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Introduction

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

Welcome to the Electronic Form LM-4

The U.S. Department of Labor’s Office of Labor-Management Standards (OLMS) is pleased to
introduce the new electronic Form LM-4. You can now complete your union’s Form LM-4 quickly
and easily using your computer and this software.

Why should you choose to complete your union’s Form LM-4 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.

. 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-4 instead of the paper form. It will make
filing your union’s Form LM-4, quicker, easier, and more accurate.



Starting the Electronic Form LM-4

Starting the Electronic Form LM-4

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-4

Double-click on the electronic forms icon. A list of available Informed templates displays.
Select "LM-4 Form" and click the "New" button.

< Hew Data Document [ x|

Select from the templates below to create a new empty data document from
an available termplate.

|I'I".I'IIIEd. - Clhick “Add Other Template..." to add another termplate o the templates
falder.
ILn[:aI Templates j

— D escriptiorn:

EI:" Lt-2 Form File narme: LM4Farm.itp -
= Template 1D: LM4Farm

]2 - .

S s lom Revizion: RC 4.01

Avthar: OLMS

(Organization: Department af Labor
Form Li-4 Labor Organization snnual
Report template. For uze only by labor
arganizations with less than $10.000 in
it total annual receipts. *

Add Other Template... f e I}J Cancel

The first page of the electronic Form LM-4 displays. Consult the table of contents of this
User Guide for detailed instructions for the various features of electronic Form LM-4
software.



Starting the Electronic Form LM-4

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-4, 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-4

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-4

Laok in: |EData j | ﬁl |
8L LM4_430997 ifm

File: name: || Open

Files af type: IInfnrmed data [*.ifrn) 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 Lk4_430937 ifm

E xit




A Look at the Electronic Form LM-4

A Look at the Electronic Form LM-4

When you start the electronic Form LM-4, the form displays on the screen ready for data entry.
Because the electronic Form LM-4 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 e s FORM LM-4 LABOR. ORGANIZATION ANMUAL REPORT ot o Unmpare e g

l:ll.I?:Tﬂ.H’lEm Sinaciesc
W ol IFUI USE ORILY BY LABDT OREERIZATIONS #ITH LESS TH&MN 510,03 N TOTAL AMMUAL RECEIFTES | I:n.'l-‘\ll || -l:"m

This gsorl B AEnSElory usdal " L B5-25T, &8 arnded. Failus b sl e ficiel? 0 o856 mill paesaculen, Brem, or ol sen el o Srovided by 259 LS00, 53080 440

READ THE MSTHUCTIONS CAMEFULLY EEFOME PMEPAM MG THIS REPURT

For Ofcal Lk Oin by L FLE MUH3Es 2. FERIDOD COvERED A | AMENCED - || tha @ ah erssoed npoil O34 ieding & phinscinly D
MO DAY TEAR e magert, CReck b

[ ]| R SR R T
RC 40 b
E | Get Pre-dl Dxa I Thrtregh

B NAILIKG AODHERS

Firil Hias

.0, B - Buildisg asd oo KuTiber (T asyd

Plaribeai ifed Sl
A AFFILIATION OH DFEAMNEATION MAME | |

i e, L ) CESTGHA I TTOWGEN | |

T LT MANE AT and Eds T ok & 4

. ADCHTICHRAL. INFURMATION

Iam Humbar

Clck To Enter feem 18
g Information
Eror Summary hfc'nTnati-:ln]
i o s anclernignad, claly sashared offican of e above BSor orpenimiion, decierea. usder B spplcakis mul el s, Bmi ol of e ikrration wireiisd in s repart (ecedng e iekenatioa ﬂlru:ru.
BEDTEERENG mc-'mllum\nm: ithe pigesiany aed @, 13 e bel of e ondesvigrec’s onoslsogs anel belr, ina coTedt, sad comobse (A Sachor W or peashiss i U arinaiear
0. Sign Fun Error Surnrnaryto Clear —— [ 1. sigm I Run Error Surnmaryto Clear T
port for Signatire T b N Repurt for S|g-|a‘t|_re T Gl Mk
S b uchor | S Tl UChou |
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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-4. 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-4 and select "User Information” from the
"Form Instructions™" menu on the menu bar, then select "System Requirements."

On-screen features

The electronic Form LM-4 has a number of on-screen features to help you move through the

form and enter information.



A Look at the Electronic Form LM-4

. 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-4.

Zet Prefill ata l Error Surmmary hformation Click To Erter fterm 13
Infar rmation
[ Returm to FPage 1 ] Oelgde Page #Add Page

.« White arrows - Click the white arrows to move forward to the next page or back to a
previous page in Item 19, Additional Information.

FILEHLIMEEF:|-'1 30-99 T|

=) a o

. 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 left corner. 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 EZ |

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

ak

< Informed Filler

[f "¥'es’ ta lker 10, please repart the new rates of dues and fees below far
ificlusian in ke 13,




A Look at the Electronic Form LM-4

. 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), and Item 8 (Mailing Address). See Using Pre-Fill Data in this User Guide.

Informed Filler features

The electronic Form LM-4 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-4 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.

Edit Cell Goto Miew W

5 o e o

[ re

[

[Eapy
Easte
Selest Al

Wi e
[EtiHE
[t
[t et

Spelling

Signatures

[Fsert [ate

[Efr{+

L Placollol= |

Freferences. ..

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

anywhere on the form.

T — S
changesin itz constitution and bdans

n rates of dues and fees) ar in practicess
zligted inthe instrudions? ...
shittion and Bylaws, or practices’

2 5 have changed, see the Ingrictions,)

rganization change itz rates of dues
during the reporting period?
venoi the hew ratesin term 13.)

15, Enter the total lishilities (dekts) of 5.-'-'
organization &t the end of the repo
petiod (unpsid bills, loans ovwed, et

rterthe total receipts of your orga
uring the reporting perod (dues |

ntered received, ete). (FE10,000 I
oW oanization must i Fore L

T LS nstead of this farm.)

17. Enter the total dishursements macds
organization during the reporting pEl

capita tax, loans made, net payme
. _ : y




A Look at the Electronic Form LM-4

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 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 Wiew 'Window F

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

Save your file!

As you complete your Form LM-4, 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 COVERED 3. {a) AMENDED - If thig is an
M Dy’ YEAR filed repart, check bare:

Fon [0 1][0 1]{2 0 0 0| ) ERMNAL i yeur ez
moen[1 2|[3 1|[2 00 0] ™

After you enter data in the 3 MAILING ADDREES
first name field and press H“m

the =Tab= key, the first \\* et e

name is formatted and the |D AV E
cursor moves to the | Aast Name ™,
beginning of the last name . " J,
field. L —

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 page 1, press the <Tab> key to move
to the first item on page 2.

. Page tabs — Move back and forth through the pages by selecting one of the three "tabs"
displayed at the top left corner on Page 1, Page 2, or Item 19.

a=a

Page1 Page2 |ltem19 |

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

< Informed Filler
File Edit Cell | Goto Miew “Window

FI!E untitled LM-4 Fage 1
' Ltd-4 Page 2
Page 1 | Page lterm 19

OLMS *Webszite




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 page 2
and all Item 19, 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-4 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
DAVE EENWOOD (4) 4 430-927
FACTORY WOREKEERS
LT 899
9435 PARKER AVE
SCRANTON, PA 18500 lz/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-4.

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

File Edit Cell | Goto Yiew window  Faorn nstr

&% untitled Like Fae L
- Li-4 Page 2
Page 1 |Page: |1

OLKS “website

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.

To reach the OLMS Website outside the electronic Form LM-4, go to:

10



Labor Organization File Number - Item 1

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-4 by selecting "LM-4 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 and mailing
information entered on Form LM-4 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 HUMEER

430897 |

et Prefill [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 NUMBER

[430-897|

Get F'rel*fg‘ll [rata I

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

< Informed Filler EZ |

ou must be connected ta the [nternet for this function to wark. 1f pou
are connected, click "0K. " If you are not connected, click "Cancel”
then connect ta the Intermnet and begin again.

Ok l: 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 X

The "pre-fll"* data consistz of identification and mailing information for L-4
Itemsz 4-8. Please enter [in a 4-digit format] the fizcal wear of the repart vou are
preparing:

2000 |

aF. Cancel |

The identification and mailing information on file with OLMS display.

Falowing is the prefill data for 4scal wear: 2000
Please review the information provided below from the pre-fill dsta and clickthe
"Bpprove” check bow of each irformation sectionto be u=ed:
(Mote: You may make any necesany changes at this time )
/7 OMpprove Identification Irformation it
1. Fike MUk 430097
Z Ferod Cosered
Fenm o o1 2000
To 12 3 Zooo
4 afmlationmanzation FACT ORY WOREERS
E. Designalion LI
&. Designation Humber oog99
-._\_.‘ Uil Hams __J..'
S OQApprove Mailing Infor mation ™,
B. Firsl Hame Den'E
Las? Hame KEHwWOO0
F0 B
Mumiber and Sirest 9435 PARKER AWE
City SCRANTOM
n, SmleadZpcode  PA 18500 A
ioald o ke o use the pre-fill data displayed above?
fes Mo I

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.



Using Pre-fill Data

T EARPRrove ) ldentification Infor mation ™,
1. File Fmber 430997
@ P o ol o1 oo
e 12 31 2000
£ AMlationdeganzation FACT ORY WIORKERS
& Designation LU
6. Desgnation Humber Ooad
Il“\- 7. Lirit Mams -_‘,nl

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.

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.

."KE-"-F‘P"C'-'F—_'F,} Wailing Infor mation ™
B Firsl Hame D&h'E
Las? Mame KEMWO00
F.O Sox
Pmer and Street 9435 PARKER AWVE
City SCRANTON
o, Smeedfecods PR 18500 v

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.

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-4 you are completing.

Click the "Yes" button at the bottom of the display to transfer the approved data to the
report you are completing.

‘Wiziald wou like o use the pre-fill date displayed above?

res J[ % )
b

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. The yellow "Get Pre-fill Data" button is no longer active.

14



Using Pre-fill Data

For Ofcml e Only I FILE MU MSES 2 PERDOD COWVERED A ] AMES DED - 1T i @ a6 arssoed npsl Siweling & prirsslp
[ u} LAY TEAR M fingtrt, Slu b i D
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c RC 40 o T e[t 2 |[F 1|z 0 0D e

3 MALING BOTHESE

Firal Krrs
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Lasl Mama
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PO Baxx - Buildisg @sd Macrn KumBer (T sy

Meribeai b Sl

T AFFILIATICH R DI GEAMEAT I HANE |5| 4315 PARKER AWE |
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T. LAIT MAME (T asyd * — —t Sl I Cada b 4
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Reminder: After returning to page 1 of the form, complete
Item 3, if appropriate, before moving to page 2.

After retrieving pre-fill data, save your form.



Completing the Form

Completing the Form
There are several ways to enter information on the electronic Form LM-4:

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

. checking boxes

. selecting from drop-down lists

Pre-fill data

You can retrieve your union's identification and mailing information from OLMS via the
Internet. See Using Pre-fill Data in this User Guide.

Entering financial information

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

14, Enter the total value of vour organi zation's
aszets at the end ofthe reporting period
[cash, bank accounts, equipment, etc.). $ | 2 4 . 804 |

15, Enter the total liabilities (dekt=) of wour
organization &t the end of the repoding
petiod (unpaid bills, loans owed, etc)). 3 | . a |

16. Enter the total receipts of yvour organization
during the reporting perod (dues, fees,
intereat received, etc). (FE10,000 ar moke,

vouromanization must e Form L2 or
LIME3 i stead of this farm,) $r 5410

17. Enter the total disbursements made by wour
organi zation during the reparting perod (per

capita tax, loans made, net payments to 5 4 4 7
officers, payments for office supplies, etc). $

DO NOT ENTER:

. cents

. decimal points
. commas

. dollar signs

Enter "0" in Items 14 through 18 if your union has nothing to report.

Checkboxes



Completing the Form

Some items on the form are answered by simply making an entry in a checkbox. For example,
complete Items 9 through 12 by making an entry in either the "Yes" or "No" checkbox.

9. During the repoting period, did wour organi zstion
have any changesin itz constitution and bawns ‘e Mo
[other than rates of dues and fee ) or in practicess
procedures listed inthe instrudions? ... Q IE”
(¥ the conshitation and bylaw s, or practice s’
procednre s have changed, see the Instructions.)

b M

10. Did your organization change itz rates of dues = i
and fees during the reporting period? ... @ IJ
(i “es Y repoit the hew Fatesin fterm 12.)

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 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 19. See Additional Information — Item 19 in this User Guide.

Drop-down lists

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

Chai

ACTORS &ARTISTES AFL-CIO -
AEROMNAUTICAL ExAMIMERS NAT
AFL-CIO

AGRICULTURE EMPLOYEES IMND

AlR LIME EMPLOYEES ASH ALPA 2
AlR LINE PILOTS ASM AFL-CIO

AlR TRAFFIC COMNTROLLERS AFL-
AlR TRAFFIC SPECIALISTS UNlDNj

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 the appropriate choice.

17



Completing the Form

AlR TRAFFIC SPECIALISTS LINIEIN:I
AIRCRAFT MECHAMICS ASMN MDY
ALUMINUKM BRICK GLASS WERS &
ASBESTOS WORKERS AFL-CIO
ATLAMTIC INDEPEMDEMT LINION |
AUTOD WORKERS AFL-CIO

BAKERY & TOBACKY WKRS AFLC
BARBERS STATEASNIND =]

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

4. AFFILIATICN OR ORGANIZATION HAME

AUTOOWORKERS 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.




Amended or Terminal Reports - Item 3

Amended or Terminal Reports — Item 3

Answer Item 3 only if the report you are completing is an amended report or a terminal report.

. 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.

If neither of these conditions apply to your union’s report, leave Item 3 blank.

3. {a) AMENDED - If this is an amended report corredling a previoushy |:|
fil=d report, check bera: |

(b} TERMIMAL - If your organization ceased 1o exist and this is s
termiral report, see Seclion X of the insbructions and check |:||
here: —

19



Union ldentification - [tems 4 - 7

Union ldentification - Items 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

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.

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

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.

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 ____ =]

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

20



Union ldentification - [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 a space for a core designation

number and that space is also provided to add a prefix or 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 - [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 899, enter "899."

5. DESIGMATION [Loca) Lodgs, &) . DESIGHATION NUMBER

LU | kss |

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 Item 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 Item 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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Additional Information - Item 19

Additional Information — Item 19

Your entries in certain items on the electronic Form LM-4 may require additional information in
Item 19.

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 | X|

If "v'es’ to ltem 10, pleaze report the new rates of dues and fees below for
incluzian in [kem 19,

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

%= Informed Filler
If ez’ to ltem 10, pleaze report the new rates of dues and fees below for
inciugion in ke 13,

The new rate of dues is $25 per maonth) -
o
aF. Cancel

Click the "lItem 19" tab at the top left corner to display the Item 19 page.

Your explanation is entered on a separate Item 19, 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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Page 1 I Page 2 ltem13 |

+ SARLEATION RAME . "
FACTORY WIOREERS (W Freesmeen B30 - 997

126310000 ) e .\
19, ADDITIONAL INFORMATION  (continued) (Con pame 125

lam Mumber
10 [Thi: nizw e of dues k& EZ8 per month

Other Item 19 entries

You may also provide additional information directly in Item 19 by clicking the yellow "Click
to Enter Item 19 Information” button in the Item 19 area of page 1.

152, ALLNTICRSL. MFORMATION
Nam M

Clclk To Enter ftean 18
Information

L ___ )|

The Item 19, Additional Information page displays. Enter the number of the item to which
the information relates in the Item Number column. Enter "19" in the Item Number column
to identify additional information not associated with any specific LM-4 item.

Note: Additional information entries do not display or print in
Item 19 on page 1 of the form. A separate Item 19 page is
created for each item requiring additional information. For
example, if you made entries in Item 19 for two items, the
report will contain two Item 19, Additional Information, pages.

To view other Item 19 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 - Item 19

Page 1 I Page 2 ltem13

G ARLTATIOHN HAE “IL FRIBE I -
FACTORYWORKERS (e wrag ) reennser 30 - 997
Gif i) E o P VERELL
0. ADD T
19, ADDITIONAL INFORMATION _ {continued) e ) 1)
T Mumbr T
m ~oal ion ol preskdert vacant. Duties of president Rarded oy vice president

Click arrows to wiew other Item 19 pages.
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Changing Officers Titlesin Items 20 and 21

Changing Officers’ Titles in Items 20 and 21

When an officer other than the president or treasurer signs the completed Form LM-4, 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 20 or Item 21. The
title is highlighted and a drop-down list displays.

Eachi of the undersiqned, duly authorzed officers of the above labor onganization, declares, under the apniicabl
0com panying doouments) has been samined by the signaiony and s, %o e best of the undersiqneds knowk

20. Sign | Run Emor Summary to Clear —
Report for Signature [i¥ other tite

soe afruchans. |

Cate Telephone Humiber

FINAMWCIAL SECRETARY :I
OTHER

PRESIDEMNT
SECRETARY-TREASURER
TREASURER ﬂ

If an officer other than the president will sign the report in Item 20 (or other than the
treasurer in Item 21), click the appropriate title, if available, in the drop-down list to
display it in Item 20 or 21.

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 |

You have selected '0THER'. Pleaze enter the appropriate title [up to
20-characterz] below:

Yice President |

] Cancel |

The new title displays in the form.

WICE MHESIIENT

[~ "1 cther e
sew sfruchans. |

Press the <Tab> key. A dialog box displays requesting an explanation for entry in Item 19,



Changing Officers Titlesin Items 20 and 21

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

% Informed Filler

Item 20: You must explain in kem 13 why the organization's prezident did not
zigh the report, Please provide those details below for incluzion in lkem 13,

Position of president vacant, Duties of president handled by vice president)[<

See also Additional Information — Item 19 in this User Guide.




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.

File Edit Cel Gote Yiew MWindow Fomlnstructions Help

Henbooment . L1 |
Dpen Ctel+0

Cloze Chrl+h

Save Ctil+5

Save Az,

Fanward. . Chel+F eor FORM LM-4 LABOR ORGA|

hndarmds

|FGR USE ONLY BY LABOR ORGANIZATIONS WITH L]

MLHE\:W under P.L. B8-257, as amended. Failure to comply may nesull
Sjgn L READ THE IMSTRUCTIOME CAREFULLY

Submit b OLMS b 1. FILE NUMBER 2 FERIOD COVERED
Fage Setup... e [0 T]]0 1
Erint culP [ M|t 2](3 1

: . MAILING A
EE“: Chrl+[ Firsl Harme

The Error Summary displays in your browser.



Checking for Errors - Error Summary

LM-4 Error Summmary

Affiliation/Organization: FACTORY WORKERS

Designation Name: Lu
Designation Number: 99
Unit MName:

File Numher: 430997
Fizcal Year Ending Daie:

Wou rest correct the following errors or deficiencies before subrnission of this report to the Office of
Labor-Ianagernent Standards (OLIWE).

ITEN 2 (period covered) mnst be completed.

In additior, the following errors or deficiencies shonld be corrected before submussion of this report to
OLMS to lessen the likelihood that sour urdon will e required to file an arnended report at a later date.

Ermor

ITEN 10 (rew rates of dues and fees) was answered ‘yes ! Howeser, the new rates of dues and fees
were not reported n [term 19 (additional mformation) as explamed i the metrictions for [ern 10.

Note: The Error Summary lists the LM-4 items which may
need correction or an explanation in Item 19, Additional
Information. You can print the summary to use as a reference
when you return to the Form LM-4 to correct errors. Follow
your Internet browser’s instructions for printing a copy of the
Error Summary.

To return to the Form LM-4, 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-4 Error Summary

Affiliation/Organization: FACTORY WORKERS
Designation Name: L

Designation Number: g

Unit Name:

File Number: 430997

Fiscal Year Ending Date: 12/21/2000

The report is ready for signature and submission to the Office of Labor-Managemeni
standards (OLMS).

Signature Requirements

The report may be submitted to OLAMS electronically or it may he printed and mailed to
OLMS. In either case, the completed annual financial report musibe signed by hoth the
president and treasurer or corresponding principal officers of your organization for
submission to OLRMS. Digital signatures musthe used to sign the form if the report is to he
electronically submitied to OLMS. Contact the OLMS Help Desk at 1-866-319-2675 if you
have any questions regarding obtaining 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-4 Error Summary to check for
errors on the form before applying the digital signature.

< Informed Filler Ed

A AP T - “ou must check for erorz on the form prior o applying the digital
FACTORY \:!1-) sighature. Pleaze click "Ermar Surmmary' below to reviesws the “Lk-4

Error Summany. !

SEHATICN

Lu

o
Error Summary Cancel
CHEck Tir Enter ltam 18
" miformation
Emor Summary hfnn'rﬂti-:un]
- o+ - & 1 " a = 2 A8 [ J""\._'I.JI i ml o e o - T M
= e * @ L& - L L E D, Nl CEOTT, L] - i < - 5 r
0. Bgn Fur Error Surnrnaryto O ear 24. Bign I Rur Error Surmmaryto O ear
L

To run the Error Summary from this reminder box, click the "Error Summary" button.



Prnting the Form

Printing the Form

After you have completed the electronic Form LM-4, 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.

File Edit Lzl Goto Wiew

MNew Document...  Chl+M

Dpen Ctel+0
Cloze Chel+h
Save Chrl+5
Save Az
Fonmard... Ctil+F
Error Surmrmany
Sign 2
S Eant b ([ ChA
Fage Setup...

M
Exit Chl+3

The "Print" dialog box displays.
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Printing the Form

Print E E
— Printer
[P T [T ) FAGEMART 15 Properties |

Statuz: Default printer; Beady
Type: COMPAD PAGEMARD 15 [3.x]

Where:  LPTT:
Comment; [ Prirt to file
— Print range — Copiesz
Al 32 pages Mumber of copies: 1 .

" Pages from: |1 ta: [32
€ Selection @ I Eallate

— Frint Optionz

Print Current Record j Begim &t abel pestic I

k. Cancel

Note: The print range in the dialog box displays 32 pages, the
maximum number of pages allowed for the form. When you
print the Form LM-4 with "all 32 pages" selected, only the 2-
page form and any Item 19, 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-
4. Select "User Information" from the "Form Instructions” menu on the menu bar, then select
"Printer Settings."

wiindow | Form [nstructions  Help

Lk-4 [nztructions

L zer Information




Submitting a Paper Form

Submitting a Paper Form

As an alternative to electronic submission, you may print the completed Form LM-4 for manual
signature and submission by mail.

. Clear the Error Summary message

After you complete the electronic Form LM-4 but before you print and sign it, you must
clear the Error Summary message displayed in the signature area of Items 20 and 21 by
running the Error Summary and making any required corrections.

i ot anchermigrad, deby sacharied ofc oy ol fn abaes Wsor organiuion, decars mlmmpoumpwumn:la i il of fm irlcrration wantied in i repart Ve mr\-;:-rhrr:m TR I 1
BE:DTOERAR] B3 EHIT LA 31y the igusls bl of e uncissigre e inalegs B bl s, comect mad comolsie Vi Sactor W or peasbien i e arinoiear)

[ =1. sign I Run Error Surnmaryto Clear R

T ol 1N, e port for Sj_nqpatlrngl_ T e N
- = PRy TS, LT 0120 - N UChoT |
Lhala |I..»|'.]I:CI\.I Hurer Liala Telphona HuTker -

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-4
including Item 19, 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 20 and 21 in black ink. Original signatures of
two officers are required on the paper Form LM-4 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 20 and 21 in this User Guide.

You cannot enter and print dates for signatures on the electronic Form LM-4. Therefore,
you must manually enter in Items 20 and 21 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-4 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-4 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-4 and submit it by mail to OLMS. See

Submitting a Paper Form in this User Guide.

Forwarding a form

The electronic Form LM-4 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
i I J Cancel
|={== I j
Subject: |Imd_430997.ifm | Settings...
teszage Body:
Send As: Send:
[nformed data [*.ifm) j IEurrent 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-4 and Informed Filler installed on their computers to

view, edit, or apply digital signatures to the form.
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Getting Help

Getting Help
You can get help in completing the electronic Form LM-4 from a number of sources.
Form instructions

You can access a full set of the Instructions for Form LM-4, which give item-by-item guidance
for completing the form, directly from the electronic Form LM-4.

Start the electronic Form LM-4 and select "LM-4 Instructions"” from the "Form Instructions”
menu on the menu bar.

wiindow | Form [nstructions  Help
Lk-4 [nstructions
Uzer [nfarmation

The Instructions for Form LM-4 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-4. Topics discussed include system requirements, printer settings, digital signatures,
electronic submission, navigation, pre-fill data, and OLMS Help Desk information.

Start the electronic Form LM-4 and select "User Information” from the "Form Instructions"
menu on the menu bar.

wiindow | Form Instructions  Help

Lb4-4 Inztuctions

Uszer Infarmation

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-4.

Start the electronic Form LM-4 and select "Contents" from the "Help" menu on the menu
bar.
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Getting Help

Farmn [netructions | Help

_ Contacting Shana l!

Template Help
RM LM-4 LA Reqgister... [\
R USE ONLY BY LABOR Sbout Informed Filler... 1]

1 B FIET s saksedad R i B it s s o St § W § e st bk il it e oo & S

A list of available topics displays.
OLMS Help Desk

If you have problems using the electronic Form LM-4 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-4 or other reporting questions,
contact the nearest OLMS field office. You can access the list of OLMS field offices within the
electronic Form LM-4 by selecting "LM-4 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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