Org: ‘ARIZONA EDUCATION ASSOCIATION ~ |
Billable Party: | |[setect Al | Reference®: | |
Y
Mshp Year: | 11-12 + Reference Date: I:I m
Batch Date: ﬁ
Payment Category: ‘SelecLAII "| Process From Date: l:l m

e —

EFT Deposits batch
EFT Returns Batch

Recurring Credit Card Dep
Recurring Credit Card Retur
WESE batch

oo

EFT RETURN PROCESSING

When a return item is received by the NEA for a state affiliate, the following steps will be taken:

| P T— |
Deduction History
Membership Year: I 11-12 [CY] vl " showRejected  Get History |
Receipt Date| Receipt Type | Ded# | Trans Type | Trans Id Amount Status Comments Reject Reason Code
091212011 RCC 1 34811 Success
051712012 RCC 1 60638 Success test
101112011 RCC 2 34812 Success
111072011 RCC 3 34813 Success
12127201 RCC 4 34814 Success
01102012 RCC 5 34815 Success
03nai2012 RCC 7 34817 Success
‘ >

e Areversal of the deduction amount returned will be processed automatically. This EFT Reverse
Deduction removes the specific deduction from the member’s deduction profile and updates
the Deduction History. Review the reversal under EFT Deduction History for the individual.

ounsrorg: [INDIANA STATE TEACHERS ASSOCIATION v " |:| — l:l

sw PN FOINT A v Reencsose: [ |@ o [ |3
eng v e =y |

| I
Peyment Category: | Electronic Fund Transfe o ' ¢ -3 B
[ Search ] [ Feset ]
E
Ellizba Party Usarid | PajCatsgory| amount | Ref# Rsf Data Mshp Y1 Dscription Batch Batch Date| ProcDsts
Detalls | CROWN POINT EA 1401 EFT 539140 101772011 012 EFT Retum Process 13781 072011 | 10177201
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e A negative EFT receipt will be created, posted and processed for the billable party in question.

To review EFT Return Receipt batches, go to Receipt Search under FRS Transactions.

(0}

Important Note: We have begun to tag all Automated FRS Batches with indicators for
EFT Auto Returns, RCC (Credit Card) Auto Returns, EFT Close and RCC (Credit Card)
Close. A field called Batch Reference will be added to the Receipt Search soon with
values for EFT Auto Returns and RCC Auto Returns. This will allow you to filter and find
these batches easily.

e The returned EFT deduction amount will be handled automatically by NEA based on instructions

given to the NEA. (See the Automatic Processing of EFT Returns by NEA section of this user

guide for more information).

e The Account Profile will be ended only for the following return codes:

(0}

(0}

(0}

(0}

(0}

(0}

R02 (Member’s Bank Account Closed)

RO3 (No Bank Account/Unable to Locate Bank Account)
RO4 (Invalid Bank Account Number)

R12 (Branch Sold to Another DFI or Bank)

R13 (RDFI Not Qualified to Participate; Bank not qualified)
R14 (Account Holder Deceased)

R15 (Beneficiary Deceased)

R16 (Account Frozen)

e The Account Numbers and Routing Numbers will be corrected only for notification of changes.

(0}

EFT PAC

Note: You may access the history of Account Profile changes from eDues > Indivdiual
Search > Account Profile > History.

EFT only PAC is no longer allowed in the 2013 membership year. EFT only PAC has been converted and

must reside as part of a membership. The EFT only PAC screen will no longer be available.

EFT EXPRESS

Electronic Funds Transfer (EFT) Express is a module within the Interactive Membership Services (IMS)

System that provides a rapid data entry vehicle for processing:

e EFT Banking Profiles

e EFT Member Account Profiles

e EFT Deduction Profiles — requires an additional request to have the EFT Schedule Process run to

change payment methods to EFT and create deduction profiles
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The EFT Express module was created as a tool to assist in the replacement of Payroll Deduction dues
collection or any other dues collection payment method with the collection of dues using Electronic
Funds Transfer or EFT.

The EFT profiles created using EFT Express are processed for existing members only. EFT Express
cannot be used for adding new members.

The subsystem module will be used by Affiliates to collect Banking Information for members who have
agreed to the payment of dues monies using Electronic Funds Transfer. The information collected using
the EFT Express module is entered and saved by the user with real-time update to the Membership
database. This screen can also be used to collect and update home phone and email information for
those same members.

This user guide will demonstrate the requisite steps for using this tool to collect member and banking
information including the following:

e Demonstrate how to access EFT Express in IMS

e Review the data element fields on the EFT Express page

e Provide instructions on how to enter and save EFT information on the page

e Provide a check tutorial to aid in identifying pertinent bank and account information

e Provide a work flow diagram to help in organizing your efforts in the field
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WORK FLOW FOR PAPER FORM AND EFT EXPRESS

Step 1 - Print Forms at State HQ

E —Log into MRA-p-11 || ._.P’;E‘h':;;fm_p
A
State HQ MR

Pre-printed forms

Distribute forms to Association Rep or volunteer. |

to collect member information

Step 2 - Collect Member info.

Association Rep

Forms delivered to State HG Signed Forms

Step 3 - Update Membership Database using signed Forms

e Key in—p { E—U ate DB
T 258
. IMS EFT
Signed Forms Express

isposal of forms—p ?
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EFT EXPRESS SECURITY

A new EFT Express security group has been created that can be assigned to specific users giving them
access only to EFT Express and no other IMS subsystem modules. This will allow a state affiliate to give
field staff access to EFT Express and nothing else in IMS. The special IMS security group giving access to
EFT Express only is called EFT Express Data Entry.

LEFT Express Data Entry | WEB-MS |

Note: Generally, if a user already has security access to EFT in IMS, they will have access to EFT Express.

For Users with EFT Express Data Entry only: Click the EFT Express tab from the IMS Navigation bar. The
EFT Express main page will be displayed.

For Users with IMS EFT User Access: Click the eDues tab from the IMS Navigation bar.

Individuals MEX FRS Utilities Reports & Extracts Upload  Affiliates Ext Org RA Reg

eDues > Hot News Feedback TTAZUSER {QA) 5.7.0.080412

Next, click the Express Entry Form link under EFT Express on the eDues Landing page. The EFT Express

main page will be displayed.

eDues = Hot News Feedback TTAZUSER {QA) 5.7.0.090412
| Upcoming Schedules | »
State Affiliate Setup
Year Close Type Close Date
2013 RCC 09/09/2012 __‘{J' {1 Za e
2013 EFT Dues 091472012
2013 EFTDues  09/29/2012 Configuration Schedules Bank Profile
2013 RCC 10M1/2012 ——— . —_—
2013 EFT Dues 101512012
2013 EFT Dues 10/29/2012
Profiles

EFTExpress

B

Individual Payments |
Search

Express Entry Form)|

Update EFT Contacts

EFT EXPRESS PROCESSING
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Electronic Funds Transfer Express = Feedback TTIAUSER {Q4) 5.1.1.022511v2

EFTExpress

+ Add Export Search

Indv ID. Name

Mshp ID |

Routing # | Account # Bank Name # of Deduction Deduction Amt

Data entry using EFT Express is organized into batches. Each day, a new batch will be created for the
user when EFT Profile records are entered and saved in EFT Express.

The EFT Express main page acts as a grid to display records as they are added to the database. There
are 3 buttons to aid in the entry and review of the EFT Profile records.

e Clickthe ' * Add button to begin updating EFT profiles for individuals.

o Clickthe E¥POFL [\ tton to export and save the updated records in the grid to an Excel
spreadsheet.

e C(lick the Search

previously updated records will be displayed in the grid.

button to search for existing batches of previously updated records. The

It is recommended that the MRA Form MSFM2000 — eDues Forms be produced to collect Banking
Information for members who have agreed to the payment of dues monies using Electronic Funds
Transfer. Have each member fill out their form with updated personal and bank/account information.
Acquire a voided check and staple the check to the form. Have the member sign and date the form after
reading the disclaimer language.

Association data is confidential and should be viewed only by authorized users. Users who access this
data are responsible for maintaining its confidentiality. Protect the use and storage of this data.

Note: When the MRA eDues Forms are produced and sent by email to the field staff, it is critical that the
files are password protected. The file utility called WinZip can be used to zip the file with encryption
and password protection. The zipped file can then be sent in one email and the password can be sent in
another email or the password can be faxed to the recipient of the file.

Note: Do not use the MRA option of delivering the forms by email as password protecting that file is
not currently an option from MRA.

We strongly recommend that you do not use the MRA spreadsheet, MSFM2100 —Membership Roster
for eDues Enrollment because of security concerns.

EFT EXPRESS BATCH MAINTENANCE

A batch is created automatically and is defined uniquely for the user and the date of data entry. A batch
is defined or named using current date and the user ID for the user making the updates.

The batch is created in the following format: YYYYMMDD-User ID, for example 20110324-TTIAUSER.
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CREATE A BATCH

To create a batch for the day, just click on the + Add button. The Individual Account Details screen
will be displayed.

At the top of the page, the uniquely defined batch ID is presented. You are now ready to begin
updating EFT profiles for existing members. Note: At least one record must be saved to create the
batch.

Individual Account Details x

mshpyr: OFy ®cy | Batchid: 20110329-TTIAUSER Save Save & New

SEARCH FOR A BATCH

Search

To search for an existing batch, click on the button from the EFT Express main page.

EFT Express Search x

Batch #:/20110323-TTIAUSER

State :

Start Date:l:l (mmiddiyyy)
End Date : l:l (mmiddiyyyy

Search Reset

An EFT Express Search popup will be displayed allowing you to enter a specific batch or a date range to
see batches unique to your user ID across a date range using Start and End Dates.
e The search default for Batch # will be today’s batch by User ID.
e State will default to the state affiliate associated with your User ID.
e Start Date/End Date must be valid dates in MM/DD/YYYY format. These dates represent a
batch creation date range for searching and retrieving batches. Note: Be sure to remove the
default Batch # when searching by Start/End Dates.

Click the Search button to initiate a batch search.

Click the . Reset | ;tton to reset or clear search criteria.

EXPORT A BATCH

Export

To export and save the data in a batch to an Excel spreadsheet, just click on the button. The

File Download popup will be displayed.
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Do you want to open or save this hle?

From: imsga.nea.org

@ j Mame: Search Resulks EFT1301459894536 ., x|
H] Type: Microsoft OFfice Excel 97-2003 Worksheet

Individual Payment User Guide

E3

[ open |

Save ] [ Cancel ]

= zawve thiz file, Wwhat's the rizk?

l--‘ wihile files from the Internet can be uszeful, some files can potentially
i arm pour computer. I pou do not st the source, do not open or
h ter. If d b brust by d k

Click the button and the Save As popup will be displayed. Select a file save location,

change the file name and click again.

Sawve in; | |~ Email Extract

D

tdp Recent
Documents

™)

Dezkbop

2>

ty Documents

My Computer
‘g File narme: V | I Save ]
MyNetwork = Saveastype | Miciosoft Office Excel 372003 Workshest v | [ Cancel |

The spreadsheet can now be opened in Excel.

EFT INDIVIDUAL ACCOUNT DETAILS SCREEN

Below is a view of the EFT Express data entry or Individual Account Details screen used for updating EFT

profiles.
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Individual Account Details x

Mshp Yr O Fy CY Batch id: 20110323-TTIAUSER

Sawve Save B Mew

‘naviauatiaz |
Membership Id :I:I

* Bank Routing#:l ||

* Bank Account # :|

* Confirm Bank Account # :|

Deduction Amount :|

|
|
# of Deduction :| |
|
|

Home Phone:|

Home Email :|

Home Address :

* - required
Cirl+3" -Save Cirl+A - Save & MNew

DATA ENTRY

The Individual Accounts Detail screen is used to gather bank and account information for the member
as well as Home Phone and Home Email. Home Address is a display only field now but will be an
update option in the future.

-required - Required fields have a red asterisk next to the field label and must be entered.

It is critical to obtain the Bank Name, Bank Routing Number and Bank Account Number for each
member.

Updates are real time with the data applied to the Membership database at the time of the Save
operation. After the save operation, an EFT Account Profile is created. If the Bank does not yet have a
profile created in IMS and a valid Bank Routing Number is entered with the Bank Name, the Banking
Profile is added.

An additional step is required to have the EFT Deduction Profile created. Once EFT Express has been
used to create the EFT account profiles, a request must be made to the NEA to have the EFT Schedule
Process run.

The requirement for NEA to run the EFT Schedule Process is temporary to allow the monitoring of
updates to the Membership database. In the future, the EFT Schedule Process will be a BJS server job
that can be run as needed by the state affiliate.

The EFT Schedule Process will change the payment method to EFT and create the EFT Deduction Profiles
for individuals entered via EFT Express. The outstanding EFT balance for the Deduction Profiles will be
calculated in one of two ways:
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o If the # of Deductions and Deduction Amount were entered in EFT Express, these figures will be
used in place of the system calculation for creating the Deduction Profile. The Total EFT
Obligation will be calculated by multiplying # of Deductions and Deduction Amount.

e The second option is the system calculation with the outstanding EFT balance calculated by
multiplying the Total Membership Obligation by the Balance Due %.

0 The Balance Due % is calculated in the following way: FRS Receipts (or Obligation Paid)
are subtracted from the FRS Total Obligation Due for the local. After subtracting the
obligation paid, the remainder is the obligation that is still due. This amount is then
divided by the Total Obligation for the local giving the Balance Due %.

0 The # of Deductions will be determined by the EFT Close Schedule for the state.
Deduction Amount will be calculated by dividing the EFT Balance by the # of
Deductions.

Contact your NEA Membership Support contact when you want to have the EFT Schedule Process run.

After entering all required data on the Individual Account Details screen, click one of the following

buttons:

Save B New

e Click the button (or Cntl+A) to save the current record and open a new

blank Individual Account Details record for entering your next record or

o Clickthe | 53¥8 |pitton (or Cntl+S) to save the current record and maintain the display of the

current record.

A successful save confirmation message will be displayed.

Individual Account Details b4
|

Mshp Y : Fv & cv Batch id : 20110220 HILUSER Sawve Sawve Br MNewr

Saved successiully.

= Individual 1D : 0007472434 PMARTHA R WA SHINGTON

Membership 1D ;
* Bank Routing # :| 0537110833
* Bank Account # @ | FOCCO0COKA4 567
* Confirm Bank Account # :| 1234567
# of Deductions :
Deduction Amount :
Home Phone :|203-999-3338

Home Email ;| mwashingon2&&@aol.caom

Home Address : 123 ANY STREET
ARY TOWMN CT 06F05-32657

= - reguirsd "Cirl+5" -Sawve Ctri+A - Save & Newr

SCREEN FIELD ELEMENTS

Screen Field Elements are described below:

Description
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Mshp Yr

Select the membership year for the processing of EFT profiles by
clicking on the proper radio button or leave the default value of CY
or Current Year.

Selection choices are FY (Future Year) or CY (Current Year).

Required Field.

Batch Id

The batch ID for the batch being processed is displayed.

Individual ID

Enter the Individual ID for the member.

After an individual ID is entered and the user tabs away from the
field, the system will check to make sure an effective membership
exists for the Membership Year and your State Affiliate (associated
with your user ID). If not, you will get the following message:

This individual doesnZt have an effective membership in lowa State Education Association,

The record
cannot be saved unless the individual has an effective membership
in the membership year and associated State Affiliate.

Required Field.

Membership ID

Enter the Membership ID for the member.

This is an Optional Field unless the individual has multiple or dual
memberships. If dual memberships exist for the individual, the
field becomes Required.

Bank Routing #

Enter the Bank Routing Number for the bank used by the member
for Electronic Funds Transfer.

Bank Routing #s are 9-digits. The Bank Routing # keyed is run
through an algorithm to determine if it is valid.

e If the Bank Routing # is invalid, an error message will be
displayed and the number will have to be re-keyed.

e If the Bank Routing # is valid, when the user tabs from the
field the Bank Name will be displayed to the right.

e If the Bank Routing # is valid but the Bank does not exist,
the field for entering Bank Name will open allowing you to
enter the new Bank Name. When the record is saved, a
new Bank Profile will be created in the Membership
database. The Bank Name is required to add a new Bank
Profile.

Required Field.

To identify the location of the Bank Routing Number, refer to the
Personal Check Tutorial section as needed.
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Bank Account #

Enter the Bank Account Number for the member to be used for
Electronic Funds Transfer.

Required Field.

To identify the Bank Account #, refer to the Personal Check Tutorial
section as needed.

After entry, the Bank Account # will be masked except for the last 4
digits.

Confirm Bank Account #

Enter the Bank Account Number a second time to confirm that it
was keyed correctly. Keying the correct Bank Account # is critical.

You cannot use copy and paste from the first Bank Account # field.

Required Field.

# of Deductions

If the # of Deductions field on the Form is populated, enter the
Number of Deductions. Valid Number of Deduction values are from
1-26.

When the # of Deductions is entered here, the value will be stored
in a temporary table to be used when the membership payment
method is changed to EFT and the EFT Schedule Process has been
run.

An entry here will override the system calculation of # of
Deductions when the EFT Schedule Process is run.

Note: Look for the ‘E’ printed on the form. If printed, the # of
Deductions should be entered.

Electronic Funds Transfer - Bank Draft Authorization

Outstanding Balance:  $57 57 #of Deduchaons: 6 Deduchon Amount: 59 60

Optional Field.

Deduction Amount

If the # of Deductions field on the Form is populated, enter the
Deduction Amount.

When the Deduction Amount is entered here, the value will be
stored in a temporary table to be used when the membership
payment method is changed to EFT and the EFT Schedule Process
has been run.

An entry here will override the system calculation of Deduction
Amount when the EFT Schedule Process is run.

Note: Look for the ‘E’ printed on the form. If printed, the Deduction
Amount should be entered.
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Electronic Funds Transfer - Bank Draft Authorization

Outstanding Balance:  $57 57 #of Deduchaons: 6 Deduchon Amount: 59 60 E

Optional Field

Home Phone

Displays the Home Phone Number for the member, if existing.

Home Phone Number can be updated and the entry will be applied
to the member’s record at the time of save.

Optional Field

Home Email

Displays the Home Email for the member, if existing.

Home Email can be updated and the entry will be applied to the
member’s record at the time of save.

Optional Field

Home Address

Displays the Home Address for the member.

Display Only Field
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RCC

This section is devoted to RCC specific information including steps to offer RCC, RCC Individual Profiles,
ending RCC Individual Profiles and to find RCC receipt batches in FRS.

RCC - Use Is NOT ENCOURAGED BY NEA
The NEA is not encouraging the use of credit cards.

1. It is harder to enroll members because we are not permitted to collect or store the credit card
numbers. We must ask the members to use the member self-enrollment site to store their
credit card numbers at Bank of America. The member has to be motivated to go the member
self-enrollment site and to record their information.

2. Credit cards expire every 2-3 years, requiring the association to ask the member to re-enroll
periodically.

3. Credit cards cost more. The NEA pays 5 cents per transaction for EFT. Credit cards start with a
base charge of 30 to 35 cents per transaction (depending on the volume). There are additional
charges by each financial institution involved in a credit card transaction. The state association
pays for members who use a credit card with a points program. The cost of the points program
is deducted from the state association’s receipts. The net effect is that the state affiliates pay
bank fees of approximately 2%-4% of the transaction amount for each credit card transaction.

4. Credit card transactions experience a higher rejected rate than EFT. Our first batches of credit
card transactions experienced a 10-11% reject rate; Industry standard is 6-7%. We are currently
experiencing about a 6 %> % error rate.

REQUIRED STEPS TO OFFER THE PAYMENT METHOD OF RECURRING CREDIT CARD (RCC)

The information below is to help state affiliates in transitioning members to Recurring Credit Card from
Payroll Deduction or any other pay method for the collection of Dues/PAC obligation.

Credit card processing is much more complicated than EFT. We are using Bank of America to process
credit cards so that the NEA and the affiliates do not have to incur the expense and liability of being
Payment Card Industry (PCl) compliant. The PCl compliance standards are a set of security procedures
and infrastructure that must be implemented by any business entity that intends to accept and store
credit card information. The purpose of the standards is to ensure the protection and security of the
credit card data.

We are using Bank of America to collect and store the credit card data which relieves us from being PCI
compliant. However, using Bank of America as the repository for credit card information complicates
the process for changing members’ payment method and maintaining member credit card account
information.

1. Contact your NEA MMS State Contact to sign up for the program.

2. Theinitial set up required to begin using Recurring Credit Card (RCC) as a payment method
option takes 6 to 8 weeks.

3. State must set up a Members Only website if they do not already have one. For added security,
the Member Self Enroll site must be launched from the Members Only site. Each state will be
given a specific URL for the launch.

a. When credit card information is collected, the site will seamlessly transfer to Bank of
America (BoA) for the collection and storage of credit card information.

Last Updated: 2/3/2014 |Page 79 of 111



4.

10.

11.

12.

Individual Payment User Guide
There are two forms that must be completed and returned to your NEA MMS State Contact.
These forms are available for download on the InsideNEA site under eDues.

a. The forms will be used to set up a Merchant Account and Merchant ID for the state
affiliate in order to collect credit card receipts.

i. It takes 6-8 weeks from the time the paperwork is submitted to BoA before they
can start accepting member data from the NEA membership database and
before members can change to the RCC payment method.

b. The two forms are:
i. Deposit Account Documentation Signature Card
ii. Additional Outlet Form
c. Complete and have the appropriate person(s) sign the two forms.

d. On the Additional Outlet Form, you need to fill out only the Tell Us About Your Business
section and sign at the bottom of page two (refer to the RCC-Instructions to States
document for more information).

e. Please scan the forms and return the forms to the NEA via encrypted email attachment.
Please also include an electronic copy of your state logo in the email.

f.  The NEA will pay the account setup fees with BoA for all participating states.

g. After receipt of forms and state logo, the NEA will forward the documents to BoA and
work with them to provide access to the Member Self Enroll site.

h. The state will be contacted when the access is in place. At that time, you will be
provided your Merchant ID.

If your state has not already done so, populate the local level of membership with dues
obligation assigned in IMS. Contact your NEA MMS State Contact if help is needed.

If a state is not already reporting by payment method in FRS, change from All Inclusive to report
out by payment method. Contact your NEA MMS State Contact if help is needed.

If a state plans to conduct work site campaigns, populate work locations for your members. The
work location will appear on forms and can be used as selection criteria. Contact your NEA
MMS State Contact if help is needed.

Collect non-work email addresses for all members. Your state may have a requirement that
prohibits member contact by work email address.

Collect home phone or personal phone numbers for all members. Your state may have a
requirement that prohibits member contact by work phone.

Make sure that all members have a home address. The home address zip code is used as part of
the login process on the Member Self Enroll site.

If your state is changing from another payment method to RCC mid-year, determine what
obligation or percent of obligation has already been collected using the other payment method.

If desired, work with NEA staff on a custom MRA form early. It will take 2 to 3 weeks for the
form to be created and tested.

REMITTANCE PROCESS — STORING LAST 4 DiGITS OF CREDIT CARD

The NEA stores the last 4 digits of the credit card used for each Recurring Credit Card (RCC) transaction.
We have found that the credit card used for a transaction may not always be the credit card (last 4
digits) stored in the member’s profile at the NEA. BoA can store multiple active credit cards. By storing
the last 4 digits of the credit card used in a transaction, this will always reflect accurately the credit card
used. This information can be used for research purposes and for reporting.
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CHECK/CASH INSTALLMENTS

This section of the user guide provides the steps necessary to record and account for check or cash

payments paid in installments across the membership year. With this option, a member can agree to a
schedule of payments that works for them. You will also find instructions for recording a cash or check
payment for EFT or RCC payers.

ESTABLISH SCHEDULED PAYMENT BY CHECK OR CASH INSTALLMENTS

e The member can pick the number of installments to be paid.
e The member can determine their own schedule for paying the check or cash installments.

e Inthe future, state affiliates will be able to send automated bills to members based on the Payment
Schedule.

The first step is to establish the payment method of Check or Cash for the membership. The payment

method used for the Payment Profile must be reflected in the membership obligation.

individuals RS RS F Rilities 5 & Extracts Security Oothery & @ iogout

Individuals > Search » Search Results » Individual Frofile » Hot Hews Feedback MEMDUUP [DEV) 5.3.0
S
Individual Tasks
! R L | ISS— S5 DOR: 12041848
SCOMEDALE A7 & i HI lak il SSH4e: vt Gender: Femals
[H] & 248 AleiD: Ethnicity: Caucasian (nol
Deliverabie Legal e 4 & Hispanic Origin} o
MW1142 | 201011 | 20134 EMective
’___-"——'~-—'-.——._,q\ State: Method Amount
(-.h___ : ‘___,-J Unisery: EnccllRenew 11092010

Locak # ol Ded 16

Membership Tasks

Sk Chapier: Wity Indp Auto Remaw
Employer: =0 Continuous
Work Loc: & Early Enrallee
Recant Position:  Classroom Teacher NEA Card Latiel
2 Subject  General Subjects SEA Card Label
Member Type Start Date End Date Cancel
HEA, AG-1-100 Active Professional FT 1110872010
SEA AC- 1100 Acton-Cortified F/T 1092010
LE4  AC-1-100 dctive-Certified FIT 11022010 pahgatic b B gvment Summar Tatak 822 00
Audit
e

The next step is to create and save an Individual Payment Profile for the member paying by Check or

Cash installments. Search for a member and click the = IndivFayment Frofile |ink from the main
Individual Profile page.
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Ind 1D = = =
nadtividual Payment Profile g dute darrmed Sty
Seate: [ARTOMA EDUCATION ASSOCIATION " = Year: [T I__g_m___; Razet
Available Profiles  pgcbership: Year: Fay Mathod:
Frefile Masme: Py
Stars Date: LEA LE& Duws 5. 00
Erd Date: MEA NEA D 178,50
End Reaton: hd A aFa Duesy 129 0
Payment Schedule
Arrspunt:
Total Dus: Total YTD Collected: Refund:
Rejecued: Remaknbng
Schadulbing:
¥ of Deductions: (0 Completed F of Deductions
Remnining & of Dedustions Ko of Returny/Rejects
Ho of Corsecutive ReturnaRejocts

Note: In order to create the Individual Payment Profile, the payment method used for the profile must
be reflected in the membership obligation (Check or Cash).

e The State Affiliate field will default to the state affiliate associated with your login ID.

e Review the membership Year. Use the drop-down box to make selection changes if needed.

New

Now, click the button to create a new Payment Profile of Check or Cash for the member.

o Select the Membership for payment from the drop-down box. It includes the Local Name and
membership types.

e Select the Pay Method of Check or Cash from the drop-down box. The Funds obligation
displayed in grid reflects the obligation defined for this payment method.

Save

Finally, click the button to create the new Individual Payment Profile.

PAYMENT SCHEDULE

After setting up an Individual Payment Profile for check or cash payments, a Payment Schedule can be
established for the member based on member preferences.

The schedule can be defined as one or multiple check payment installments and can be defined for any
business day of the month or any month within the membership year.
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E__  —~— =

Payment Schedule:

Seguence Date Recsipt Amount Refund Ammounit Status

Total Amounts
Completed Fayment Anmownt:
Pending Amoasnt:
Scheduled Armount:
Refund Aot -

Skipped Anmount: Rejected Amount:

Total Anmmowent: Total Obligation Anmoaent:

Amownt to Autolistribute:

From the Individual Payment Profile created for Check or Cash, click the Payment Schedule button.

The Payment Schedule popup will be displayed.

Seguence Date Receiot Amount | Refund Amount Status

1 12/07/2011 0.00 0.00

Click the Add button to schedule each check or cash installment Date for payment.

e The Sequence number will default to 1 and continue to increment by one for each new date.

e The first Schedule Date will default to current date but can be changed to another valid date based
on the member’s preference. The system will add one month to each new schedule date row unless
defined differently by the user.

e Enter the Receipt Amount for Check/Cash Amount to be paid in this installment sequence or leave
blank and use the Auto Distribute feature to populate the field.

e The Status will default to ‘Scheduled’.

Continue to click the Add button to schedule each check or cash installment. The receipts if
entered manually should add up under Scheduled Amount to match the total obligation maintained for
the payment method.

The system will recognize common threads established between Schedule Dates and auto-populate the
dates accordingly. For example:

e If 2 months were skipped between the 1% and 2™ Sequence number, when you click the

Add button to create the 3™ Sequence number, the system will automatically skip 2
months on the default Schedule Date.
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e If the Schedule Date is changed to a specific day of the month such as the 15", the system will
automatically populate the 15" of each month for each new schedule date.

To use the Auto Distribute feature:

) ) Auto Distribute o o
After entering all Schedule Dates, click the button to distribute the total obligation

by payment method equally across the Schedule Dates.

Modifications to receipt amounts can be made after Auto Distributing the obligation across Schedule
Dates by manually clicking in the Receipt Amount field and changing the amount.

Pﬂ.yment Schedule:
Save Add
aue a Rece Re
1 011520 145.50 0.00 Scheduled
r 052000 145.50 0,00 Schedulsd
3 o7 S 0 145.50 0.00 Schieduled
4 M2 145.50 0.00 Scheduled
iTotal Amounts
Complated Payment Amount:
Pending Amount:
Scheduled Amount:
i Refund Amount:
Skipped Amount: Refected Amount:
Total Amount: Total Obligation Amount:
Armount bo Autoldstribute: staDistribute Revert Changes
Review the payment schedule. Click the Save button to save the Payment Schedule or click the

Revert Changes  button to clear the screen updates.

Modifications can be made to the Payment Schedule after saving by manually clicking in the fields and

changing the value.

If the scheduled payment amounts do not add up to the total obligation amount, an error or warning
message will be presented and the schedule must be adjusted.

If the save is successful, a successful update message will be displayed.

SKIP CHECK INSTALLMENT
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Sequence Date Receipt Amount | Refund Amount Status

1 1/1572011 145.00 0.00 Scheduled +

Scheduled
If a member would like to skip a check installment payment, the schedule can be modified to show this.

From the Payment Schedule popup, click on the Status drop-down and change the Scheduled to
Skipped. This modification can only be made if the Status is Scheduled not Completed.

NEA PAC COLLECTION

The old EFT system was capable of sending PAC and Dues deductions to different bank accounts. This
has been changed in the 2012-2013 membership year where both Dues and PAC deductions will be
consolidated and will be deducted in a single transaction. The members will therefore see only one
transaction on their bank statements and they will not incur multiple penalties in the case of Insufficient
Funds (NSF) failures. The Dues and PAC are comingled and deposited in a non-interest bearing clearing
account. The amounts will be segregated and transferred to appropriate accounts by the state staff
after running the INDP1010 MRA Report (Individual Payments Distribution Summary by Funds for
Projected and Successful Transactions).

The collected NEA PAC must be reported to the Federal Election Commission due to federal regulations
within a month. NEA will not bill the state affiliates to collect the NEA PAC. A new module within IMS
has been developed to track the NEA PAC transfers from the affiliates to NEA.

Last Updated: 2/3/2014 |Page 85 of 111



Individual Payment User Guide

NEA PAC Transaction Process Flow Diagram

uoljoesuel |
IVd VAN

pUN0J UDIESIUSURI |
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NEA PAC FUND TRANSFER

To access NEA PAC Fund Transfer Maintenance, click the PAC Fund Transfer Maintenance link on the

eDues Landing page under Other Items.

nea Individuals ME X ﬂ Utilities Repc ts Upload affil

sDues = ' Hot Hews Feedback MEMDULP (04)5.7.0.092712
| Upcoming Schedules |
State Affiliate Setup
State Id Close Type CloseDate | /
M EFTDuss  oomemz |/ ﬁJ : 1 2& e
NC EFTDues  oaammz [
sc EFTDues 09282012 / Configuration Bl ulex Bank Profile
ut EFTDues 08282012
NC RCC nazamy
ut RCC naszar0e
; P
)
Express Entry Form r."' Individual Payments |
Update EFT Contacts 12 Search

PAC Fund Transfer Maintenance |

When the state affiliate user accesses the PAC Fund Transfer Maintenance screen, they will see the
deduction dates and the NEA PAC deposited amounts in the screen for the membership year. The state
user will then transmit the fund amount to NEA’s bank account and record that transmittal in this screen
by clicking the “Pay” button. Once the state user enters the payment, the NEA user will see a “Pending”
receipt. The NEA user will then verify the deposit and approve the receipt. The screen is described in the
section below.

nea Individuals ME» FRS eDues Utilities Reports tracts Upload affiliates Ext Org RA Reg

PAC Fund Transfer Maintenance Hot Hews Feedback TTINUSER (24)5.10.0.012814

PAC Fund Transfer Maintenance

Cwner Org: [ INDIANA STATE TEACHERS ASSOCIATION ~| Membership vear: [ 13-14 x| | Semrch ] Extract Peset |

PAC Fund: [NEAPAC =] Ded. Date From | T |

Approval Status: | Select j Pay Method: | Select j | Do Not Show Approved With Zj
Fay

=

r Extracted SLMHo Deduction Dat Pay Method PAC Amount Paid Amount Ealance Amt Status

] 339 0952052013 RCC 1,562.00 1.000.00 S62.00
[l 427 0952052013 EFT 21475 21475 0.00
(| il 485 12002013 EFT 15118 0.00 15118
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NEA PAC Fund Transfer Maintenance Screen for State Affiliates

The above screen will be accessed by the state affiliate user to review the NEA PAC deposited in the
state’s bank account and to record NEA PAC payments transmitted to NEA.

e Search Section - The top section of the screen displays the search filters for the Search Results grid
below.
0 Owner Organization defaults to the state affiliate associated with your user ID. An NEA user
will select a state affiliate from the dropdown list.
0 Membership Year defaults to current year but can be changed to Prior Year or Future Year.
PAC Fund defaults to NEA PAC. At this time, only NEA PAC can be selected.
0 Show Unapproved/Balance defaults to checked or selected. Checking this checkbox would

@]

not list all Approved rows with zero balance.

0 Deduction Date Range will allow the user to filter for deduction transactions between a
From and To date range.

0 Approval Status will allow the user to list the deductions by status. Possible values are
Approved, Pending or Rejected.

0 Pay Method will allow the user to filter the deduction transactions by pay method. Possible
values are payment types accepted through the Individual Payment Subsystem and used by
the state affiliate.

0 Additional Filter to filter transactions. Available options are: Show All Rows, Show
Extracted Rows, Show Approved With Zero Balance and Do Not Show Approved With Zero
Balance (defaulted).

Search b
button.

After entering selection criteria, click the

e Search Results Section
0 Extracted reflects if the line with PAC amount has been extracted and filed with FEC
O SL Nois the internal key used by the system
0 Deduction Date reflects the Deduction Date for the PAC collection and can be clicked to see
a detail roster of the Member Individual ID/Name, Deduction Date, Payment Method and
what that member paid displayed in Excel.

A B C D E F G H 1 1 K
Individual 1Id SSN First Nam Middle N. Last Name Zip Code PACAmMt Received Date Payment State Affiliate
3 Nave CRE | 852w el 8/17/2012 cC

0 Pay Method displays the payment method used to collect the PAC monies for that
deduction date.

0 PAC Amount displays the PAC amount collected for that Deduction Date and by that
payment method.

0 Paid Amount displays the PAC amount paid or sent by the state to NEA. The Paid Amount
link can be clicked to see the Payment Detail (list of all transmissions).

0 Balance reflects the balance of PAC money that has not been paid to the NEA for that
Deduction Date.

0 Status reflects the status of the overall payments for a particular deduction date to alert the
state user.
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= |f any one of the payments is rejected for a particular deduction date, the status of
this record will be set to Rejected.

= |f all of the payments are approved for a particular deduction date, the status of this
record will be set to Approved.

= [f all of the payments are either approved or pending for a particular deduction
date, the status of this record will be set to Pending.

(o] &l User clicks the Pay button to enter any payments sent to NEA. Payment entry
screen will not appear if there is no balance in this screen.

0 = Clicking the Excel icon will export the search results data to an Excel document.
PAC PAYMENT ENTRY SCREEN FOR STATE AFFILIATES

The PAC Payment screen will be displayed when the state affiliate user clicks the Pay button from the
PAC maintenance screen. The above screen will be used by the state affiliate users to enter payments

for any payments sent to NEA.

Cwwner Org: IMDLAMA STATE TEACHERS ASSOCIATION
PAC Fund: MEA PALC

Membership Year: 13-14

Total PAC Amount: $1713.18

Balance Amount: $713.18

Payment Amount: |?13.1 8

Payment Date: |O1f28{'2014

Payment Reference: |Ck Ref #2562

Mailed check on 07/25/2014

Comment:
Auto Distribute Post Payment
[ SL. Ho Deduction Date Pay Method PAC Amt Paid Amt Current Amt Balance
2 339 09/20/2013 RCC 1,562.00 1,000.00 56200 0.oo
2 488 1152072013 EFT 151.18 0.oo 151.18 0.oo
Total: 1,713.18 713.18 .00

e Screen Display Fields
0 Owner Org reflects the state affiliate associated with your user ID.
0 PAC Fund displays the NEA PAC fund name.
0 Membership Year displays the membership year for which the NEA PAC is recorded.
0 Total PAC Amount reflects the YTD collected PAC amounts for the displayed membership
year.
0 Balance Amount reflects the current balance the state affiliate owes to NEA as of that day.
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Screen Input Fields

0 Payment Amount is an input field where the state user will enter the transmitted amount to
NEA.

0 Payment Date takes in the transmittal date. This field will be defaulted with the current
date. However the user may override this date.

0 Payment Reference is an input field where the state user can enter a payment reference
such as check number or any other transmittal reference which can be used by the NEA user
to verify the payment.

0 Comment is an input field where the state user can enter any additional information about
the mailed check. This is an optional field.

Screen Action

0 Auto Distribute: User clicks this button after entering the payment to distribute the
payments to one or more lines (refer the screen above).

0 Post Payment: User clicks this button to post the payment after distributing or manually
distributing (manually entering in the current amount column) the payment.

PAYMENT DETAILS SCREEN FOR STATE AFFILIATES

PAC Fund Transfer Maintenance

Cvner Or I INDIANA STATE TEACHERS ASSOCIATION j Membership Vear: 13-14 = Search I Extract | Feset I
PAC Fund MEA PAC = Ded Dt From | T |
Approval Status: Select - Pay Method I Select j I Do Mot Show Approved With Ij
Py
(m} Extracted SLHo Deduction Dal Pay Method PAC Amount Paid Amount Balance Amt Status
O W 339 09:20/2013 RCC 1,562.00 1,562.00 000
*
O A4 427 02202013 EFT 21475 .’. 21475 0.00
-
i [} 4AA| 20N FFT 151 1ge" 151 1A nnn
O ‘
K
-
5
Owner Org: INDILANA STATE TEACHERS ASSOCIATIO’N‘ Exit
PAC Fund: MEA FCPE K
+
Deduction Date:  08/20/2073 R
Pay Method: RCC K
Total Paid Amt: 1,562.00 ..‘
l.‘
.‘
SLMHo. Payment Date Payment Amt ‘;‘Paymem Ref  Entered By Verified By Status Comment
339 12/11/2013 1,00000 #77 MEMDULP test2 x

339 o01/28/2014 56200 Ck Ref #2562 TTINUSER Mailed check on 01725720 x

Total: 1,562.00

The Payment Details screen can be viewed by the state user by clicking the Paid Amount link from the

PAC maintenance screen to see Payment Details or a list of all transmissions. The state user may delete

any receipts rejected by the NEA user and re-enter them by correcting the error. Also if the user finds

any fault with the pending receipt data, the receipt data may be deleted and re-entered.

Screen Display Fields

0 Owner Org reflects the state affiliate associated with your user ID.
0 PAC Fund displays the NEA PAC fund name.
0 Deduction Date reflects the Deduction Date for the PAC.
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0 Pay Method reflects the pay method under which this deduction happened.
0 Total Amount Paid reflects the total amount transmitted by the state affiliate to NEA for the
specific deduction date.

e Payment Details Grid
0 Payment Date displays the receipt date of each transmitted receipt to NEA.
Payment Amt shows the transmitted receipt’s amount.
Payment Ref displays the receipt reference e.g. check number.
Entered By displays the state user who entered the receipt.
Verified By displays the NEAHQ user who has verified and approved the receipt.

©O O 0O 0O O

Status displays the status of the receipts. The possible values are Pending, Approved or
Rejected.
Comment reflects any comment entered by the NEA user when rejecting a receipt.

o

0 < Clicking this icon will delete the receipt. The user may take this action in the case of a
data entry error. This icon will appear only for the Pending and Rejected receipts.
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PAC Fund Transfer Maintenance Screen for NEA User

The PAC Fund Transfer Maintenance screen will be accessed by the NEA user to review the overall

NEA PAC deductions and the consolidated payments received from the state affiliates.

nea Individuals MEX FRS eDues Utilities Reports & Extracts Upload Affiliates Ext Org RA Reg
PAC Fund Transfer Maintenance Hot News Feedback MEMDUUP (QA) 5.10.0.012814
PAC Fund Transfer Maintenance
Owner Org; IINDIANA STATE TEACHERS ASSOCIATION j Membership “ear: |13’14 'l Search I Extract I Reset I
PAC Fund: NEAPAC + Ded. DateFrom | To: |
Approval Status: [ Select - Pay Method: |setect =] [DoNotShowApproved Withz x|
Pay | Payment Review I
T Extracted Owner Org Nm SL No Deduction Da Pay Method PAC Amount Paid Amount Balance Am1 Status
r Y INDIANA STATE TEACHERS ASSOCIATION 339 09/20/2013 RCC 1,562.00 1,562.00 0.00
] Y INDIANA STATE TEACHERS ASSOCIATION 427 09/20/2013 EFT 21475 21475 o.00
C N INDIANA STATE TEACHERS ASSOCIATION 488 114202013 EFT 151.18 151.18 0.00

e Search Section - The top section of the screen reflects the search filters for the search results below.
This is similar to the screen available for the state user except for the option of selecting and
filtering by different Owner Organizations or state affiliates.

e Search Results Section — This section is similar to the screen available for the state user except that
the selected Owner Organization will be displayed in the first column.

e Extract—The = button located next to the Search button will produce a CSV file with all the
members who have contributed based on the search criteria. This file can be uploaded in the PRS
system which will eventually be used for FEC filing. Once the user extracts the data, the line will be
marked as Extracted -> “Y”

PAYMENT DETAILS SCREEN FOR APPROVAL BY NEA USER

The Payment Details screen will be accessed by the NEA user to review the NEA PAC receipts and
approve or reject the receipts after review. The NEA user will click the “Payment Review” button from
the PAC maintenance screen to see the list of all transmissions.
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Payment Review x
Exit |

Owner Org: INDIANA STATE TEACHERS ASSOCIATION

;-:h

Payment Review e
SL No. Pymt Date Pymt Amount Pymt Ref Comments Status Created By Created Dt
348 01/28/2014 713.18 Ck Ref #2562 Mailed check on 07 _ E TTINUSER 01/28/2014

APPROVED |
PENDING
REJECTED

Payment Date: 01/28/2014 Payment Amount: §713.18

Payment Details -]

Payment Date Pay Method PAC Amt Payment Amt Paid Amt
01/28/2014 RCC 1,5G62.00 562.00 1,562.00
01/28/2014 EFT 151.18 151.18 151.18

e When a specific row in the grid is in Pending status, the NEA user will verify the deposit in the bank
or verify the received check and approve the transaction by changing the status to Approved.

e The NEA user will set the record to Rejected status with the mandatory comment if the deposit
could not be found.

Last Updated: 2/3/2014 |Page 93 of 111



Individual Payment User Guide

INDIVIDUAL PAYMENT UPLOAD

The Individual Payment Upload process provides state affiliates with the capability to upload individual
dues payments into membership system. This supports midyear conversion and to view the member’s
dues balance from the membership screen. State affiliates have the option to upload payments in
various file types like Excel, Delimited and Fixed Formatted files. State affiliates now have the ability to
map the fields from the payroll file and create one or more state defined payment upload setups for the

payroll files received from school districts.

Additional features include:

o Applying payments only to obligation rows with a specific payment method

o Applying payments to specific fund lines

o Supports files containing amounts with or without decimal place (e.g. $55.15 can be
given as 55.15 or 5515)

o Supports receipt date with various formats

o Individual id in the payment file is not mandatory any more

o Label name or First name and Last name along with one id (SSN or SSN4 or an alternate
id) will be used to locate the member's record

o Any negative payments will be uploaded as Refunds

o Excel export is available for all grid data

Refer the sections below for more details

Uploaded payments will reflect an accurate balance when members sign-up via the self-enrollment site.
The following subsections will explain how to access this functionality, upload the payment file, and
search for an existing batch that consists of individual payments that have already been uploaded for
review and processing.

; Notes When applying a payment for a pay method other than the primary pay method in the
member’s record, the upload process, in addition to processing the payment, will split the

__éo obligation between these two payment methods. Once a file is processed, it cannot be easily
reversed. Therefore extreme caution is suggested for selecting the options while processing the
Payment file.
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nea Individuals MEX  FRS Utilities  Repo xtracte  Upload  Affiliates  Ext Org @ Logout
elues = Hot News Feedback TTNCUSER (DEV) 5.7.0.011614
Upcoming Schedules
[ upcoming scheaues [ EREEE
Year Close Type Close Date
2014 EFT Dues H1ATI2014 ﬁ : ".ZE e 5
2014 EFT Dues 072014
2014 EFT Dues 01HTI2014 Configuration Schedules Bank Profile
2014 EFT Dues 01/20/2014

Profiles

[ owernems |

Express Entry Form

&
Individual Payments |

Update EFT Contacts Search

PAC Fund Transfer Maintenance

Setup Individual Payment Upload

ndividual Payment Upload

Note: In order to gain access to use the Payment Upload feature, state affiliates may send a request to
their MMS state contact.

The eDues Landing Page above is presented after clicking on the IMS eDues tab. Click on the Setup
Individual Payment Upload link under Other Items.

The user will then be brought to the Manage Payment Upload Setup page below.
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n@a Individuals MEx FRS eDues Utilities Repor acts Upload Affiliates

Manage Payment Upload Setup = Hot Hews Feedback TTHCUSER (DEVIS.10.0.0127 14

State ID #:INORTH CAROLINA ASSN OF EDUCATORS j

Total Rows :39
Edues File Upload Mapping
Delete Edit Hdr Id Setup Hame Setup Desc Format Org Id with Decimal Identify By File has He
(o} 7 187 CHARLOTTE-PR |Charlotte Payroll File Delimiter (0000000045 ] By Position ;I
i} 7 186 Test FixedroDec| Test FixedioDecimal Fixed 000000045 Il
i} 7 183 Test FixedDecimg Test FixedDecimal Fixed 000000045 A
i 7 154 Test Excel MoHeqTest Excel MoHeaderMoDecimal Excel Oo00o00045 ] Ery Position
[} 7 183 Test Excel MoHed Test Excel MoHeaderDecimal Exiel 0000000045 N By Position
o 7 182 Test Excel Headg Test Excel HeaderMoDecimal Excel Oo00o00045 ] By Header Lil
] 7 151 Test Excel HeadgTest Excel HeaderDecimal Excel 0000000045 A By Header Lhl
i 7 1480 Test DelimiterCMg Test DelimiterChloHeaderDecimal Delimiter (0000000045 A By Position
i 7 179 Test DelimiterChd Test DelimterChoHesderMoDecimal Delimiter (0000000045 M By Position
[} 7 178 Test Delimiter C HTest Delimiter C HeaderMoDecimsl Delimiter (0000000045 M By Header Lkl
i} 7 177 Test Delimiter C HTest Delimiter C HeaderDecimal Delimiter (0000000045 A By Header Lil
i} 7 176 Test Delimiter T M TestDelimiter TMoHeaderMoDecimal Delimiter (0000000045 Il By Pozition
= S——— T - =
) I IO
File Mapping | New S Reset
State ID#:lNORTH CARDLINAASSN OF EDUCATORS j
Setup Hame :[CHARLOTTE-PR Setup Desc : [Charlotie Payroll File
File Format :I Delimiter j File has Header: [
File Delimiter :| T (7]
Identify Column : g By Position o By Header Label
Receipt Amount: ™ With out Decimal  { With Decimal Status :IAdive 'I

A state affiliate user will have access to all generic setup created by NEAHQ and the setup created by
their state affiliate users. User may modify the existing setup to accommodate the payroll file changes
by selecting the grid row.

Click New to create and new payment file setup.

e Screen Fields
0 State Affiliate reflects the state affiliate associated with your user ID.
0 Setup Name reflects the name for the newly created payment file setup. User may
abbreviate the name to make it more meaningful.
0 Setup Desc reflects the description for the newly created payment file setup. User will select
one of these descriptions from a drop down when uploading the payment file.
0 File Format reflects the type of file this setup will accept when uploading a payment file. The
options are:
= Delimited File
=  Fixed Formatted File
= Excel File
0 File Delimiter reflects the delimiter character separating the data columns. User has to
enter the delimiter value only if the “File Format” is set to “Delimiter” Delimiter can be any
character except in case of tab delimiter, the character “T” has to be entered.
0 File Has Header reflects if the uploaded file has a header row. Checking the checkbox
indicates that the file has a header row.
0 Identify Column reflects how to identify the data column in the payment file. Options are:
= By Header Label
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= By Position
0 Receipt Amount reflects how to treat the payment column from the uploaded file. For
example an amount $50.55 may be represented as 50.55 or 5055. Selecting this option will
help the process to format the amount value appropriately. User options are:
*  Without Decimal ( e.g. Select this option if the amount $50.55 appears as 5055 in
the file)
»  With Decimal ( e.g. Select this option if the amount $50.55 appears as 50.55 in the
file)
O Status reflects the status of this payment file setup. Only “Active” setups will be displayed
when uploading a payment file.
0 Save records the changes or the new setup in the database

Click File Mapping link to setup the file column mapping

Column definition for Header ID #35 Name :Test Delimiter C HeaderDecimal - Test Delimit C HeadDec

Total Rows :4
Delete Edit Target Col Hame Source Col Name Position Fund Group

o] 4 SSN SSN 0

i = RECEIPT_DT Date 0

o] I RECEIPT_AMOUNT Amount 0

o] 4 LABEL_NH Name 0

" New & Reset

Target Col. Name:lR‘»‘:ceiptDate [RECEIPT_DT] j Col. Selecﬁon:lDeIimit»‘:r 'l Source Col. Name :|Date
Position :|0
Funds Group: [ Data Mask :IMM,’DD,‘YYYY

Click New to create a new column mapping

O Screen Fields
= Target Col. Name reflects the database column in which this data will be stored.
Commonly used columns are:

e Individual ID
e First Name
e Last Name
e Middle Name
e Membership ID
e Label Name
e SSN
e Transaction Amount
e Transaction Date
e Transaction Amount By level / Fund (NEA D01, SEA D01, SEA P01 etc...)
e Alternate Id
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e Employerid
e Building Id

= Col. Selection reflects the delimiter selected in the prior setup screen and the field
is non-editable.
=  Source Col. Name reflects the name provided in the file header or any meaningful
name to describe the column. When uploading a payment file, the data column will
be identified by matching the file column name with the “Source Col. Name”.
Column names are compared only if “Identify Column” is set to “By Header Label”
in the setup screen.
= Position reflects the file data column number. When uploading a payment file, the
data column will be identified based on this position number. Column names are
identified only if “Identify Column” is set to “By Position” in the setup screen.
®  Funds Group is set only if the file column amount is provided for a specific fund. This
field is applicable only for the fund amount. This uploaded amount will strictly be
applied to the obligation lines with the fund. The transaction will be rejected if there
aren’t any obligation lines with the specified fund.
= Date Mask reflects the format of the date column in the file. This field is applicable
only for the date column.
e Day must be entered as DD
e Month must be entered as MM or Mon or Month
e Year must be entered as YY or YYYY
e Few common formats are
0 MM/DD/YYYY

o0 MMDDYYYY
o YYYYMMDD
o0 MMDDYY
[ Notes Save all changes after every edits Make sure all the updates are reflected in the grid above

before exiting the screen.

=1

When the eDues Landing Page is presented after clicking on the IMS eDues tab. Click on the Individual
Payment Upload link under Other Items.

The user will then be brought to the Individual Payment Batch Search page below.

Click New as shown in the screen above
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n@a Individuals MEX FRS eDues Utilities Reports & Extracts Upload Affiliates Ext Org RA Reg

eDues > Individual Payment Batch Search = Hot News Feedback TTINUSER (QA) 5.8.0.030113

Individual Payment Search

State Affiliate | =]
Batch #: ’7 Pay Method :‘ j
Batch Date Range From :li To: ’7 Batch Status :‘ j
FRSBatch#:| Mshp Year #:[12-13[CY] ~|

Search New Reset

UPLOAD NEW INDIVIDUAL PAYMENT TRANSACTIONS

A state affiliate user will have access to upload, search, and maintain batches for their state only. State
Affiliates now have the ability to upload individual payments using their state-defined file types and
layouts.

Click New as shown in the screen below to upload a new payment file.

n@a Individuals MEX FRS eDues Utilities Reports & Extracts Upload Affiliates Ext Org RA Reg

eDues > Individual Payment Batch Search = Hot News Feedback TTINUSER (QA) 5.8.0.030113

Individual Payment Search

State Affiliate | =]
Batch #: ’7 Pay Method :‘ j
Batch Date Range From :li To: ,7 Batch Status :‘ j
FRSBatch#:| Mshp Year #:[12-13[CY] ~|

Search New Reset

The Individual Payments — New Batch screen will appear as shown below in order to upload a new
batch. The screen fields are described below.

ndividual Payments - New Batch x

State Affiliate :| MOPTH CAROLINA ASSHN OF EDUCATORS =] File Mapping :| Charlotie Payrall File =]
Pay Methud:l Payroll Deduction (P 'l File :IR:\Prem\NC FileACharlotte-PR-2013-0c  Browse... |
V! fpply Pravt to Selected Payhethod Obligation Lines Only "I File has Header

PosttoFRS 7: © Mo @ ves

Batch#:|13?9 Eatcth:IDUE?;"ZDM
Mshp Year # :I 13-14[CY] vl

Freview

e Screen Display Fields

0 State Affiliate reflects the state affiliate associated with your user ID.

0 Pay Method reflects a list of all the SEA-defined payment methods available. The user must
select one of the pay methods to proceed with the file upload. User may select Payroll
Deduction (PR) as the pay method for mid-year conversion or the required pay method for a
regular payment upload.

0 Apply Pymt to Selected Pay Method Obligation Lines Only Setting this flag will determine if
the receipt will be applied only to the obligation lines in the member record that have the
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selected payment method. For example, if a member pays dues using payroll deduction and
certain PAC funds through EFT, when processing a payroll receipt batch with this option
selected, the receipt will be applied only to the dues and will not apply it to the EFT funds.

0 Post to FRS? Setting this flag will determine if all the receipts processed will also be posted
to the Funds Receivables System (FRS).The user must select one of the values “Yes” or “No”
to proceed with the file upload. Selecting “No” will not post the receipts in FRS. . The
system will prompt a warning message, when either of the option is selected, for the user to
confirm the intent.

Notes Extreme care must be taken when setting “Post to FRS” flag. The system will create the FRS
payment batch, if the flag is set to “Yes”. Once the FRS batch is posted and submitted, it
€D  cannot be reversed. Likewise if you set the flag to “No”, the system will not create the FRS

batch. If the payments you are uploading were already posted in FRS, set this flag to “No” else
set the flag to “Yes”.

O Batch #is a system-generated Internal Batch ID.

0 Batch Dt System defaults the current date as the batch date. The user will be able to
override this with a different batch date. The batch date will be defaulted as the transaction
date if the Transaction Date (Receipt Date) is not mapped as one of the column.

0 Mshp Year # provides a drop-down selection of Current Year, Prior Year, and Future Year.
This field will default to show the Current Year, however the user may select the Prior or
Future Years, if needed. Selecting a specific membership year will result in payments applied
to memberships in that year.

0 File Mapping provides a drop-down selection that reflects the payment file setup for a
payment file that will be uploaded. The dropdown will list all state-defined file types (i.e.
Delimited ASCII File, Excel File and Fixed Format ASCII File) and file formats.

0 File reflects where the process must locate the source file saved in your computer. User may

populate this field by clicking_B¥se--_| A file must be selected in order to proceed with the
upload. Screen will stop the user from uploading a file if the same file has already been
uploaded. Messages will popup displaying the batch under which the same was loaded.

O File has Header is a checkbox to indicate if a file has a header row. This field will be
defaulted with the setup data. If this flag is checked, the first row will skipped from loading.

When | Preview | js clicked after the appropriate field options have been selected, the screen displays
the first 100 or less records (refer screen below). This gives the user the opportunity to view the data
that will be uploaded to ensure mapping accuracy for the column data and completeness. The columns
that are mapped as part of the selected “File Mapping” will be the only ones displayed in the preview
area (or staging area). The header row is populated with the selections made on the previous screen

before the “Preview” button was clicked. Once the previewed data has been verified, click Upload
to stage the file data. If there are any discrepancies seen in the preview screen, correct the data in the

file and clickl-GeBack | This will take you back to the previous screen where you can preview and re-
load the corrected file.
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ndividual Payments - New Batch x

Staff Affiliate : MORTH CAROLINA ASSN OF EDUCATORS Mshp Year : 2014
Pay Method : Payroll Deduction (PR} File Map : Charlotte Payroll File
Batch #1379 Batch Date : 01/27/2014
Postto FRS:Y Apply to selected ¥
Paymethod :
Go Back Upload
Total Rows: 100
S5H Hame Receipt Amount Deduction Date

23 E DERICK L. 16.94 10042013 -+
17 E TTULA A 16.94 10042013

49 E JERT B. 16.94 10042013

28 E A0 1694 10042013

G2 ( SMRERCE E. 16.94 1042013

a0 ( JTRIMA K. 16.94 10042013

73 F 18RNVEY L. 16.94 0042043

a1 ( AMAH. 16.94 10042013

71 t LE 16.94 10042013

&7 . LR 16.94 0042043

73 I TERRI Y. 16.94 10042013

4 b IASUM, MARIMA | 1694 10042013

TE ( iT. 16.94 1042013

92 F BERT .. 16.94 10042013

oz F UE D 16.94 0042043

39 F M, ADREMA 16.94 1042013

a0 F I, GANWEMDOLY M 16.94 10042013

-l

For example the MRA Extract (EDUES3000 — eDues Mid-Year Conversion Export) used for mid-year
conversion mapping can be found in the setup screen (Setup Name: “LCKUPLD” and Setup Description:
“Lock Box Upload”)

Column \ Standard Excel File Column Name Corresponding IMS eDues Column Name
A Last Name Individual Last Name

B First Name Individual First Name

C Middle Name Individual Middle Name

D Amount Collected Receipt Amount

o Individual ID Individual ID

P Membership ID Membership ID

Q Receipt Date Receipt Date
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ndnidual Payments - View Batch x

Staff Affiliate : NORTH CAROLIMNA ASSN OF EDUCATORS Batch 1D : 340 FRS Batch 1D : 0 Batch Status :
Mshp Year : 2014 Batch Date: 017300201 4 Postto FRS: N Pay Method : Payroll Deduction
File Map : Test Delimit C MoHeadMoDec Batch Amount : 2424 66 Selected PM: Y
Display Filter : © Un-Posted (169) € Error (0) € FPosted (5) & Al (174) Post Delete Transaction

Total Rows: 174

Mess

]

r Seq= Indv ID S5H Label Hame Last Hame |First Hame |Memb Id [ Mshp ¥r  |Pymt Amount (Pymt Ref( PymtDt |Comment Status

(V] 1 0005965527 |45 FREDERICK. If BOGES439 (2014 16.94 100452013 Completec

(V] 2 00062034591 |15 ] 7, URSULA & BOGESS40 (2014 16.94 100452013 Completec

@ |3 0005671629 |36 N ROBERT B. BOBESE36 |2014 16.94 10/04/2013 Completed

(/] 4 0005555533 |12 ] TETTA M. BOBESEEE (2014 16.94 100452013 Completec

(V] 5 00055559542 |21 N J, LAWRENC BOGEE459 (2014 16.94 100452013 Completec

r B a7 B 3, PATRIMA K 2014 16.94 100452013 Mewy Transaction
[ T BE N I, HARNVEY 2014 16.94 100452013 Mewy Transaction
[ g 95 ] o, DIARA H. 2014 16.94 100452013 Mewy Transaction
r 9 T3 ] WILLIE 2014 16.94 100452013 Mewy Transaction
[ 10 77 ] SEGLAN L. 2014 16.94 100452013 Mewy Transaction
[ il 99 ] 14, TERRI Y. 2014 16.94 100452013 Mewy Transaction
r 12 29 | STCASUN, b 2014 16.94 100452013 Mewy Transaction
[ 13 71 ] LEET. 2014 16.94 100452013 Mewy Transaction
[ 14 31 ] , ROBERT J. 2014 16.94 100452013 Mewy Transaction
r 15 19 | \LERIE D 2014 16.94 100452013 Mewy Transaction
[ 16 17 N IS0, ADRE 2014 16.94 100452013 Mewy Transaction
[ 17 a7 ] JS0R, GYYE] 2014 16.94 100452013 Mewy Transaction
r 18 a1 B I, SALLY L. 2014 16.94 100452013 Mewy Transaction
- 19 a7 _. . ATASHAT. 2014 16.94 00452013 Mewy Transaction

-

The screen above allows the user to select the payment transactions for processing into IMS by selecting

the corresponding checkbox next to each payment or by selecting “Select All” checkbox located in the
grid header. The Total Rows label located in the right-hand corner of the staging area reflects the
number of rows previewed (in red). The header screen fields are described below. The upload process
requires at least the name and an id (SSN or SSN4 or Alternate id ) to identify the member. Once the
member is uniquely identified, the payment will be applied and the identified individual’s individual id
and the membership id will be updated on the screen. If the process is unable to identify the member,
appropriate message will be updated in the message column (right most column of the grid). The grid
data can be exported to excel at any point by clicking the excel icon located on the top left side of the
grid.

ol

[ | Notes

Upload process lets you upload payment and apply to any specific funds by checking the “Funds
Group” checkbox and specifying the fund name as (e.g. NEA D01, SEA DO1 etc.) as the Source
Column Name in the setup screen.

Negative payment amount will be applied or recorded as a refund. This transaction will fail if
there isn't any payment in the membership or the payment amount is less than the refund
amount.

e Header Screen Display Fields

0 State Affiliate: The State Affiliate associated with the user ID is displayed in this field and is

disabled from editing.
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Mshp Year: The membership year selected and populated from the “Individual Payments -
New Batch” screen is displayed in this field and is disabled from editing.

Pay Method: The pay method selected and populated from the “Individual Payments - New
Batch” screen is displayed in this field and is disabled from editing.

Batch ID: The system-generated internal Batch ID.

Batch Date: Batch date populated from the “Individual Payments - New Batch” screen
displayed in this field and is disabled from editing.

Batch Amount: This field displays the total payment amount of all receipts in this batch. This
field is disabled from editing.

FRS Batch ID: This field displays the ID number that is generated from FRS when the user
selects for the payments to be posted to FRS on the previous “Individual Payments - New
Batch” screen. When a user decides not to post transactions to FRS, this field is blank and is
disabled from editing.

FRS Batch will not appear in the FRS Batch search screen until all payments are posted.

Post to FRS: This field displays the selection made at the “Post to FRS?” field from the
“Individual Payments - New Batch” screen. This field is disabled from editing. When this flag
is set to Y, FRS batch will automatically be created and all payments from this batch will be
posted.

File Map: This field displays the file mapping setup used to load the payment file.

Batch Status: This field displays the current status of the batch. This field is disabled from
editing. Possible values are:

=  Completed: When all transactions are successfully posted.

= |n progress: One or more transactions are posted and there are transactions yet to
be posted

= Pending (not processed): No transactions have been posted.

=  Rejected: One or more transactions have failed when posting

Selected PM: This field specifies if the payment will strictly be applied to the selected Pay
Method primary obligation lines only

Display Filter: These filters allow the user to view transactions with specific status. The
screen displays the number of transactions against each filter. For example, since none of
the transactions have been posted, the count is “10” for category “Un-Posted”.

= Un-Posted: This filter displays all transactions with the status “New”
= Error: This filter displays all transactions with the status “Error”

= Posted: This filter displays all transactions with the status “Posted”
= All: This filter displays all transactions irrespective of the status
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In the uploaded transactions portion of the screen, the following column headers provide information
for those transactions that are either derived from the uploaded source Standard Excel file or selections
that were made on the “Individual Payments — New Batch” screen:

0 Segq #: A sequential number assigned to each transaction row within a batch. Indv ID, Last
Name, First Name and Memb Id: These fields have been mapped to columns from the
source Standard Excel file.

0 Memb Yr: The membership year selected at the “Individual Payments - New Batch” screen
from the Mshp Year # field.

0 Pymt Amount: Shows the amount collected from each member. This field is mapped to the
Amount Collected field form the source Standard Excel file.

0 Pymt Ref: This column displays the payment reference such as the check number or payroll
period, etc. This is not a mandatory field. State affiliates may use this field when doing a
custom mapping a payment file.

0 Pymt Dt: This column displays the payment date. If this field is blank, the process will use
the batch date from the header. State affiliates may use this field when doing a custom
mapping a payment file.

0 Comment: This column displays the comment for any payment transaction, if available.
State affiliates may use this field when doing a custom mapping a payment file.

0 Status: This column displays the current status of each transaction and will be populated by
the upload/posting process. Possible values are “New Transaction”, “Completed” and
“Error”.

O Message: This column displays any error message reported by the upload/posting process.
The users may review this message to take corrective action.

After the user selects the payment transactions to upload, click Post , then a dialog box will

popup indicating “Successfully posted”. Once “OK” is clicked, a green check mark ( o ) will appear
next to each transcation that was successfully posted and the status for each successfully posted
transcation will change to “Completed”. Close out of the screen to return to the “Individiual payment
Batch Search” screen.

EDIT PAYMENT TRANSACTION FROM A BATCH

Users may edit a payment transaction by double clicking the transaction row from a payment batch to
correct the transaction data as shown below. Screen does not allow the user to edit a completed
transaction.
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ndividual Payments - View Batch x

( ]

Sequnce No :lm— =
Individual ID :|—
SSN :lzg—

Label Name m
Last Name :l—
First Name :l—
Mshp 1d :|—
Mshp Year :lgum—
Payment Amount lw—
Receipt Ref : |—
Receipt Date :W

Comments :

Trans Status : [5F |ECT

transStatusDesc : Fejectad

Unable to determine the
membership in 2014

SEARCH AND MAINTAIN AN EXISTING BATCH

The payment batches can be searched and maintained using the “Individiual Payment Batch Search”
screen. The fields below are provided to find a batch. Note: The State Affiliate field will always be
disbaled and populated with the state affiliate assigned to your User ID and the Mshp Year # field will
always default to the current year.

nea Individuals MEX FRS eDues Utilities Reports & Extracts Upload Affiliates Ext Org RA Reg

eDues > Individual Payment Batch Search = Hot News Feedback TTINUSER (QA) 5.8.0 030113

Individual Payment Search

State Affiliate :I INDIANA STATE TEACHERS ASSOCIATION j

Batch # :li Pay Method :Iﬁ
Batch Date Range From :I To: Batch Status :I—;I
FRSBatch#:[ Mshp Year#:[1213[CY] |

Seach ||  New ||  Reset

Input the search criteria into the appropriate fields depending on the batch that is attempted to be
located and click - Seach |, |f the criterion needs to be cleared for re-entry, click. Resst | |nthe
example below, it was requested that all batches that were posted on 03/07/2013 for the Current Year
are returned.
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nea Individuals ME» eDues Utilitie s LEpo & Exti Upload

eDues > Individual Payment Batch Search = Hot Hews Feedback TTHCUSER (24)5.10.0.013014

Individual Payment Batch Search

State Affiliate ;I NORTH CARDLINA ASEN OF EDUCATORS j

Batch #: l— Pay Method : I j
Batch Date Range From :l— To: I— Batch Status :I j
FRS Batch # :l— Mshp Year # :| 13-14[CY] =l

Search RI= Reset

Total Rows : 44

Delete | Edit Batch# Date Mshp Year Pay Method |(FRS Post? | FRS Batchz Amount Status BJS Job ld File Map File
o} 7 340 0143002014 2014 PR-Payroll Deduc I 2424 66 |Pending [ Mot procd Test Delimit C MoHAnson-C 4
o} 7 339 0102552014 2014 PR-Payroll Deduc I 225613 |Pending [ Mot proce Test Fixed Mo DedDare-Flx
i 7 334 0152802014 2014 PR-Payroll Deduc hd 1] Test T Delimit Wiﬂ'|1 _Charla
it ir g jeicy| 029Nt 4 ama PR-Pawrall Diecdne Il n Te=t T Delimit wiﬂl‘) Charln

If the user wishes to delete a batch, click the corresponding ﬁ icon. A dialog box will popup asking
“Do you want to delete the batch XX?” where the xx indicates the Batch #. Click “OK”, to confirm
Delete or “Cancel” to keep the batch. Note: The screen will NOT let you delete the batch if the batch has
any transactions that have been posted successfully. If the user wishes to Edit a batch, click the

—

corresponding icon or double mouse click the row where the “Individual Payments — View Batch”
screen below will be presented as when the file was previewd and uploaded. All rows from the grid can

be extracted by clicking located in the top left section of the grid.

In order to view all of the transactions within a particular batch, double-click the batch row and it will
show all of the transactions that were uploaded regardless of Status, as shown in the screen below.
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INDIVIDUAL PAYMENT MRA REPORTS

The following Individual Payment reports were deployed in MRA. These reports can be found under
MRA Standard Reports > Individual Payments.

Report ID | Report Name Report Description

INDP1000 | Individual Payments Status Sheet by | This report will generate status sheet letters to be
Pay Method sent out to members by State Affiliates to thank
them for recurring deduction enrollment and to let
them know about their upcoming first deduction
since they enrolled. This report will be sent to the
members before the scheduled deductions are
processed as a legal requirement.

INDP0100 | Individual Payment Account Profiles This report will provide a list of all the Account
by State Profiles for the Individuals enrolled through various
Pay Methods.

INDP0101 | Individual Payment Account Profiles This report will provide a list of all the Account
by Uniserv by Local Profiles for the Individuals enrolled through various
Pay Methods with breakdown by Uniserv by Local.

INDP0200 | Individual Payment Profiles by Pay This report provides a list of payment profiles by

Method Pay Method for the selected Membership Year.
INDP0300 | Individual Payment Transactions by This report provides a list of payment transactions
Deduction Date for the selected Pay Method(s) and payment status

(completed, pending, scheduled) for a given
Membership Year and Deduction Date Range.

INDP0302 | Individual Payment Transactions by This report provides a list of completed payment
Fund transactions for the selected pay method for a
given Membership Year and Deduction Date
Range. This report is similar to INDP0O300 except it
can be run for all the pay methods and has an open
calendar prompt for deduction date range
selection.

INDP0303 | Disputed Transactions with Refunds This report lists disputed transactions with refunds
by Pay Method by pay method.

INDP0304 | EFT Prenote Transaction Analysis This report provides the transaction details for EFT
Prenote process.
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INDP0400 | Individual Payment Rejected This report provides a list of rejected/returned
Transactions payment transactions for the selected Pay Method,
Membership Year and Deduction Date Range.
INDP0401 | Individual Payment Rejected This report provides a list of rejected/returned
Transactions Extract payment transactions along with the contact
information for the individuals associated with
those transactions for the selected Pay Method,
Membership Year and Deduction Date Range.
INDP0402 | Individual Payment Rejected This report provides a complete analysis of
Transactions Trend Analysis rejected transactions by pay method. Presenting
the data in lists as well as easy to read graphs
INDP0O500 | Individual Payment Refunded This report provides a list of refunded payment
Transactions transactions for the selected Pay Method,
Membership Year and Deduction Date Range.
INDP0501 | Individual Payment Refunded This report provides a list of refunded payment
Transactions Extract transactions along with the contact information for
the individuals associated with those transactions
for the selected Pay Method, Membership Year
and Deduction Date Range.
INDP0600 | Individual Payments Transaction This report will provide the statistics summary of
Summary the Successful and Returned transactions (counts)
and the total obligation amount associated with
those transactions for the selected Pay Methods,
Membership Year, and Deduction Date Range.
INDP0601 | Individual Payments Transaction This report will provide the statistics summary of
Summary by Deduction Date the Successful and Returned transactions (counts)
and the total obligation amount associated with
those transactions for the selected Pay Method,
membership year, and deduction date range and
shows the breakdown details by deduction dates.
INDP0O700 | Individual Payments Reject Reasons This report will provide the statistics summary of
Summary the Return Reasons for the Returned transactions
(counts) and total obligation amount associated
with those transactions.
INDP0O701 | Individual Payments Reject Reasons This report will provide the statistics summary of

Summary by Deduction Date

the Return Reasons for the Returned transactions
(counts) and total obligation amount associated
with those transactions with break down by
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deduction dates.

INDP0800 | Individual Payment Profile and This report will list any existing discrepancies in the
Membership Obligation Comparison | obligation amounts between the Individual

Report Payment Profile and Membership obligation for
the selected Pay Methods and membership year.

INDP0801 | Cancelled Memberships with This report will list all cancelled membership
Obligation & YTD Payments Collected | records based on the selected Membership Year
Comparison Report and Pay Method where the balance in the
Membership/Pay Method Obligation and YTD
collected payments does not match. This report
could be used for reconciliation purposes to find
out if the cancelled member's obligation wasn't
adjusted to reflect the payments collected.

INDP0900 | Invoice for Check Payment This report allows the user to create an invoice or
list report using pay method, pay method
enrollment date and/or amount paid percentage.
The invoice report also allows for customized text
boxes.

INDP1010 | Individual Payments Distribution This report will provide a summary of projected
Summary by Funds for Projected and | and successful payments by fund for the selected
Successful Transactions Membership Year, Pay Method, and Deduction
Date Range. This report can be used for
reconciliation purposes.

INDP1011 | Individual Payments Distribution This report will provide a summary of rejected
Summary by Funds for Returned payments by fund for the selected Membership
Transactions Year, Pay Method, and specific deduction date

range. This report can be used for reconciliation

purposes.

INDP1012 | Individual Payments Distribution This report will provide a summary of projected
Details by Funds for Projected and and successful individual payments detail by fund

Successful Transactions for the selected Membership Year, Pay Method,

and Deduction Date Range. This report can be
used for reconciliation purposes.

INDP1020 | EFT Bank Account and Routing This report provides a list of completed payment
Number Monitoring Report transactions for the selected pay method for a
given Membership Year and Deduction Date
Range. This report is similar to INDPO300 except it
can be run for all the pay methods and has an open
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calendar prompt for deduction date range
selection.

INDP1040 | Recurring Credit Card Expiration This report will list all the Recurring Credit Cards
Report that are about to expire based a deduction date
range entered by the user. This report is specific to
the RCC Pay Method.
INDP1060 | Individual Payments YTD Collected This report provides the Membership Obligation to
Amount Information by Pay Method | YTD Collected Amounts percentages information
by Pay Method for the given membership year.
INDP1080 | Individual Payments Deductions by This report will provide the deduction schedules
Pay Method and obligation details for individuals with recurring
payments.
INDP1081 | State Affiliates Deduction Schedule This report will provide the State Affiliate Standard
by Paymethod deduction schedules for RECURRING payment
options of EFT and RCC.
INDP1082 | EFT Deduction Schedule Exception This report provides a list of individuals for whom
Report their CURRENT EFT DEDUCTION SCHEDULE doesn't
match the DEFAULT EFT DEDUCTION SCHEDULE set
based on their Membership criteria such as their
Local and Membership Type.
INDP1090 | Individuals Paymethod Counts by This report will provide the total count of
Fund individuals for each pay method for a given
Local/State Affiliate by Fund Type. The report can
be run by NEA, SEA, or LEA Membership Type.
INDP1100 | Enrollment Statistics Between This report shows the count of the members in CY
Membership Years compared to the count in FY by method.
INDP2000 | YTD Individual Payments Transactions | This report will list YTD deduction amounts by
member for all Pay Methods.
INDP2010 | RCC Enrollments without Credit Cards | This report is specific to Recurring Credit Cards and
provides a list of all the Remote Payment Online
(RPO) Enrollments via Bank of America who do not
have any credit cards on file, i.e., active RPO
Enrollments for which either credit card entered is
deleted or missing.
INDP2020 | RCC Enrollments with ‘BAD’ Credit This report is specific to Recurring Credit Cards and

Cards

provides a list of all of the Remote Payment Online

Last Updated: 2/3/2014 |Page 110 of 111




Individual Payment User Guide

(RPO) Enrollments via Bank of America for whom
the credit card on file is marked as BAD.

INDP2030 | NEA PAC Transfer Summary Report This report provides the user to track the payments
of members of NEA-PAC contributors to NEA HQ.
INDP2031 | NEA PAC Transaction Report This report will list out individual PAC contribution

transactions at an aggregated level providing total
PAC amount due and Year to Date collected
amount so this information can be reported for
legal purpose.
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