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Introduction

U.S. Department of Labor
Employment Standards Administration
Office of Labor-Management Standards

Welcome to the Electronic Form LM-3

The U.S. Department of Labor’s Office of Labor-Management Standards (OLMS) is pleased to
introduce the new electronic Form LM-3. You can now complete your union’s Form LM-3 quickly
and easily using your computer and this software.

Why should you choose to complete your union’s Form LM-3 electronically, rather than
manually on paper? There are several advantages to using this new electronic version:

. It's easy to enter information on the form.

. You can download some information from the OLMS Website and load it directly onto the
form.

. The system performs calculations for you, so you won't make mathematical errors.

. Before your officers sign the form, the system checks for errors and discrepancies and
allows you to correct or explain them, reducing the likelihood of having to file an
amended report.

Your union's president and treasurer can sign the electronic form using easily obtainable digital
signatures and submit it to OLMS over the Internet. Alternatively, you can print a paper copy
of the form, have your union’s president and treasurer sign it manually, and mail it to OLMS.

We encourage you to use the electronic Form LM-3 instead of the paper form. It will make
filing your union’s Form LM-3, quicker, easier, and more accurate.



Starting the Electronic Form LM-3

Starting the Electronic Form LM-3

The installation process for the electronic Forms LM-2, LM-3, and LM-4 places an icon for
starting the program on your desktop.

Note: The first time that you use the electronic forms
program, a dialog box displays, giving you an option to enter
a registration number for licensing. Do not enter anything in
that box, but simply click the "Use Form Now" button. The
form templates have been fully licensed by OLMS for use in
the Shana Filler application and, therefore, no separate
registration is required. The registration option does not
display after the first use.

Creating a new Form LM-3

Double-click on the electronic forms icon. A list of available Informed templates displays.
Select "LM-3 Form" and click the "New" button.

< Hew Data Document E3

Select from the templates below to create a new empty data document from
an awvailable template.

|I'I".I'IIIEd. - Click "“Add Other Template..."" to add anather template to the templates
folder.
ILut:aI Templates j
— Dezcription:
| E'-'_" L#4-2 Form File narne: Lk 3F arm.itp B

Template 10 LM3Farm =
s Revizion: RC 4.01 -
Lk4-4 Farm Author, OLMS

Organization: Department of Labor
Form Li-3 Labor Organization Annual
Report template. For use only by labor
arganizationz with lesz than $200.000 in
* total annual receipts. -

add Other Template. .. P10 Cancel

The first page of the electronic Form LM-3 displays. Consult the table of contents of this
User Guide for detailed instructions for the various features of electronic Form LM-3
software.



Starting the Electronic Form LM-3

Note to Windows XP Users: If an error occurs when you try to open a new form LM-2,
LM-3, or LM-4, contact your System Administrator to modify the folder-level user
permissions for the C:\Informed directory:

Right-click on the Informed folder and select "Properties.”" Click on the "Security" tab and
allow the user to have full control to the Folder. Click the "Advanced" button and make
sure that the user is selected and both permission options at the bottom of the screen are
checked.

If you continue to have problems, contact the Help Desk at 1-866-319-2675.

Save your file!

As you complete your Form LM-3, remember to save your file
often. When you select "Save" or "Save As" from the "File"
menu, the system adds the extension ".ifm" to your file name.

Opening an existing Form LM-3

Double-click on the electronic forms icon to start the program. A list of available Informed
templates displays. Click the "Cancel" button.

. D escription:
BB LM-2 Form = R
gE! | -3 Form
=B} | -4 Form
Add Other Template... | § =5 Cancel M

Select "Open" from the "File" menu on the menu bar.

4R Edit el [Matabase ek Wiew

MNew Document... Chrl+M
Chl+0

A file box displays. Navigate to the drive and directory where your saved file is located and
highlight the file name in the list. Click the "Open" button.



Starting the Electronic Form LM-3

Laok ir: IEDHH j | |=j€| |
8l LM3_423456 ifm

File name: || Open

Filez of twpe: IInfnrmed data [*.ifm) j Cancel

Alternatively, you can select your file from a list of recently used forms. From the "File"
menu, select "Recent Data Documents.” The names of recently used files display. Click the
appropriate file name.

Recent Templates r |
Becent Data Documents 1 LM3E_42345E6 ifm

E xit |



A Look at the Electronic Form LM-3

A Look at the Electronic Form LM-3

When you start the electronic Form LM-3, the form displays on the screen ready for data entry.
Because the electronic Form LM-3 looks almost identical to the paper form, users who have

completed the paper form in the past will be familiar with the arrangement of items on the
electronic form.

+ ““:‘“‘E‘.émm FORM LM-3 LABOR ORGANIZATION ANNUAL REPORT CFtce o U e e +
l""‘""‘“’"\l’:: '-?'t.'l-'lgl“m | FOM USE BY LABD ORGARIZATIONES WITH LESS THAN 53060 030 IM TOTAL AHKUAL MECEFTE I cl:ﬁ'llil.::i:'%:

Thil magorl & merdelory usdai ' L EE-25T, Ghamended Fallsa 5 aansly iy nicl in ofe i | pesecilan, e, o chvl Sen il i srovidad by 20 5.0, JI0 & 440

RIERD THE MNETRUCTHONS CANMEFULLY BEFOME M EPARPEE TH IS REPFURT I

For CHScmil L Only L FILE MU Msss 2 PERO COVERED [ in AMERDED  _ Hihes i an sreacel regar coreciing & previcaly D
[a} OAY FEAN THED SHPOT. TSN N
From 1B IEMRFEL o 1 SO SRS - B8] T
(L. - B -] Sactian Al of e iainuctien asd chach b
[ﬁ () SLESENRY  — H o s e for o asbesdinry cogaaioation of
E Rl: ﬂ._l:l Gef Predl Data Thro=gs I e - i Saica X o b iercione, check hees DJ

3 NYLIKG BOTHEEE

Firal Hirrs

Lasl Fama

17, O, e Humchrg) ared Moo P mbss 3F e

Meribeai dred Sl

T AFFILIET IR O ONCEIATIN HERE

S DESHEMASTICON (ot Lok, we.] [ DESREMATION MU MEES |

Oy
T ONITTENE i e |

Sl ZI" Cod + 4
0w poud oegun alia="s niesds kep? Gl B rraing eddiess’
|_.'.'| W, priraichis adich s i et 5B MD M [ | | | |_|
2. ADLVTTORAL FMEORMATION
lam Mumber
CHck fo Embar
Eem 56 Informalion

[Em:lr Surmmary hf-:nTEti-:-n]

iy o Hes ancersigrad, dely scharisesd officers of the sbove Sor arpenimiion. decierss . Lsder e spploakss paraliss ol e, Boi ol of e iclorrasticn sl intbi epart (ecisding e inlornat ion ocosfamed
I 0y S oG Cle-cumaning ke b acarsined by tha sigrateey Snd i tr e beat of P Lsderugeecs invlcgs sad bediel, e, comecs, aad corgasts. (Sas Seced Vi oo panabiea i e imatuctiom .

(5-500)  Run Errcr Surrnaryto Cear PRES DT (=52)  Run Errcr Sumrnaryto Clegr s
1 T ol M, i T ol M,
Report for Signature e R port for Signature v
THE TR = T
FEST I3 RSB SR 1.1 T

System requirements

You must have an Internet browser (Internet Explorer or Netscape version 4.x or above)
installed on your computer to complete the electronic Form LM-3. To use the pre-fill data
feature of the system, you must be connected to the Internet. For detailed information on
system requirements, start the electronic Form LM-3 and select "User Information” from the
"Form Instructions” menu on the menu bar, then select "System Requirements."

On-screen features

The electronic Form LM-3 has a number of on-screen features to help you move through the
form and enter information.



A Look at the Electronic Form LM-3

. Yellow buttons - Click the yellow buttons appearing on the form to perform the action
displayed on the button -- move to an item or location, add or delete pages, or obtain
further information about the electronic Form LM-3.

Get Frefill D ata l [En'-:lr Summany hfc-nTnatin:-n] [ rtenf“ﬁ%klltﬁnﬂ;inn ]

[ [term 24 Import Information ] ltem 24 ] Delae Page
[ Return to Page 1 ] Add Fage

.« White arrows - Click the white arrows to move forward to the next page or back to a
previous page in Item 56, Additional Information.

F|LENLIHIEER|4 23-45 E|

Cere) @

. Drop-down lists — Complete certain items by making selections from drop-down lists.
See Completing the Form in this User Guide.

. Page tabs — Move back and forth through the pages by selecting one of the "tabs"
displayed at the top of each page. See Moving Through the Form in this User Guide.

. Pop-up boxes - Dialog boxes will automatically display during the course of completing
the form to help you enter data for certain items, warn you of potential errors, or
request additional information where required.

< Informed Filler Ed |

Item 2. You have entered an invalid report period. "Period Covered
cannot include a future time penod.

ak




A Look at the Electronic Form LM-3

< Informed Filler Ed

[f *es' to lkem 14, enter below for incluzion in lkem BB whether the audit was
performed by an outzide accountant or a parent body reprezentative and
additional infarmation required by [kem 14,

| -

. Pre-fill data — Retrieve data from your union’s latest report filed with OLMS for
automatic entry of information in Item 2 (Period Covered); Items 4 through 7 (union
identification); Item 8 (Mailing Address); and Columns A and C, Items 25 through 36
(financial information). See Using Pre-Fill Data in this User Guide.

. Initial zeros in Items 24 — 55 - When you first open the electronic Form LM-3, the
financial items 24 through 55 display "0" in each item. See Financial Items 24 — 55 in

this User Guide.

. Automatic calculations - The electronic Form LM-3 automatically performs all
mathematical calculations required in Item 24 and Statements A and B. See Financial

Items 24 — 55 in this User Guide.

Informed Filler features

The electronic Form LM-3 runs within Shana’s Informed Filler Version 3.0. The components of
Informed Filler required to operate the electronic form are automatically loaded on your
computer during the installation process. Some features of Informed Filler which may be useful
in completing the Form LM-3 include:

. Place note — You can attach notes or comments to your form. A note looks like a small
piece of yellow paper.

To place a note on your form, select "Place Note" from the "Edit" menu on the menu
bar.

M@ Cell Goto Wiew W
I Eart lde Ehlee

| Cit Wil
(B (Bt +E
Easte [Etr{+s
Select All Chrl+2,
Spelling 3
Signatures k

Pcelioe

Pieferences. ..




A Look at the Electronic Form LM-3

A small yellow note displays in the center of your form window and can be placed
anywhere on the form.

ration of a recoverable under your orgs

3z defined fidelity bond for a loss caus

enefits for any officer or employee of
r" m' sqanization™

A0 ng the reporting period,
nization hawe any chan
titution and bylams [oth

property in : : of dues and fees) arin
2 0T 53le™ s IJ @ procedures listed inthe inst

i the comstitubion amd rla
: and record gractice s’ amcedures Fawe

To enter, view, or change text in the note, click in the text box at the right side of the
note. The "Note" dialog box displays. Enter or edit your message then click the "OK"
button.

To delete the note, click on the note. This changes the box from yellow to blue. Press
the "Delete" key.

« Cell memorize — This command memorizes the current entry in an item or cell. When
you open a new form, the memorized value displays in the same item or cell.

To memorize a value, select the value in the item or cell. Select "Memorize" from the
"Cell" menu on the menu bar.

Edit | Cell Goto View Window F

| Pagem

To remove the memorized value from the item or cell, memorize a blank value.

Save your file! As you complete your Form LM-3, remember
to save your file often. When you select "Save" or "Save As"
from the "File" menu, the system adds the extension ".ifm" to
your file name.




Moving Through the Form

Moving Through the Form

Moving from item to item

To move the cursor from item to item (or to separate fields within an item), press the <Tab>
key. This is the preferred method for moving through the form. By using the <Tab> key, you
are assured of moving to the next sequential item or field on the form.

After you enter data in a particular item, press the <Tab> key. The data is automatically
formatted and the cursor moves to the next item.

2. PERICD CONVERED 3. (&) AMENDED — If this is an am|
M Dy YEAR Mied repar, oheoi hine
ren [0 1][0 1][20 0 0] © s et
. Th -:c:-E.LE.SJIjIﬂF‘n'— rlrr:r:nl_r.'!:
After you enter data in the | rugh |1 213 1 (12 00 0 VoL union as defned in Sect
first name field and press 8. MAILING ADDRESS
the =Tab= key, the first Firsl Marne
name is formatted and the |W I L LI A
cursor moves to the
beginning of the last name {"ﬁzm‘\
field. A )

To return to a previous item, press the <Shift> and <Tab> keys at the same time.
Moving from page to page

. <Tab> key - After you complete the last item on a page, press the <Tab> key to move
to the first item on the next page.

. Page tabs — Move back and forth through the pages by selecting one of the six "tabs"
displayed at the top of each page.

Fage 1 | FPage 2 I F"ag3 I Page 4 I [tem 24 - Continuation I [tern 56 I

.« Goto menu - Select the desired page from the "Goto"” menu on the menu bar.

= Informed Filler - [LM3_423456._ifm]

File Edit Cell [JEREY view ‘windaw
Page 1 I Fage 2 I p LM3Pagel
LM-3 Page 2 I
LM-3 Page 3
LK-3 Page 4
Item 5B 4

OLMS Webzite




Labor Organization File Number - Item 1

Labor Organization File Number - Item 1

In Item 1, you must enter the 6-digit file number which OLMS assigned to your union. Once
you enter the file number in Item 1, the system automatically enters it at the top of pages 2
through 4, the Item 24 continuation page, and all Item 56, Additional Information pages. If
you do not know your union’s file number, you can obtain it from the following sources.

Prior reports
Review your union’s copies of reports submitted to OLMS in prior years.
Mailing label

If the Form LM-3 was mailed to you with an address label, your union’s file number is the 6-
digit number printed on the first line of the label.

e
WILLT&AM HIRSCH (3) 423-456
FACTORY TWOREEERS3
L 277
269 EVERGEEEN 3T
JOHNSTOWN, F4 15900 1=/Z000

OLMS Website

Search the OLMS Website to find your union’'s file number. After first connecting to the
Internet, you may access the OLMS Website directly from the electronic Form LM-3.

Select "OLMS Website" from the "Goto" menu on the menu bar.

Edit Cell m Wiew Window  Form |retod
| Page 2 I P LM-3Page 1 - Contirati

Ve .
Lk-3 Page 3

_I_ Lk-3 Page 4
Employmerd | tEM 56 M LM-2
YT TR FOR USE BY L
OLMS wWebsite Pp——
| BEA

The OLMS Website displays in your browser.

Go to the LMRDA Reporting & Public Disclosure section on this site and follow instructions
for searching for a union by affiliation or organization name.

10



Labor Organization File Number - Item 1

To reach the OLMS Website outside the electronic Form LM-3, go to:

http://www.dol.gov/esa/olms_org.htm

OLMS field offices

Contact the nearest OLMS field office to obtain your union’s file number. You can access the list
of OLMS field offices within the electronic Form LM-3 by selecting "LM-3 Instructions" from the
"Form Instructions”" menu on the menu bar and then selecting "If You Need Assistance"” from
the Table of Contents.

You can also go to the OLMS Website (see above instructions) for the addresses and telephone
numbers of OLMS field offices.

11
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Using Pre-Fill Data

Using Pre-Fill Data

You can save time and ensure the accuracy of your union’s identification, mailing, and prior
year financial information entered on Form LM-3 by retrieving the pre-fill data from your
union’s latest report filed with OLMS. You must first be connected to the Internet to access and
retrieve your union’s pre-fill information.

In Item 1, enter your union’s file number and press the <Tab> key.

1. FILE NUMBER

423456 |

Get Pre-fill D ata I

Note: If you do not know your union’s file number, see Labor
Organization File Number — Item 1 in this User Guide.

Click the yellow "Get Pre-fill Data" button.

1. FILE HUMBER

[423-456|

The system displays a dialog box reminding you that you must be connected to the
Internet.

< Informed Filler EZ |

You must be connected to the Intermet for this function to work. 1f pou
are connected, click "0K." |f you are not connected, click "Cancel”
then connect ta the Intermnet and begin again.

Q. IE_ Cancel

Click the "OK" button.

The system displays a dialog box asking you to enter the fiscal year of the report you are
completing.

Enter the fiscal year in a 4-digit format, for example, 2000, and click the "OK" button.

12



Using Pre-Fill Data

< Informed Filler E3 |

The 'pre-till' ncludes information for ltems 4-8 and. if available from the prior pear
repart, financial data to pre-fill the start-of-reparting penod items in Statement A,
Enter in a 4-digit format the fiszal year of the report being prepared.

2000 |

] I Cancel |

The three types of pre-fill information on file with OLMS display.

‘fou hawe requested pre-fill data ®or the izcal wear: 2000
Fleasze review the informnati on provided bel o from the pre-fill deta and clickthe "0 pprove” check box of
each irfomation section to be used: (Mote: You maymake any necessary changes at this time.) _—
¢ AApprove Identification Infor mation K
1. Fike Pl 423456
P s o 01 000
To 12 31 2000
4 amialonOeganzation  FACTORY WO RKERS
£ Designation LU
& Designation Number OO277
'.L‘_.‘ Linit Hame __‘..'
S O approve Mailing Information it
& First Hame ILLLARA
Las? Hame HIESCH
F.0 o
Pumier and Street 269 EvERGREEM 5T
City JOHHST QM
\, SamadZecods  PA 15900 Y,
¢ QApprove Financid Information [Start of Reporting Feriod | ™
20.(8) Cash 14284519 32 (] Acoonis Pavable 321
T () Loans Recewabie 1] 33,4C] Loars Payabie o
2708 ULE: Treasury Securifies o 348 (0] Moriganes Payatbi o
L8] Imesiments rsooo 3571 Dther Liailiies 40
3900 Fised Assels 4 2500 35, 47] Total Liabifies 261
20 (8] Other Assets S00
k\_sl-:mm.:l-ums 0D8 5149 v,
wiould you like 1o use the pre-fill data displayed above™
ez [ Mo ]

Identification Information
Review the Identification Information section of the pre-fill display.

If it is correct, click the "Approve" check box in the upper left corner to have this
information automatically entered on the report you are completing.

13



Using Pre-Fill Data

TR Approve) Identification Information ™
1Mr 473456
2. Period Cowerad 01 01 2000
From
Ta 12 31 2000
4, Affiligtion'Organzation FACTORY WORKERS
5. Design ation L
G. Dresignation Number nozyy
'\E?. UnitHame _.f’ll

If the information is not correct, you may make corrections by clicking in the appropriate
field and entering the correct information. After you have made all corrections, click the
"Approve" check box.

Mailing Information
Scroll down to view the Mailing Information section of the pre-fill display.

If it is correct, click the "Approve" check box in the upper left corner to have this
information automatically entered on the report you are completing.

< CApprove) Mailing Infermation ™,
2. First Mame W ILLLA R
Last Mame= HIRSCH
F.0O. Box
Humber and Street 269 EVERGREEM ST
City JOHMETOWM
| StteandZip Code  PA 15600 A

If the information is not correct, you may make corrections by clicking in the appropriate
field and entering the correct information. After you have made all corrections, click the
"Approve" check box.

Financial Information (Start of Reporting Period)

Scroll down to view the Financial Information section of the pre-fill display. The amounts
displayed are from your union’s prior year report for the end of the reporting period. The
amounts reported in Items 25 through 36 in Statement A, Columns B and D last year
should be reported in Columns A and C, start of the reporting period, for the same items
on the report you are completing.

If it is correct, click the "Approve" check box in the upper left corner to have this
information automatically entered on the report you are completing.

14



Using Pre-Fill Data

NCEEED) Financid Infor mation [Stat of Repoting Period ) ™
0.(8] Cash 1428454 37 (3] Acoounts Payable 321
T6.(4) Loans Rensvabie 1] 33, ¢5] Loars Payabie 0
7081 U Treasury Securilies ] 14 47 Wcriganes Pavatie 0
ZE.(4) Irvesiments 15000 a8 0] Other Liabilities 4 0
0.4 Freed Assets 4 2500 35 (0] Total Liskifes 361
304 Cther Assots A 00
3.8 Tokal Assels D008 549
. A

If the information is not correct, you may make corrections by clicking in the appropriate
field and entering the correct information. You must also explain in Item 56, Additional
Information, why the amounts differ from your union’s prior year report. See Additional
Information — Item 56 in this User Guide.

After you have made all corrections, click the "Approve" check box.

Note: If for any reason you do not wish to use the pre-fill
data, click the "No" button at the bottom of the pre-fill display
to return to the form. No data will be transferred to the Form
LM-3 you are completing.

Click the "Yes" button at the bottom of the display to transfer the approved data to the

report you are completing.

Would vou like to use the pre-fill data displayed above?

[ fes ] o I

The system returns to the form which now displays all approved data for Item 2 (Period
Covered), Items 4 through 7 (union identification), and Item 8 (Mailing Address) on page 1

of your union’s Form LM-3. The yellow "Get Pre-fill Data" button is no longer active.

For CHSical Lt Cinlyt 1. FILE MUWSES 2. FEROD OOWERIED: [ 15) AMEORDED . sk s aceE regar COTRCENG B previsaly D
NO L& TEAR FHE SSPEST, CTEE R J
473 -456] |ren [0 1]0 1]E 00 0] " simmmnsmimnms, 0]
o () SLESEARY = Hdm s repo for o asbesdinry eogaaiot ioa of
E RC 40 fric: ] meegs |1 2013 1|2 00 0 WU Lrica 0 -SeRe i Saciod I Hes imeerecione, cuck b DJ

. MSILIKNG AODHESS

Firal Hisrsi

ik 1L LT A M |

La#l Mafa

[HTRSCH

1P O B, By i fed Moom B sbeed o dapd

A AFFILIAT I O DM RTEid MERE

FACTORYWM'ORKERS riorrisa i ard Sl
T CESIGHATICN (Lo, Lo, W] [ CES AT FIREE |2 64 EVERGREEMN 5T
LU T oty
T ONTHERE Ao — |._||:|HNST|:|'I.|'|.I'N
Stww FIP s b 4
s i~ a1 AN T
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Using Pre-Fill Data

Reminder: After returning to page 1 of the form, complete
Item 3, if appropriate, and Item 9 before moving to page 2.

Page 4 of the form displays approved data for Statement A, Columns A and C (Items 25
through 36.)

_ AEEETS =t of Mapsrbig Paied  |End o Higodling Pares LeBLITES Slirt of Mepebng Paiksl  |End of Ripertieg Peros
[ L (L] =1 n ] m]
;g_é;-;.;ﬁ-, |1 4248 5’5'|| . Dlli‘.‘-r.ccunls—F’u.al:b | ERERE o]
%g o5 Loans Renetvabie | 0 | | 0 | A3 Loans Fayable | 0 | | . o |
Ei 7. LS. Treasury Becuries | 0 | | o | P4 Morgapes Faryahie | 0 | | L 0 |
EE Z2. Irnesiments | 145 .I:I 0 Dl | N Dl 38, Other LabiRes | 410 | | o |
% 2o Food Assois | 4 2.5 0 Dl | Dl 35 TOTAL LIAEILITIEB | ,3 B | | o |
20 Other Assels | -5 oo | | o |
R 200585 9] D | [ e e | (2.0 D49 ]| o]

After retrieving pre-fill data, save your form.

Note: If you want to use the import feature for completing
Item 24, you should import your data after retrieving pre-fill
data and before completing other items. See Importing Data
into Item 24 in this User Guide.




Completing the Form

Completing the Form
There are several ways to enter information on the electronic Form LM-3:

. retrieving pre-fill data from OLMS
. importing data from existing files
. using text or numbers

. checking boxes

. selecting from drop-down lists

Pre-fill data

You can retrieve your union’s identification, mailing, and prior year financial information from
OLMS via the Internet. See Using Pre-Fill Data in this User Guide.

Importing data into Item 24

You can import data from your computer records using a specially formatted text file to
complete Item 24, All Officers and Disbursements to Officers. See Importing Data into Item 24
in this User Guide.

Note: If you use the pre-fill data and/or import data features,
you should complete these processes before completing other
items. First, retrieve pre-fill data and save your form. Next,
import data into Item 24 and save your form.

Entering financial information

When entering numbers for requested financial information, use whole dollars only —

CASH RECEIPTS AMOUNT

e

SR DURS L | 3 4- reda |
3O PerCapita Tam .o, | 1 0 |
40. Fees, Fines, Assessments & ork Parmits . | 2 8 0 |
1. Interest & Dividends .. | ! 2 323 |
42, Zale of Imvestments & Fixed Assek L | 1 . |
43, Other Receipts e, | 2 400 |
A4 TOTAL RECEIPTS e | 4 2- 363 |

17



Completing the Form

DO NOT ENTER:

. cents

. decimal points
. commas

. dollar signs

Automatic calculations

The electronic Form LM-3 automatically performs all mathematical calculations required in Item
24 and Statements A and B. See Financial Items 24 — 55 in this User Guide.

Checkboxes

Some items on the form are answered by simply making an entry in a checkbox. For example,
complete Items 9 through 18 and Item 21 by making an entry in either the "Yes" or "No"
checkbox.

Dy the Aeportimg Perod Oid Youwr Oy amizahion:
fes  MNo

10. Hawe a"subsidiary organization" as defined in
Section X ofthe instructions™ .ol g @

11. Create or participate in the admirstration of a
trust or other fund or organzation, as defined
inthe instructions, which provides benefits for
members or their beneficiaries™ ... |:|| |Z||

12. H litical acti it & [ PALC
o K

Press the <Tab> key to move to the appropriate checkbox which becomes highlighted.
Press any key to enter an "X" in the selected box. To uncheck the box, press any key while
in the selected box.

You can also click in the appropriate checkbox to both select it and enter an "X."

Depending on your answer to certain items, you may be prompted to provide additional
information in Item 56. See Additional Information — Item 56 in this User Guide.

Drop-down lists

When you move to an item having a drop-down list, the list automatically displays.
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Completing the Form

ACTORS & ARTISTES AFL-CIO a
AEROMALTICAL ExAMINERS MNAT
AFL-CIO

AGRICULTURE EMPLOYEES IMD

&lR LIME EMPLOYEES ASM ALPA £
&lR LIME PILOTS ASH AFL-CIO

Al TRAFFIC COMTROLLERS AFL-
&l TRAFFIC SPECIALISTS LINIEINLI

Move through the choices on the list by using the scroll bar or entering the first letters of
your selection. Make your selection by double-clicking on the appropriate choice.

AlR TRAFFIC SPECIALISTS LINIEIN:I
AIRCRAFT MECHAMICS ASM IND T
ALUMINUK BRICK GLASS WERS &
ASBESTOS WORKERS AFL-CID
ATLAMTIC INDEPEMDEMNT LINIOM |

AUTO WORKERS AFLLI0
BAKERY & TOBACLY WKRS AFLL
BARBERS STATE ASN IND =]

Your selection displays in that item and the cursor moves to the next item.

& AFFILIATION DR ORGANZATION HAME
ALUTOWORKERS AFL-CIO

If your union is affiliated with a national or international union and you are not using pre-
fill data, you must select your entries for Item 4, Affiliation or Organization Name, and
Item 5, Designation, from the drop-down lists. See Union ldentification — Items 4 — 7 in
this User Guide.
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Amended, Terminal, or Subsidiary Reports— Item 3

Amended, Terminal, or Subsidiary Reports — Item 3

Answer Item 3 only if the report you are completing is an amended report, a terminal report,
or a separate report for a subsidiary organization.

. An amended report is filed to correct a report previously filed by your union.

. A terminal report is filed if your union goes out of existence by disbanding or merging
into another union.

. A report for a subsidiary organization is a separate Form LM-3 reporting only the
financial information for a subsidiary organization, such as a building corporation wholly
owned by your union. This report is filed with the union’s Form LM-3.

Note: A separate Form LM-3 for a subsidiary organization
cannot be filed electronically but must be printed, signed
manually, and mailed to OLMS.

If none of these conditions apply to the report you are completing, leave Item 3 blank.

A (&) AMEMDED — IFthis i an amerced report porecling & pressoushy |:|
filed nepart, cheok hene
(5] TERMIFLAL — I your organization peased bo esist and this & ks |j
berminal report, sew Section X1 of e instruchiors and cheok hee
o SUBEIDARY — I ihés B 3 repan for & subsidian organizalion of
WL union % defnied in Sechion X of the instruchons, oheok Rene: IJ
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Union ldentification Information — [tems 4 - 7

If you are connected to the Internet, you can use the pre-fill data feature to retrieve data from
your union’s latest report filed with OLMS and automatically enter information in Items 4
through 7 (union identification), as well as in Item 2 (Period Covered) and Item 8 (Mailing
Address). See Using Pre-Fill Data in this User Guide. If you do not use pre-fill data, you must

Union ldentification — ltems 4 - 7

enter your union’s identification information in Items 4 through 7, as appropriate.

Affiliation or Organization Name

When you move to Item 4, Affiliation or Organization Name, the drop-down list of all affiliated

unions displays.

Affiliated unions

If your union is affiliated with a national or international union, you must use the displayed
drop-down lists for entries in Items 4 and 5 to ensure proper completion and accuracy.

. Item 4 - Affiliation or Organization Name - Select your union’s affiliation name from
the drop-down list. Move through the choices on the list by using the scroll bar or
entering the first letters of your union’s affiliation. To select an affiliation, double-click
the appropriate choice.

Your selection displays in Item 4 and the cursor moves to Item 5.

Chii

ACTORS & ARTISTES AFL-CIO -
AEROMALTICAL EXAMINERS MNAT
AFL-CIO

AGRICULTURE EMPLOYEES IMD

&lR LIME EMPLOYEES A5M ALPA £
&lR LIME PILOTS ASH AFL-CIO

&lR TRAFFIC COMTROLLERS AFL-L
AlR TRAFFIC SPECIALISTS LIHIEINj

Chai

AlR TRAFFIC SPECIALISTS UN||:|N:I
AIRCRAFT MECHAMICS ASH IND T
ALUMIMNUK BRICK GLASS WERS &
ASBESTOS WORKERS AFL-CIO
ATLANTIC INDEPEMDEMNT UMIOM |
AUTO WORKERS ."'ﬁ*FL-EZII:I

BAKERY & TOBACKY WKRS AFL-C
BARBERS STATEASNIND ____ =]
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Union ldentification Information — [tems 4 - 7

Note: The Item 4 drop-down list contains the commonly used
names or "short titles" of all union affiliations in the OLMS
database. The first name in the short title is based on the
keyword in the union’s name. For example, "Engineers" is the
keyword for Operating Engineers. This union would be found
in the list under "e" as "Engineers, Operating." If you cannot
initially find your union affiliation name, try another affiliation
keyword for your union.

. Item 5 - Designation Name — When you move to Item 5, a drop-down list of all union
designation names displays.

Move through the choices on the list by using the scroll bar or entering the first letters of
your union’s designation name. To select a name, double-click the appropriate choice.
Your selection displays in Item 5 and the cursor moves to Item 6.

L B T T 2] ¥

JOINT COMFEREMCE [JCOMF)

E2
JOINT BEOARD [JB] :I
JOINT COUMCIL [C) —

JOINT PROTECTIVE BOARD (JPE
LOCAL BRANCH (LB b

2. AFFILIATICH OR ORGARIZATION HAME
FACTORY WORKERS

5. DESIGMATION [Loca), Lodgs, aic |

The designation name for a national or international union is "National Headquarters

(NHQ)."

. Item 6 — Designation Number — When you move to Item 6, a dialog box displays
informing you that Item 6, Designation Number, includes space for a core designation

number and that space is also provided to add a prefix or a suffix, if needed. Click the
"OK" button.

- Informed Filler EZ

Iterm B: 'Designation Mumber' includes space for a core designation
humber. Space is alzo provided to add a prefiz or a suffis, if needed.

)4
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Union ldentification Information — [tems 4 - 7

The Item 6 data entry field is divided into 3 sections to display a prefix, the core
designation number, and a suffix. The cursor first moves to the core designation number
section.

3. DESIGHNATICN NUMBER

Enter your union’s core designation number in this middle section and press the <Tab>
key. For example if your union’s designation name and number is LU 277, enter "277."

5. DESIGMATION [Local), Lodge, afc ) . DESIGMATICN HUMBER
LL | 7

The number displays in the middle section and the cursor moves to the section in front
of the core number to add a prefix. Enter the prefix for your union’s designation number,
if any, and press the <Tab> key to move to the suffix section. Enter the suffix, if any,
and press the <Tab> key to move to Item 7.

Note: The majority of affiliated unions have only a core
designation number. If your union’s designation number has
no prefix or suffix, just press the <Tab> key twice after
entering the core number to move to Item 7.

Item 7 — Unit Name — If your union has any additional or alternate name by which it is
known, such as "Chicago Area Local," enter the name in Item 7.

Unaffiliated unions

If your union is not affiliated with a national or international union, ignore the drop-down list
and complete Item 4 and Item 7 (if appropriate).

Item 4 — Affiliation or Organization Name — Enter your union’s name in ltem 4.
Names of affiliated unions may display in Item 4 as you enter your union’s name. Just
continue typing until you complete the name and press the <Tab> key. Your union’s
name is automatically formatted in all upper case letters in Item 4.

4. AFFILIATICH OR ORGARIZATION HAME
ABC MAMUFACTURING EMPLOYEES

Because unaffiliated unions will not have entries in Items 5, Designation, and Item 6,
Designation Number, the cursor moves to Item 7, Unit Name (if any).

Item 7 — Unit Name — If your union has any additional or alternate name by which it is
known, such as "Chicago Area Local," enter the name in Item 7.
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Financial Items 24 - 55

Financial Items 24 - 55

Initial zeros in Items 24 - 55

When you first open the electronic Form LM-3, a zero (0) displays in Item 24, Lines 10 and 11
(page 3) and in Items 25 through 55 (page 4). Because the instructions for the form require
that you complete each of these items and enter "0" where appropriate, you only need to
complete the financial items that require an entry other than "0."

When you move to an item with an initial zero:

. If there is financial data to report and the correct entry is not "0," enter the correct
amount for the item and press the <Tab> key. The "0" is replaced with the number you

enter.

If there is no financial data to report and the correct entry is "0," just press the <Tab>
key to move to the next item. The "0" remains.

CASH RECEIPTS AMOUNT
Hem

| 3476 0]

S8 PerCapita Tam ..o | 2 o |

40. Fees, Fines, Ascessments & W ork Permits ... El_

Note: Officers signing the report are personally responsible
for its accuracy. Therefore, it is important that the information
entered in each item is correct and that zeros only appear
where appropriate on the signed reports. Do not leave any of
the Items 24 through 55 blank.

BB DUES

Automatic calculations

The electronic Form LM-3 automatically performs all mathematical calculations required in Item
24 and Statements A and B.

Data entry fields — The fields for the financial items you must complete have blue
borders.

. Calculated fields — The fields that are automatically calculated are "display only" fields.
You cannot change or manually override the calculated value by directly entering a
different value. Calculated fields have black borders.

When you enter a number for a financial item and press the <Tab> key, the associated
calculated field displays the new value. For example, when you enter a number in Item 41,
Interest & Dividends, the system automatically calculates and displays a new number in Item

44, Total Receipts.
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Financial Items 24 - 55

Mew amount entered
in Iterm 41 updates
total in Item 44,

Completing Item 24

You can either manually enter data in Item 24, All Officers and Disbursements to Officers, or
import data from a specially formatted text file. See Importing Data into Item 24 in this User

Guide.

To manually enter data:

Start in Line 1 of Column A. Enter the last name of the officer and press the <Tab> key to

39, Per Capita Tax =

2. Interest & D

42, Sale of Investmeants

44 TOTAL RECEIFTS

Fines, Assessments S0 ork

43. Other Receipts ...

S Fixe

move to the first name field.

Enter the first name. Continue to Columns B through E by pressing the <Tab> key and

(A1 Mame - Last Firzt

(B Title

EMNYDER

entering the required information. Do not leave a blank in any column.

For entries in Column C, Status, you can also select from a drop-down list. Click the down

arrow and select Continuing Officer (C), New Officer (N), or Past Officer (P).

After you complete Column E and press the <Tab> key, the total of Columns D and E for
the line displays in Column F. The cursor automatically moves to Column A of the next line.

(0 Status =

%
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Financial Items 24 - 55

zross Salany Allowwan ces
(before taxes and and Cther
other de ductions) Disburz ements Total
ey (E) LFl
& 0 00 321 6B 3 21

Continue entering information for all your union’s officers. Remember to enter the names
of all officers even if your union did not pay them.

If you need to enter information for more than seven officers, click the yellow "lItem 24 —
Continue" button to display a continuation page.

2. Totak from additional pages §F amv) [ ttern 24 - Continue ]

Enter information on the Item 24 continuation page for all remaining officers. Use the scroll
bar on the right to move up and down the page to view all records. When you have
entered information for all officers, click the yellow "Return to Item 24" button.

OFFICERS (mnunmd) |F-!etl_|rn To rtemEdI

Gross Salany Allovean ces
(before taxes and and Cther
other deductions) Disbursements
status ” =N [E)
-

The system displays Item 24 on page 3. The system has calculated the totals for entries on
the Item 24 continuation page and displays them in Line 8. The totals for Lines 1 through 8
are displayed in Line 9. Enter the total amount for deductions in Line 10. The system
calculates the net disbursements displayed in Line 11.

Enter the total amount for deductions in Line 10,

5 Tolak of Lines 4 through B 10400 943“[“*-111343
%_—E'_E Do | _E_Q_T_E |'_‘:>
Thee Tolal from Line 41 in P 45 <aLn ot Desbursemenis .8 4_1__-—_:

Met disbursements automatically calculated
and displayed in Line 11,

Net disbursements are automatically transferred to Item 45, To Officers, on page 4.
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Financial Items 24 - 55

tem

CASH DISBURSEMEMTS

AMOUNT

8418
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Importing Datainto Item 24

Importing Data into Item 24

The electronic Form LM-3 gives you the option of importing a database file that you may
already have into Item 24, All Officers and Disbursements to Officers.

The data you are importing into Item 24 must be in a pipe delimited ascii text file (with a .txt
extension). Most database programs will export data to a file in this format.

The fields in your data must be set up as follows:

Last Nane| First Name| Titl e| St at us| GrossSal ary| Al | owances[cr/|f]

where [cr/If] = carriage return/line feed

Warning: Do not leave any fields blank. In the numeric
fields such as salary or allowances, enter a zero if there is no
financial data to report. If you leave any field blank, you may
not be able to import or the data imported into Item 24 may
be incorrect.

The system limits the length of each field. Do not exceed the maximum number of characters
listed below for Item 24 fields:

Field Name Char:c(?céf’);
Last Name 16
First Name 10
Title 19
Status 1
Gross Salary 7
Allowances and Other Disbursements

For ease of retrieval, give your file a meaningful name, for example, Item24_import.txt. Your
file (when opened in an ascii text editor) should resemble the following:

Snyder | Paul | Presi dent | C| 6000| 321[cr/1f]

Pol osky| Stel | a| Vice President|C 200|0[cr/If]

O Rei | | y| Kay| Fi nanci al Secretary| P| 450|0[cr/If]

Hi rsch| WIliam Financi al Secretary| N 2550] 622[ cr/1f]
Abr aham Robert| Recordi ng Secretary| C| 1000| O[cr/|f]
Li nsey| Martin| Trustee| C| 200| O[cr/ | f]
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Importing Datainto Item 24

Warning: Enter pre-fill information and save your form
before you import data into Item 24. (See Using Pre-Fill
Data in this User Guide.) Once you complete the import
function, you will no longer be able to retrieve pre-fill data.
Also, once you import data into Item 24, you will not be able
to import data into that item again. Therefore, if there was a
major problem with the import, close the form without saving
it. You can work with your information technology team or
call the OLMS Help Desk at 1-866-319-2675 to help you to
correct problems in your import data. After you have
corrected any problems, open your previously saved form
(which has any pre-fill data you might have used saved in it)
and try the import again.

To import data into Item 24:

Save your form.

From the "File" menu, select "Import Item 24."

A file box displays. Navigate to the drive and directory where your import data file is

Edit Cell Gaoto Miew “Window Farm

=E Mew Document... Chil+M lterm 24 - Cont
Open Ctrl+0

l Cloze Clrl+af _
Save Chrl+5
Save bz FORM L
Eomward... Chil+F e LszLf:-'
Errar Surnmary 1 FILE HUME
Sign 3 4273
bt b 0 Ch & e
Fage Setup..
Print Ctrl+F
E xit Ctrl+0

I

located and highlight the file name in the list. Click the "Open™" button.
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Importing Datainto Item 24

Import Item 24 Data EHE

Loak in: Iﬁ 3% Floppy [4:] j | Ic_uf{l |
itern2d_impork. kat

File name: I Open

Files af type: II:Ifficer Crata [* k) j Cancel

A dialog box displays, reminding you that you can only import into Item 24 one time and
that once you do you will no longer be able to get pre-fill data, and prompts you to indicate
that you want to proceed with the import. Click the "Yes" button.

% Informed Filler E4

“'ou can only import into ke 24 once. After the data iz imported, the
irmport menu option will be dizabled. Alza, the import process can take

up to 10 minutes for large numbers [e.g. 2000] of entriez. Do you want
to proceed?

es Mo

The system imports the data into Item 24. If you have a large amount of data to import
this can take a few minutes.

If the import is successful, a dialog box displays, telling you that the import process was
successful and the total number of records imported. Click the "OK" button.

: % Informed Filler |

@ The import process was succeszsful. A total of B records were imported.
|

Ok

The Item 24 continuation page displays. The data for the first seven records imported
display in Item 24 on page 3 and the remaining records display on a continuation page.



Importing Datainto Item 24

[CROARLEA TR FRME
FACTORY WORKERS Fuesomeen B 2 3 - 4 8 B
EFDIG CATE OF PERICD COWERED
120312000
24, ALL OFFICERS AHD DISBURSEMENTS TO OFFICERS  [confinued)
Sross Balary Alrearces

(efore tases and and Crher

othier dedushons) Cishirsements Tictal
L] Marme - Last First S Tibhe: o] Siahas ® [u]] =l (F

L ==

Click the yellow "Return to Item 24" button at the top right of the continuation page to
view the first seven records. Click the yellow "lItem 24 — Continue™ button at the bottom
left of Item 24 to return to the Item 24 continuation page to view the remaining records.

Review the data to make sure that it is correct, then save the form.

Note: Once you save the form, you can make changes in the
fields in Item 24

Checking for errors

If it looks like there was a problem with your import, for example, some data is missing, you
can check the import log for any entries that were not imported because of formatting errors.

Note: It is a good idea to check the import log as a matter of
course, particularly if you are importing a large amount of
data.

To check the import log:

Open Windows Explorer and go to the directory into which you installed the Informed
program (typically C:\informed). Look for a file named "ltem24_import.log."

_E']Item?d impoart. log 1B LOG File

Open the file using any text editor, such as Windows Notepad. If any records were not
imported, they will be listed in this file.

E ItemZ24_import.log - WordPad

Eile Edit “iew Inzert Fomat Help

Nz | S &l vEw] o] B

S Linsey|Martin| Trustee|c|200]

If all the records were imported correctly, this file will be blank.
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Importing Datainto Item 24

Eile Edit “iew |nzert Fomat Help

] == = = s =y

For hints on formatting data in an Excel spreadsheet to insert
into Item 24, see Importing Data from an Excel Spreadsheet.
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Additional Information - ltem 56

Additional Information - Item 56

Your entries in certain items on the electronic Form LM-3 may require additional information in

Item 56.

System Notification

After you make an entry that requires additional information, the system will automatically
notify you by displaying a dialog box explaining what additional information is needed.

= Informed Filler

additional information required by [tem 14,

IF*r'es" ta ltem 14, enter below for incluzion in ltem 56 whether the audit wasz
performed by an outside accountant or a parent body reprezentative and

Enter your explanation in the dialog box and click the "OK™"™ button.

% Informed Filler E3

[f “'es' o [tem 14, enter below far incluzion in (kem 56 whether the audit wasz
performed by an outside accountant or a parent body representative and

additional information required by kem 14,

Herbert Swieq, Certified Public Accountant, Johngtawn, FA,

]S

Cancel

Click the "lItem 56" tab at the top to display the Item 56 page.

Your explanation is entered on a separate Item 56, Additional Information page which also
displays your union’s name and file number, the ending date of the period covered by the

report, and the item number for the additional information.
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Additional Information - ltem 56

FPage 1 I Page 2

I Fage 3 I Page 4 I Item 24 - Continuation  [bem 56 |

IAMLEATION KeME

|FACTOR T VD RKERS ((Remmraget ] e e
1212000 .\
56. ADDITIONAL INFORMATION _ (contimued) L

I m Mok
14

Herbert Zwieg, Cerdfied Fublo Aocouniand, Johnshosn, PA,

Other Item 56 entries

You may also provide additional information directly in Item 56 by clicking the yellow "Click
to Enter Item 56 Information" button in the Item 56 area of page 1.

51, ADCUTICHAL INFURRATION
I m Mok

CEck o Entar
Bem 56 Informatisn

The Item 56, Additional Information page displays. Enter the number of the item to which
the information relates in the Item Number column. Enter "56" in the Item Number column
to identify additional information not associated with any specific LM-3 item.

Note: Additional information entries do not display or print in
Item 56 on page 1 of the form. A separate Item 56 page is
created for each item requiring additional information. For
example, if you made entries in Item 56 for two items, the
report will contain two Item 56, Additional Information pages.

To view other Item 56 pages in your report, click the forward or back arrows. Buttons on
the page also allow you to delete or add an additional information page and return to page
1 of the form.
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Additional Information - ltem 56

Page 1| Page 2| Page 3| Page 4] Item 24 - Continuation  tem 56 |

O AFATATON Rt i i
FACTORY WORKERS Raturn To Fage 1 ] 13-4488
TIOTRS DA TE LF PN LU EREL
(2512000 oL

= o P
55. ADDITIONAL NFORMATION oomfinueq)  ——d (G 9
TEET D |

mE Tha i of Looad 975 peroal fnancial oficer i fransa) secrois -

Click arrows to view other Iterm 56 pages,
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Changing Officers' Titlesin Items 57 and 58

Changing Officers’ Titles in Items 57 and 58

When an officer other than the president or treasurer signs the completed Form LM-3, you
must provide the title of the other officer and explain why the president or treasurer did not
sign the report.

After completing all other items on the form, click on the title in Item 57 or Item 58. The
title is highlighted and a drop-down list displays.

hie penatties of law, Hhat al of te informmatian subm ithed in his seport {inciuding the information contaired
ke inirefindge and bediel, frue, comend, and compliele (B Section W1 on penalies incthe rstruciions )

.[58' San ) Run Emor Sumary to Clear EEAT R —
Report for Signature I cther title

sae vEfruchans. |

Dt Tedephone Numbear

FINAMWCIAL SECRETARY :I
OTHER

PRESIDEMNT
SECRETARY-TREASURER
TREASURER ﬂ

If an officer other than the president will sign the report in Item 57 (or other than the
treasurer in Item 58), click the appropriate title, if available, in the drop-down list to
display it in Item 57 or 58.

If the title is not available in the drop-down list, double-click "Other." A dialog box displays
requesting the appropriate title. Enter the appropriate title in the dialog box and click the
"OK" button.

< Informed Filler Ed

“'ou have selected '0THER'. Flease enter the appropriate title [up to
20-characters) below:

aE. Cancel |

The new title displays in the form.

FRarCIal
SECRETARY

|1 other tilla
see iEfruchans. |

Press the <Tab> key. A dialog box displays requesting an explanation for entry in Item 56,
Additional Information. Enter your explanation in the dialog box and click the "OK" button.
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Changing Officers' Titlesin Items 57 and 58

< Informed Filler Ed

Iberm 58: *Y'ou must explain in ltem 56 why the arganization's treazurer did nat
zigh the report. Pleaze provide those details below for inclusion in [tem 56.

The title of Local 277z principal financial officer iz inancial secretam] -

See also Additional Information — Item 56 in this User Guide.
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Checking for Errors - Error Summary

Checking for Errors - Error Summary

Before signing and submitting your union’s report to OLMS, you must check it for errors or deficiencies
by running the Error Summary and reviewing the Error Summary results.

To begin, select "Error Summary" from the "File" menu.

A=W Edit Cel Goto “iew window Fomm nstroctions  Help

Hew Document... Ctr+N [tem 24 - Continuatian | [tem BE I

e I
Cloze Chel+haf

Save Ctil+5

Save As.. FORM LM-3 LABOR ORGAN
F [ FomusE BY LaBOR ORGANIZATIONS WITH LESY
_I:ITWEIrlj... Ctrl+F b urder PLL BE-257, as amended. Failure fo comgly mary resull i
Impart [tem 24

READ THE INSTRUCTIOMNE CAREFULLY

1. FILE HUMBER 2. PERICD COVERED
o Sumay | 5,
S ¥ From |:| 1 D 1

ign
St b LR Thaugh (1 2 |{3 1

Page Setup... & MAILING AL

Erint Ctl+F Firsl Harme

— v 1L
Last Name |

The Error Summary displays in your browser.
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Checking for Errors - Error Summary

LM-3 Error Summary

Affiliation/Organization: FACTORY WORKERS

Designation Name: L
Designation Number: am
Unit MName:

File Mumber: 423456
Fiscal Year Ending Date:

Won rost correct the following erors or deficiencies hefore subrnission of this report to the Office of
Labor-Ivlanagerment Standards (OLIWIS).

ITEN 2 (perod covered) rmst be cornpleted.

In addition, the following errors or deficiencizs shonld be corrected before subraission of this report to
OLIS to lessen the Likelihood that sour union will be required to file an amended report at a later date.

Error

ITEMI 14 (audit ar reviewr of books) was answered 'yves. Howeneer, a statement of whether the audit
oF revier was performed by an ontzide accountant or parent body anditorfrepresentatioe was not
provided in Tter 56 (additional information). I the audit was conducted by an outside accountant,
the name of the accourtant or accourting firm must also be provided in Ttem 56

Note: The Error Summary lists the LM-3 items which may
need correction or an explanation in Item 56, Additional
Information. You can print the summary to use as a reference
when you return to the Form LM-3 to correct errors. Follow
your Internet browser’s instructions for printing a copy of the
Error Summary.

To return to the Form LM-3, click the "Continue" button at the bottom of the Error Summary screen.
If you are using Netscape, the system closes the browser.
If you are using Internet Explorer, click the "Yes" button in the dialog box to close the browser.

After you have corrected or resolved the errors or deficiencies listed on your Error Summary, run
the Error Summary again to check that you made all necessary corrections.
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Checking for Errors - Error Summary

LM-3 Error Summary

Affiliation/Organization: FACTORY WORKERS
Designation [Name: Lu

Designation Number: T

Unit Name:

File Numbher: 423456

Fiscal Year Ending Date: 1203152000

The report is ready for signature and submission to the Office of Labor-Management
Standard (OLRMS).

Signature Requirements

The report may he submitied to OLMS electronically or it may he printed and mailed to
OLMS. In either case, the conpleted annual financial report must he signed by hoth the
president and reasurer or corvesponding principal officers of your organization for
submission to OLRS. Digital signatures musi be used to sign the form if the report is to he
electronically submitted to OLMS. Contact the OLRS Help Desk at 1-B66-319-2675 if you

have any questions regarding ohiaining and using digital signatures.

If you forget to run the Error Summary and attempt to sign the report by clicking on the "Sign"
button, the system reminds you to review the LM-3 Error Summary to check for errors on the form
before applying the digital signature.

Humber and Strest
T

FACTORY WORKERS

|BEEEEREY o Informed Filler F ST

LU

zighature. Pleaze click Error Summarny below to review the Lid-3 Errar

e @ You must check far errars on the barm pricr ta applying the digital

Surnmary

18 fre WL Orgar
(¥ "Fa, " prowid

SE. ADDITIOMA

jern Himbe:
e E tror Summarny Cancel |
Click to BEnter
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To run the Error Summary from this reminder box, click the "Error Summary" button.
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Printing the Form

Printing the Form

After you have completed the electronic Form LM-3, run the Error Summary, and corrected any
errors noted on the Error Summary, you can sign and submit the report electronically. See
Digital Signatures and Submitting a Form Electronically in this User Guide. Alternatively, you
can print a paper copy of the form, have your union's president and treasurer sign it manually,
and mail it to OLMS. Remember to keep a copy of the report for your union’s records whether
you submit your union’s form by mail or electronically to OLMS.

Select "Print" from the "File Menu" on the menu bar.

[REW Edit Cell Goto Wiew b

Mew Document...  Chil+M

Open Chrl+01

Cloze Chrl+a
Save Ctrl+5

Save bs...

Forward... Ctrl+F

Impart [tem 24

Error Summary
Sign r
Sttt b A &

FPage Setup..

)
E zit Chil+3

The "Print" dialog box displays.
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Printing the Form

Print 7| %
— Printer
M ame: COMPAD PAGEMARG 15 Properties |

Statuis: Default printer; Ready
Type: COMPAD PAGEMARD 15 [3.x]

YWhere:  LPT1:
Camment: [ Print to file
— Print range — Copies
& 4l 35 pages MNumber of copies: 1 =
i Fagez  from; |1 b |35 E H
: : I~ | Callate
) Seleation Iﬁl
— Print Optionz

Frint I Current Record j Eeit ablabel pasiticn: I

Q. Cancel

Note: The print range in the dialog box displays 35 pages,
the maximum number of pages allowed for the form. When
you print the Form LM-3 with "all 35 pages" selected, only the
4-page form; any continuation pages for Item 24, All Officers
and Disbursements to Officers; and any Item 56, Additional
Information pages will print.

Click the "OK" button to print the form.

If you have a problem printing the form, consult User Information from the electronic Form LM-
3. Select "User Information” from the "Form Instructions” menu on the menu bar, then select
"Printer Settings."

Uszer Information




Submitting a Paper Form

Submitting a Paper Form

As an alternative to electronic submission, you may print the completed Form LM-3 for manual
signature and submission by mail.

Clear the Error Summary message

After you complete the electronic Form LM-3 but before you print and sign it, you must
clear the Error Summary message displayed in the signature area of Items 57 and 58 by
running the Error Summary and making any required corrections.

Lo o ke arcdermigrad ﬂ,m%ww decimres unded e sppicabe perabiss of e i ol of e iclorraticn aonsted in Hi repan ecleding e irlcrration coslamec
Ay EEREEEE St K '] i e bt of B usderigeets rraliips axd belel e e, and gl (Sas Secticd W oo parabes B e reiactie
(73] /Fun Error Summaryto Clear ™y "= (=30  Fun Error Summaryto Qear s o
i T ol MN, 1 T b b,
N Feport for S LI Report for SighaiM e L0WEN,
— R TIafhGm Mo Thl Telphorms Hureer

Note: Your report will not be accepted by OLMS if the Error
Summary messages in the signature blocks have not been
cleared.

Print the form

When you have cleared the Error Summary message, print a full copy of the Form LM-3
including Item 56, Additional Information pages. See Printing the Form in this User

Guide.

Sign and date the form

Both the president and treasurer or corresponding principal officers of your
union must sign the report in Items 57 and 58 in black ink. Original signatures of
two officers are required on the paper Form LM-3 filed with OLMS; stamped or
mechanical signatures are not acceptable.

If officers other than the president or treasurer sign the report, see Changing Officers’
Titles in Items 57 and 58 in this User Guide.

You cannot enter and print dates for signatures on the electronic Form LM-3. Therefore,
you must manually enter in Items 57 and 58 the dates the report was signed by the
officers when submitting a paper form.

Forward a form to other persons

If you have e-mail software installed on your computer, you can send your form to other
persons for review or further processing. See Digital Signatures and Submitting a Form

Electronically in this User Guide.

Mail the form
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Submitting a Paper Form

Mail the original completed and signed Form LM-3 and any required attachments to:

U.S. Department of Labor

Employment Standards Administration
Office of Labor-Management Standards

200 Constitution Avenue, NW, Room N-5616
Washington, DC 20210
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Digital Signatures and Submitting a Form Electronically

Digital Signatures and Submitting a Form Electronically

Your union’s president and treasurer must obtain digital signatures and sign reports that you
submit electronically. Information on obtaining digital signatures and instructions for electronic
submission of the completed Form LM-3 are available on the OLMS Website at:

http://www.dol.gov/esa/olms_org.htm

As an alternative, you may print the completed Form LM-3 and submit it by mail to OLMS. See

Submitting a Paper Form in this User Guide.

Forwarding a form

The electronic Form LM-3 has a built-in feature for sending your form to other persons via e-

mail for review, further processing, or digital signature.

Before forwarding your form make sure you have saved the most recent version and that it
is displayed in the active window. Select "Forward" from the "File" menu on the menu bar.

| Eile Edit Cel Goto Yiew

MNew Document...  Chl+i

Open Ctrl+01

Cloze Chrl+d
Save Ctrl+5

Save Az,

The "Mail System" dialog box displays. Select your e-mail program from the drop-down

list. Choose "Internet Mail" (SMTP) if your program is not listed.

< Mail System Ed [

Send using: IMic:rclsnftE:-:n:hange [(MAP =

Eudora Pro (MR

OE.

The "Send" dialog box displays.

oft Exchange [MaP|]

Grouptefize (AP

tAP| compliant
ticrozoft Mail [MaP!)
Microzoft Qutlook [MaP)
Internet Mail [STF
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Digital Signatures and Submitting a Form Electronically

To.. I j Send
Le.. I J Cancel
Beo... I j
Subject: |Lk3_423456.ifm | Settings...
teszage Body:
Send A Send:
[nformed data [=.ifm) j Il:urrent Record j Mare 5

Enter the e-mail addresses of the persons to whom you are sending the form along with
your message in the appropriate spaces and click the "Send" button.

Note: Persons receiving your form must have the electronic
Form LM-3 and Informed Filler installed on their computers to
view, edit, or apply digital signatures to the form.




Getting Help

Getting Help
You can get help in completing the electronic Form LM-3 from a number of sources.

Form instructions

You can access a full set of the Instructions for Form LM-3, which give item-by-item guidance
for completing the form, directly from the electronic Form LM-3.

Start the electronic Form LM-3 and select "LM-3 Instructions"” from the "Form Instructions”
menu on the menu bar.

:

The Instructions for Form LM-3 display in your browser. Scroll down to the Table of
Contents and select the appropriate topic or item.

User information

You can access information on the electronic form operation directly from the electronic Form
LM-3. Topics discussed include system requirements, printer settings, digital signatures,
electronic submission, navigation, import procedures, pre-fill data, and OLMS Help Desk
information.

Start the electronic Form LM-3 and select "User Information"” from the "Form Instructions"
menu on the menu bar.

Pl W Form [nstructions  Help

Lk-3 Instructions  Chil+L

Uszer Information

1] Item 24

User Information displays in your browser. Select the appropriate topic or item in the Table
of Contents.

Informed Filler

You can access information on Shana’s Informed Filler program operation directly from the
electronic Form LM-3.

Start the electronic Form LM-3 and select "Contents” from the "Help” menu on the menu
bar.
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Getting Help

Form Instruu::hnns I"Il:l

- Cantinuation I Ite M
_ Contacting Shana
Template Help

LM-3 LABQI|  Begister..

ISE BY LABOR ORGANIZ About Informed Filler. .

- e

L ]

A list of available topics displays.
OLMS Help Desk

If you have problems using the electronic Form LM-3 which you are unable to solve with the
information in this User Guide or the above sources, contact the OLMS Help Desk at 1-866-319-
2675.

OLMS field offices

If you have questions about completing items on the Form LM-3 or other reporting questions,
contact the nearest OLMS field office. You can access the list of OLMS field offices within the
electronic Form LM-3 by selecting "LM-3 Instructions” from the "Form Instructions” menu on
the menu bar and then selecting "If You Need Assistance" from the Table of Contents.

Addresses and telephone numbers of OLMS field offices are also on the OLMS Website at:

http://www.dol.gov/esa/olms_org.htm
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Appendix 1 - Importing Data from an Excel Spreadsheet

Appendix 1 - Importing Data from an Excel Spreadsheet

The following instructions tell you how to format data from an Excel spreadsheet to import into Item
24 on the electronic Form LM-3. If you use a different spreadsheet program the steps you take will be
similar to the ones below.

In Excel, strip out all headings and totals so that all you have on your worksheet is the raw data
in the appropriate format. Be sure to refer to the Instructions for Form LM-3 to ensure that the
data to be imported will accurately report the required information.

From the "File" menu, select "Save As."

2 Microsoft Excel - LM3_Item24_xls

”ﬁlﬁ Edit “iew Insert Format Tools Data Window Help
0 O wew... I L L AR AT AN
o & e T EEs=HEs %, 8a|E
Close
& save Chrl4+5 | O | E | F | e

1| | 5000 321

2 Save as HTML. .. C 200 a

3 Save Workspace, .. F 450 o

4 M 2660 22

g Page Setup... C 1000 0

b Prink Area 2 C 200 0

7 E'p. Prink Prewview

g & Prirt... Chrl+P

In the "Save as type" drop-down list, select "Text (tab delimited)."
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Importing Data from an Excel Spreadsheet

Item24_xls

Tamle Piaka Whindmon Wede

P K
Bl Save As 2| |~

Save in: ||:| Work
| Save I
Cancel | |
Oplions, .. |

—|:r|-r|-n-:"'r|| | |":'|

File parme: ILMS_Item24 ;l

Save as kype:  |Tewxk (Tab delimited)

Microsoft Excel Warkbook,
Template
Forrnatted Text (Space delimited,

Text (Tab delimited)
Microsoft Excel 5.0/95 Warkbook,
Microsoft Excel 97 85,0795 Workbook j

Click the "Save" button.

Note: Remember the name of your file and where it is saved
on your system.

Once you have saved your file in a tab delimited format you need to open the file in a word processor
or text editor and replace the tabs with pipe (*'|") symbols.

Follow the instructions below if you are using Microsoft Word as your word processor. If you use
another word processor, the steps may differ but the procedure will be similar.

Open Microsoft Word.
From the "File" menu, select "Open."

Navigate to the drive and directory where you have saved your text file. From the "Files of type"
drop-down list, select "All Files."



Importing Data from an Excel Spreadsheet

Joren . T ]
| Look in: ||:| Wwork

ame | Size

[ ... | Modified

= & &lele sle sl J
|

L open |

S0 M3 _Ttemzd bxt

Find files that match these search criteria:

1EE Tex... 10/24)2001 5:40 PM

Cancel |
advanced. ., |

File name: ¥ [ Text or properky:
| [ |

j Eind Mo |

Files of bype: IF'.II Files j Last modified: Ian';.f kime

j Mew Search |

| 1 Files) Found.

Select the text file you created and click the "Open" button.

Your document should look something like this:

W Microsoft Word - LM3_ltem24_txt

”Tﬁ File Edit “jew Insert Format Tools Table Window Help

D8Ry | iR v o8&

“ Plain Texk *  Courier Mew 10 =B I O ||§ =
EE---|---1---|---2---|---3---|--4 I + g I :

bn}*der Paul President C aloo 321

Polozsky jrella ¥ice Preszident C 200 1]

0'Reilly Kay Financial Secretary P 450 ]

Hirsch William Financial S5Secretary N 2550 B2

Abrahan Robert Becording Jecretary C lo0oo0 0

Linsey Martin Trustee C 200 0

From the "Edit" menu, select "Replace.” The Find and Replace dialog box displays.

In the "Find what:" field enter ~t (the carat symbol which is <Shift> 6 on your keyboard and a

lowercase "t") . This is Microsoft Word’s code for a tab.

. In the "Replace with:" field enter | (the pipe symbol, which is located below the <Backspace>

key on your keyboard).
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Importing Data from an Excel Spreadsheet

. Click the "Replace All" button. The system displays a message indicating the number of
replacements made.

Find and Replace 7| x|

Find Replace | Go To |

Find what: ;I Eind Mexk
[

Zancel

Replace with; II Replace

Replace ol

Mare ¥

AR

Save your file.

You are now ready to import the data following the instructions in the User Guide for the form you are
completing.
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