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Purpose and Goals of Team Reports:
e Provide Local chapters the ability to A quick and easy way to summarize the Cash
Flow Statement, Balance Sheet and selected Schedules in one convenient report
e Standardize the look and feel of the reports across the company
e Allow each business entity to update Cash Flow report lines to fit business needs

Before running Team Reports the first time

In order to run Team Reports, you must have:
e A “Windows” based computer running Windows XP Pro or Windows Vista
e Client machine has access to the internet for application updates
e QuickBooks version 2005 or later
e Permission on the computer to read and write on the local “C” drive or at a
minimum, the c:\teamreports directory.

Installing prerequisites

In addition to having met all of the requirements above, a number of “supporting”
software must be installed on your computer before Team Reports will operate
successfully. These components are all available via the Team Reports web site and are;

e .Net Framework 2.0 — provides the runtime environment for the programming
language

e QuickBooks Foundation classes (QBFC) which provide a link from QuickBooks
to Team Reports..

e Crystal Report for .Net Framework 2.0 which provided the runtime toolset for all
of the reports generated in Team
Reports.

e Windows Installer 3.1 — A Microsoft Team Reports
component that is responsible for

Better Idea Group

ensuring your team reports code is Name:  Team Reports
always up to date. Version: 100,10
Publisher: Better Idea Group
Cllell’lg the “Install” button should detect The follawing prerequisites are required:
which prerequisites are needed and install + NET Framework 2.0
. s Crystal Reports for WET Framework 2.0
them aUtoma‘tlcaI Iy o Windows Installer 2.1
If these components are already installed, you can launch the application
now. Otherwise, dick the button below to install the prerequisites and run the
application.
BETTER IDEA GROUP
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Running the Team Reports Application

Team Reports is designed to quickly and easily take selected data from QuickBooks,
summarize it and display the data in reports that are requested by the user.

To begin running Team Reports simply select from the Windows Start menu “All
Programs\Better Idea Group\Team Reports”

" Team Reports fﬁ Betker Idea Group

the following screen should appear

=" Team Reports |Z| |E| [Z|
File  Edit  Wew  About

[rates

From: 1/ 1/2008  +
To: 173042008 »

Cloze Period

| Fiun Report

| Trus ark L |

Although the reports can be run using any date range, typically you want to select a date
range that encompasses a month. To change the From and To date range simply click on
the drop down arrows within the date fields:

“=" Team Reporis |z| |E| [z|
Fil Edit Wi Abaut .
= Dat‘l':“ - Select the left and right arrows to move
forward/backward a month at a time as

-
From: s needed.

January, 2008
Sun Mon Tue Wed Thu Fn Sat

To:

Bl : : ¢ ¢
E 7 & 9 10 11 12
13 14 15 16 17 18 18
M0 OF 2223 M B/ O
27028 29 30 A

’ Run Report

|Truslees Report

[ |Today: 67212008
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" Team Reports |Z| |E| E| .
a0 AT Additionally you can select any report to
A be run by selecting on and hi-lighting the
report to be run in the drop down. In
F - _14J 1/2008 v ) .
rom: [ 1/ 112008 %] version 1, the Trustee report is the only
To: report available.
After you have selected the data range you
Fun Fepart l e Fid would like to run, click on the Run
Report button to begin the process.

Steps in generating the Trustees Report:

After clicking run, Team reports will perform these steps:

= Refresh Status |Z| |§| E|

Loading Chart of Accounts — This process is used to
extract the current chart of accounts from within

QuickBooks. It will validate that each account is valid ‘“I“I““““I“I“I“ ‘

and will be able to roll to the required report line.

Loading Chart of Accounts information

163 of 278

" =" Refresh Status

(LTI Tris process I gethring the actue gonerl

ledger details that will make up the report
data that was requested when the user entered
328 of 852 the report parameters.

Loading General Ledger information

"~ Refresh Status |:| |:| E|

Loading Report Information — This is the final ‘“““““““““““““ ‘

process before generating the report. Its purpose is to
summarize and format the appropriate report data.

Loading Report information..

2 of 3
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Report Viewer

Once the final step has completed, the Trustees Report will be generated in a report
viewer similar to the report shown below where:

e Page 1 — will display the Cash Flow Statement
e Page 2 — will display the Balance Sheet Statement and any associated Schedules

In addition to viewing the report on-line — the user can select to

e Export the report into numerous formats — (the recommendation for consistency is
PDF) by selecting the 1* option from the top of the viewer, entering a file name
and selecting the appropriate format from the “Save as Type Option”

e Or Print the report by selecting option2

' Report Viewer [= [[E][X]
Dates: Frarm: Ta Compatiy Marie
@3 E M4 M -
|Main Report
-
Trustees Report And Certificate ForThe Period
TeamstersLocal UnienMNe, 937 0101 200 - 0143072008
Statement of Assets Beginning of Peiod Change End of Period
General Fund Checking F46, 20053 $5.75005 $51,095082
Petty Cash - Main F75.00 F75.00
Petty Cash- Tacoma F50.00 F50.00
General Fund S avings 13228 F13z82
Fenaral Fund CD F546.57277 H(5,000 00 F541. 57277
Cazhin Special Funds 2 282606 6 24455 F9.67062
Furniture & Fixtures F5.95451 F5.95451
Automaobiles Fz5,00000 F25,00000
Total Assets FE01,543.15 F3z.58451 BE34. 44276
Deduct Obligations (F erlist Beloa) $(20 ZE5E5) $(20,38565)
MNet Aszets FE01,24215 F12, 20206 F614,057 .11
List of Obligatiore
700 - Union Travel MasterCand 285 B
900 - CarLoan F(20,00000)
Total List of Obligatiors $(20,38566)
Schedule A- OtherIncome
1401 - Sale of Supplies F57000
1402 - Rent F20000
14905 - Checking Faz4
1919 - Refund- Office ZAdmin, Fro.00
Total Schedule A- Other Income $24229
Schedule B- Other Expenses
8016 - Bargaining-Mego. Team Cosk F28000
2080 - DverpaymentOn Chedooff 4500
2097 - Subscriptions $99.00
Total Schedule B- Other Expenses F427 50
Other Transactions- Schedule C
150 - General Fund G0 5,000 00
700 - Union Travel MasterCard F2B5E5)
900 - CarLoan F5,00000
Total Other Transactions- Schedule C F2B5E5)
v
Current Page Mo.: 2 Total Page Mo 3 Zoom Factar: 75%
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Updating Report line Descriptions

Selected line descriptions on the Trustee Report can be used by the local to report unique
accounts.. To access the form for updating the account descriptions, from the main
screen, choose Edit and then select the Trustee Report Line Descriptions option.

“=" Team Reports |Z| |E| E'
File | Edit | Wiew  About
Trustee Report Line Descriptions This is an Editable table that
From: 1/ 1/2008 v | allows you to update the line

descriptions on the Trustee

To- Report. To Edit a line, simply
type over the desired Report Line

Description or fill in one of the

blank lines. Remember to press

| Run Report | Clase Period the Save option to save the

changes

|Trustees Feport » |

Select the RED X in the upper
right corner of the form to exit the screen and return to the main form.

“#" Trustee report line descriptions E@
i [ |t of 45 | b ¥l | [

Line # Report Line Dezcription =

[ Membership Dues

2 Initiation & Reinitiation

3 Withdrawal & Transfer

4 Azzessments & Fines

5 Mon-member Fees

B Funds far Transmittal

7

g Receipts from Affilates

| Allocated Services

10

11 Other Income [Schedule &) L

12 Total Cash Received

13 Salaries

14

15 Expense Allowance

1k | n=t Time Wanes

The saved changes will appear on the report, the next time the report is run.

BETTER IDEA GROUP
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Viewing Team Reports detailed information

Team Reports

Filz  Edit | Wiew | About

As a part of the process to generate the Trustee Report,
Team Reports copies information from the open
QuickBooks file and then adds trustee report line
descriptions to that information. To facilitate a review of
the detailed information that constitutes the Trustee Report, To:
2 additional menu items are available:

g Raw fccount daka

F Chart of Account

Current Transactions Trustess Report v

This menu option opens a form that allows you to review

the transactions that were last extracted from QuickBooks and used to generate the report.
Only QuickBooks can be used to update your financial records so the information in this
form cannot be edited. It is provided to give you a means of seeing how your information
from your QuickBooks file is consolidated into the Trustee Report This is the data that
was created during the report process under loading General Ledger Information. The
table below shows the information available and a brief description of the data.

Column Label Description

Line # Refers to the line number from the Trustee Report.

Parent Account The top level account in QuickBooks associated with the account
that the original transaction was classified to

TransID This is a number generated by QuickBooks that is used to identify
all of the components of a single transaction

Txn Date This is the date of the transaction as shown in QuickBooks
Account The account the transaction was classified to

Amount Amount of the transaction as show in the General Ledger.

Memo Memo filed from transaction

Txn Number QuickBooks displayed Transaction identifier, e.g. Invoice #,
Check#

Class QuickBooks Class

TxnType QuickBooks transaction type, Invoice, check, etc

ClearedStatus Denotes if QuickBooks reports the transaction as being cleared
Item If used, notes the QuickBooks item name that was used on the line
NELETAelblgiaNIFTalesias The account number combined with the account name of the
account that the line was actually booked to.

ModifiedTime Last time the transaction was modified in QuickBooks
Lastmodifiedby QuickBooks user account signed onto when the transaction was last
updated

AccountType For this line, the transaction type, income, expense, etc

BETTER IDEA GROUP
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Trustee Line Details

P41 o7l [ b M |4 X =

Line # Farent Account TranzlD tenD ate Account Amont M emo TunMumber N
» I oo 247748 1/3/2008 1001 - Duss - Cash ($1,864.00) | Depasit 12681 y

1 1000 247749 1/3/2008 1005 - Dues - Ch... [$12.260.00) | Depasit 12681

2 1040 247750 1/3/2008 1041 - Initiation [$325.00) | Deposit 12681

4 1060 247751 1/3/2008 1081 - Legal 4 D... [$466.50) | Deposit 12681

13 2000 247753 1/4/2008 2001 - Grass Wa.. $614.40 | Payrol 12667

13 2000 247754 1/4/2008 2001 - Gross Wa.. $409.60 | Payrol 12667

7 500 247755 1/4/2008 856 D.RLIME. [$5.00) | Payral 12667

10 5000 247756 1/4/2008 BO04 - State Une.. $0.31 | Payral 12667

M 500 247757 1/4/2008 530 SUC - Paya.. [$0.31) | Payral 12667

M 800 247758 1/4/2008 805 - Federal Wit... [$155.00] | Payral 12667

Simply click the Red X to close and return to the main form

Chart of Accounts

This option allows the user to review the chart of accounts that were extracted in the first
step of the Report process under Loading Chart of Accounts. As above this table cannot
be updated.

Account # QuickBooks Account #

Account Name QuickBooks Account name

Parent Account The top level account in QuickBooks associated with the
account that the original transaction was classified to
Beginning Balance Beginning Balance based on the last time the report was run
Type Account Type, income, expense, etc

BETEA g ffele T B | ast QuickBooks update

Chart of Accounts g@

Account # Account Mame Parent Account Begining Balance Type [ ate Account updated A
» General Fund Checking 100 $46,200.83 | atBank B/21/2008 235 PM | —

110 Petty Cazh - Main 110 $75.00 | atB ank E/21/2008 2:35 PM

m Petty Cash - Tacoma M $50.00 | atBank B/21/2008 2:35 PM

120 General Fund Savings 120 $0.00 | atB ank, B/21/2008 2.35 PM

11 SMCU Savings 120 $107.38 | atBank E/21/2008 2:35 P

126 SCU #38840 120 $25.50 | atBank E/21/2008 2:35 PM

150 General Fund CD 180 $0.00 | atBank, £/21/2008 2:35 PM

152 CD-5terling 5 avings #101 150 $85.648.74 | atBank 6/21/2008 2:35 Pt

153 CD-wia Fed #1068 1580 $5E,325.59 | atBank E/21/2008 2:35 PM

Simply click the Red X to close and return to the main form

BETTER IDEA GROUP
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Troubleshooting

Below are some of the more common problems that might occur.

e | clicked on Team Reports from the start menu and nothing
o Team Reports require Quickbooks to be running, make sure Quickbooks is
running and the database you want to work with is loaded

e | amunable to Print the report
o Verify that there is a default printer defined to the local workstation

e Team Reports is showing an error message that it is “Unable to find the
database”
o Make sure the logon id has admin rights for the local machine. Team
Reports requires the ability to write to a local temporary database

BETTER IDEA GROUP
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Sample Report

BETTER IDEA GROUP
Business Solutions Consultants

Sample Trustee Report - Page 1

Trusless Remor
Cash Receried

LLURL U LI LU S CUR S

=
[=]

11

1z

Eemoership Duss
rialion & Rerilabon
Wikhdrasal & Transfer
AssesEments & Fines
Mon-member Fees
Surds for Trarsmilial

Seosipis from AfTilabes
Aloaled SErdoes

Jiher Income {Schedul= A5
Tiokal Cash Recsived

Cash Paid Cut

12

UKL B RN NN

P

II':E:

mELEES

Salaries

Expenzs Allowanoe
Lost Time Wages

Fer Capila Tax
Coninstors
Sen=flz Pad

Furds for Transmilial

Sefunds - Duss

Sefunds - Indation & R=infaton
Sefunds - Céher

Oiios & Adminisirathe

=g Fees

Arbirator Fees

Trinar Frofezsional fees

Tawes

Trganizing Expenses

Mesing & Commiti=e Expernse
Sirke Expanses

Auio Expense

Owi-of-Tiorean Trarsel

Aloaled Serdoes

Tiher Expenses (Echedu b= B}
Oriher Trarsachons (Schedule )
Tiokal Fakd Cut

Truateas Report and Certificate

Teamsiers Local Uslan Mo, 337

Psdat Increase (or Ceorexse) in Cash
Cash Eafance Eeginning of Period - General Fund - Chedking Soct
Cash Bafance End of Period - Gaperal Fund - Checking Acct
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For The: Perind
01812025 - 041/30:2002

§108.332.00
3255600

3303350
F200)00

#e48.24
1L ETIT

1B

RIRETTEE

320,136.:1

$3.I85008
$5.758.00

#IE0Es

3655

32.558.00
M504

542750

5{3G5ES)
0813158
557E00E
$55.200.53
55155058



BETTER IDEA GROUP
Business Solutions Consultants

Sample Trustee Report - page 2

Trusteas Raport And Certificate For The Parod
Teamsters Local Unlan Mo, 537 CHAMi2008 - OH/302008
Stmtement of Assets Begining of Pericd Charge Erd of Ferioc
General Fund Checking $4E,20083 $E,7E0D05 55155058
Fetty Cash - kiain $75.00 £75.00
Fetty Cash - Tacoma g50.00 50,00
General Fund Savings §132:8 $132.
General Fund CO §S4E,57577 55,000.00) 58157077
Cash In Special Funds $2,82508 $6,844.55 5367052
Furnilure & Fistunes 5,384 &1 5558451
Automehles 525,000.00 $25.000.00
Tokal Assets §E0, B8 15 532,534.61 $E34442 75
Deduct Obligations (Fer Ist Beicw) §20,385.55) $iI0,355.65)
Mt Assets §E0, B8 15 $12,205.56 51405711
List o# Cinilgaticns
700 - Unlon Trawel MastenCard §385E5)
00 - Car Loan $i20,000.00)
Total List of Ooiigations 20,335 65)
Bchedule A - Cffer Income
1401 - Sale of Supniles 700
1402 - Rzt 5200.00
1405 - Checking $a
1413 - Refund - Oftios & Admin. §75.0
Total Schedule 4 - Oher Income 554824
Bchedule B - Ceher Expenses
£046 - Bargaining-Megn. Team Cosls 528000
00 - werpaymen On Checko 4850
087 - Sunscriptions $89.00
Totnl Schedue B - Ofher Expenses 42750
Orer Trarssclions - Schedule &
150 General Fund CO $05,00000)
OO - Urlon Trawel MastenCard §3B5ES)
£00- Car Loan $5.000,00
Tota Other Trarsactions - Schedule C §385E5)
CATE

‘We, fihe undersipred, Trushees of TEamsiers Locad Unbon Mo. 537 of the intemational Brolnerhond of

Teamsiers, In acoondance with Arbicle X, Sedion 8 of the Infepnabonal ConsSluion, have evamimed fhe
tooics and records of fhe Local Unkon for #he mondhdyear of 12008 | and do herelbry oedify thal ey, the
soCosmpanying Stal=ment of Income and Expenses, he Sistement of Assets and Labilbes and relabed
Echedules and The Trusiess Report ane, io the best 1o our inowiesdige and belle?, conrect and complete.

Fratzmaly submited,

Winess 1.
Winess 2.
Winezs 3.
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