Treasurer & President Workshop

TSO HQ: International HQ:
Leesa Cole, Exec.Sec./State Treas. tsosecretary29@gmail.com International Web Site: www.dkg.org
Phone: 512-478-5748
TSO Web Site: www.dkgtexas.org Mailing: 12710 Research Blvd. Ste230
Phone: 972-930-9945 Austin 78759
Mailing: PO Box 797787
Dallas 75379
2021-23 Finance Committee 2023-25 Finance Committee
Ella Gauthier (Chair): Areas 1, 2, 3 Ellen Laughlin (Chair): Areas 3, 7, 18
Sallie Frederick: Areas 4, 5, 6 Susan Duke : Areas 4, 5, 6
Susan Harmon: Areas 13, 14, 15 Natalie Eustace: Areas 13, 14, 15
Ellen Laughlin: Areas 7, 8, 18 Libby Horton: Areas 1, 2, 8
Sharon McDougle: Areas 11, 12, 16 Sharon McDougle: Areas 11, 12, 16
Pam Phillips: Areas 9, 10, 17 Pam Phillips: Areas 9, 10, 17
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http://www.dkg.org/
http://www.dkgtexas.org/

WAY ~ WHER ~ oW

WHY: Chapter Roster ~ Linksto Forms =~ Access Dues Portal

WHEN: Anytime except month of March
: Download chapter roster
: Access Dues Portal / Member Management
April-July: Access Dues Portal / Order Management
: Create orders & submit payment to Int’l & TSO

HOW: Signin at www.dkg.org, click My DKG then Chapter Connect

Refer to the DKG TSO web site, Treasurers’ page for support documents.
https://www.dkgtexas.org/treasurers-page.html



http://www.dkg.org
https://www.dkgtexas.org/treasurers-page.html

Timely Information Sources

- DKG Texas website: www.dkgtexas.org
Home Page
Resources / President’s Kit (current password — Journey21&23)
Resources / Treasurer’s Page

- TSO Lone Star News published quarterly 2 online — 2 mailed & online
Resources / Lone Star News Archives

Current publication on DKG Texas Home Page
Page 3: News from TSO HQ

- DKG International website: www.dkg.org (sign in)
Home Page
President’s Page
Archived print publications
Oct. 2022 began video updates with printed script



http://www.dkgtexas.org/
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CHAPTER PRESIDENT & TREASURER
ACCESS to CHAPTER CONNECT
& Dues Portal

MyDKG

DKG Profile

Sign in to My DKG
1. Go to International site: www.dkg.org
2. Sign In using the link in the top gray bar
Username: your DKG Member Number
**Member number is on your DKG membership card and on the chapter roster
Password: d—20—soc---- - change to one of your choice once signed in

Chapter Connect

Chapter presidents & treasurers have access
¢ Links to forms with submission deadlines ' low for r

¢ Chapter Roster

Orders Members
Dues Portal
Manage Manage AddTransfer

Chapter presidents & treasurers have access
e Orders Manage: Place paid members in an Order and submit payment to Int’l & TSO
Unbilled Members: place in an order to prevent auto-drop, then submit payment




Mark Your Calendar: Dues Deadlines on the 1’s and 30’s
Refer to the DKG TSO web site, Treasurers’ page: Dues Portal Tip Sheets

* May 30: Chapter dues collection completed
Continue collecting through Sept. as needed

* June & July 30: payments submitted to Int’l in Austin (dues)
and TSO in Dallas (dues + fees)

e Aug. & Sept. 1: Int’| emails automated reminders to Unbilled Members
(see Dues Portal / Manage Orders)

e Aug. & Sept. 30: Paid members should be in Paid Orders

— to avoid email reminders and auto-drop
— payments submitted to Int’l & TSO asap

e Oct. 1: Int’l auto drops Unbilled Members (can be reinstated)




Chapter Treasurer Dues Calendar Dues portal closes annually March 1-April 1 2/5/22

Dues Collection, Reporting & Payment / Member Contact Information Updated

March-May: Collect dues, deposit in chapter bank account.
Goal: 100% returning members’ dues collected by end of May.

Refer to: DKG / TSO Dues & Fees Chart 2022-23

April-May:  From Chapter Connect:
1. Download chapter roster before submitting payments for the next membership year.
This is the official chapter roster for the current membership year.
2. Use this roster to verify and update members’ contact information.
~~ Hint: partner with the chapter membership committee to complete this task ~~
Who uses the contact info?
¢ International & TSO use email, postal mail and phone to contact members.
o TSO Lone Star News editor mails 2 issues to members. TSO incurs the cost of return postag
¢ Options to update contact info:
o Members update their own information at My DKG.
o Chapter presidents or treasurers use the Dues Portal / Member Management to upd
contact information. Refer to: Update Member Contact Information

May-June:  Using the Dues Portal:

21320

Scan the QR code @

for the DKG Texas

Treasurer’s Page ﬁ'

;,',_"3 X ."'.f

Portal Tip Sheets @iﬁ:ﬂ o
o seed 3873

Go to the Dues

TS0 FEES FORM

Complete this form for each dues payment
Mail it with order form and payment to

TS0HQ
PO Box 797787
Dallas, TX 75379

a0

e

"Ln*

o 7
el

Keep a copy of this fee calculation and the printed order form for your records.
Include order number/s in the memao of the check.

Chapter I Area

Treasurer |—| Email

Order # Phone |

Sl | anerderform | |
Total Amount dues & fees enclosed | §| | Check # |:|




DKG / TSO Dues Chart 2022-2023

DKG f TSO Dues: April 1-December 31, 2022

Pay Int'| & T50 separately using portal order.

Fees to TS0O: Use TSO Fees Form

Scholarship fee if scholarship fee if Total Dues + Chabt
chapter doesn't provide | chapter does provide a apier
Member | International a scholarship for scholarship for Fees to TS50 per Determines
Type Dues TS0 Dues mgmbers rrierm bers member Chapter Dues
Active 540.00 $20.00 51.00 $21.00
540.00 $20.00 50.20 520.20
Reserve 520.00 57.00 51.00 58.00
$20.00 57.00 50.20 §7.20
Collegiate $20.00 57.00 $1.00 58.00
$20.00 57.00 50.20 57.20
Inductes 540.00 $20.00 $1.00 521.00
540.00 520,00 50.20 520.20
Int'l ane-time
Honorary fee $49.50 50.00 $0.00 50.00 50.00 N/A

Members being reinstated or transferring into a chapter pay full dues according to her member type.
Induction fee is no longer collected per International amendment July 2022.

NEW MEMBERS ONLY

Half dues from chart above + TSO scholarship fee

DKG ! TS0 Dues: Jan. 1 - FE! 28, 2023:

Pay Int'l & TSO separately using portal order.

Refer to DKG Texas Treasurer's page for support documents: dues chart, calendar, fees form, other "how-to"

7/28/22



5/31/20

Dues: What to Send Where
Mustido these steps eqch time | pay for an order? YES!

International - create orders in the Dues Portal

Access the Indernational dues portal of www dkg org: sign in, go fo Chapter Connect click
Pay Duves bullon: open Order Monogement: create an crder fo pay members’ dues.

Send International the following to submit payment for members:

I. A copy of the order form printed from the Dues Portal - peint 3 (one for Intermational,
one for TSO, and one for chapler Yeasurer records)

2. A check lo DKG Infernational for the amount indicated on the order|s), Mutple orderns

con be paid with one check - inciude the order numbaers in the memo of the check. / 1SO - use the International order form \
3. Mail order form & check fo DKG Infernaional af the Austin addres lsted on the and the TSO Fees Form
order form.,
' | Access the T30 site of s dialerga cg © open the Treaswurer's page,
Send Form 18A & Form & fo both entities o

Send TSO the following to submit payment for members:
I. A copy of the order form printed from the Intemafonal Dues Portal.

ndicate member hs or dr

2. A copy of the TS0 Fees Form fo calculale lotal payment: dues. scholanhip fee &
inductee fee. Bl oyt compiately and moke 2 copias (one for TSO and one for chopler
reaurer records], Reter 10 the TSO Dues Chart for dolior omount guidonce,

2 thoel:bl’w‘aduosHmmcak:dobdonhoTSOFoosFamWﬂpbordm
can be paid with one check -

3. Mail order form, TS0 fees form & check fo TS0 o e Dalos addrass sted on the
TSO Fees Form.
8




Mark Your Calendar: Annual deadlines on the 1’s & 15’s
Refer to the DKG TSO web site, Treasurers’ page: Important Deadlines, 990n, Forms

e April 1: Contribution recognition at Convention for 3 ASTEF
funds and Eula Lee Carter memorial fund

e July 15: Form 15 Treasurer’s Report

— report chapter grants & scholarships for Int’l report
— update treasurer information as needed

e Nov. 15: 990n ePostcard to IRS

— retains chapter’s income tax exemption
— IRS site opens July 1 for 990n submissions

HELPFUL TIP:
Submit both in early July when doing the monthly bank reconcile




Convention Recognition for Contributions: April 1
Contribution forms on the DKG Texas website, Treasurers Page
Separate checks and forms for different funds
Mail contributions to TSO HQ

/A

ASTEF: 3 funds — Scholarship, Leadership, Projects

Chapter: S1 or S2 per member
Memorials, Honorariums (if not $1, $2)

Individual: Memorials, Honorariums

Provides funding for TSO Scholarships, TSO Leadership Seminar, ASTEF Aspiring
Educator Grants and ASTEF Project Stipend Grants

The Eula Lee Carter Memorial Fund - created to honor Dr. Eula Lee Carter

Scholarships awarded to members residing in a Latin American country in the
Southwest Region who are pursuing educational advancement

Chapter or Individual
Memorial or Honorarium

10



July 15 — Form 15 Annual Report of Chapter Treasurers
State Treas. report to International relies on your report

Fillable form available from International site / My DKG / Chapter Connect

Email to: TSO Treasurer; tsotreas@gmail.com

Mail to: TSO HQ in Dallas

Updated form is simplified for reporting: minimal financial reporting required

Number of Active Members March 31,2023

Number of Reserve Members March 31, 2023

Form revised
for 7/15/23

Total Number of Members March 31, 2023

Complete this section if applicable
CHAFPTER GRANTS-IN-AID AWARDED
{Awards to Non-Members)

# & 3 =
# a3 =

{Use additional pages if necessary}

TOTAL Disbursements of Grants-In-Aid #

|:| We hawe a grant-in-aid, but it was not awarded this year.

Complete this section if applicable
CHAPTER S5CHOLARSHIFS AWARDED
{Awards to Members)

# @3 =

# @3 =

{Use additional pages if necessary)

TOTAL Disbursements of Scholarships # 3

|:| We have a scholarship, but it was not awarded this year.

Account Balances as of June 30, 2023

Checking Account

Savings Account

Investments, Certificates of
Deposit (CDs), other funds

Total of all accounts above

|:|] filed the Form 990n with the IRS (U5, only) 2021-2022
between July 1, 2022 and November 15, 20232,

We have conducted a financial review of our records for the

2022-2023 fiscal year.
11



July 1 — November 15 — 990N ePostcard

Recommended: File in July-August @IRS

Not recommended: file in November WWW.irs.gov/990N

* File yearly to maintain income tax filing exemption

* File directly with the IRS - online only

* Links and resources on the TSO web site / Treasurer’s Page and
International web site / Chapter Connect

* Keep a copy of the accepted filing in chapter treasurer files

* No need to send a copy to TSO HQ — we can check status online

12



http://www.irs.gov/990N

Ongoing submissions without hard deadlines

Refer to the DKG TSO web site, Treasurers’ page: Forms What to Send Where
TIP for all: collaborate with chapter membership chair

* Form 18-A Dropped Members: send to Int’l| & TSO
— Int’l changes status in the Dues Portal to Dropped Member & removes member

from chapter roster TIP: Send with dues payments

e Form 6 Report of Death: to Int’l, TSO HQ, TSO Necrology Chair

— Int’l & TSO Necrology send condolences
— TSO Necrology includes in convention Ceremony of Remembrance
TIP: Submit as soon as possible after death

 Add members to chapter: new to DKG, Reinstated & Transferred
TIP: Add members ASAP - once receive payment & paperwork

 Update member contact information via Dues Portal, Manage Members
TIP: Do when creating orders for dues payments & before Jan. 30 for LSN mailings

13



1 2
Master
3
the
4
Forms
and Dates
5 6 7
8
9 10
11

ACROSS

1. Form 83 reports a

4. Form 81 reports a

5. Al paid members should be in the Dues Portal by the 28th of _

9. TSO Fees Form reports inductee and fees
10. 990 Nis due __ on Nov 15
11. Form 15 Annual Report of Chapter_
DOWN

2. Form 87 reports change of treasurer to state and _

3. Form 18Areports a

6. Marchi-31 DKGSI doses the

7. TR-A reports a_

8. Form 6 reports a

9. March 1 s the membership ___ for convention

5/31/20

Forms: What to Send Where
Find updated forms @ www.dkg.org (sign in)
or www.dkgtexas.org as indicated below

Use the table below to locate forms for membership changes and other chapter treasurer duties.

To remove members: Only International has access to remove members per the information on these forms.
% Form 6 to report a death; send as soon as possible
% Form 18A to report those not renewing membership; send with dues or as needed throughout the year

To add members: Chapter treasurer collects filled forms and dues from members then enters information in Dues Portal and submits payments.
% Form 83 Reinstate

% Form 81 New Member
& TR-A Transfer

Other forms:
% T30 Fees Form: submit with each dues payment to TS0 (inductee fee [ scholarship fee)
4 Form 87 Change of treasurer: to update International, TS0 & IR3
% Form 15 Annual Report of Chapter Treasurer: Due July 15 annually
4 990N ePostcard: this is a link to submit onling filing = only chapter treasurer needs a printed record of the filing: Due Nov. 15 annually

Form Name Location: Where to find the form Send to
Int'l Forms: | Int'l Forms: I"tlmﬁ:ﬁ: TE:nqu c Intl: TSO Treasurer C#:g:er
Membership | Treasurer Connect Page mem@dkg.org | tsotreas@gmail.com File ’
& Death ] ] . . . .
18 A Drop . . . . . .
83 Reinstate ] . .
81 New Member . ' .
TR-A Transfer . . .
TS0 Fees Form . . .
87 Change Treas . . . . .
15 Annual Report . . . .
990N ePostcard . ' * .

14



Dues Portal - Tip Sheets

Dues Calendar (updated Feb 5, 2022)

Dues: What to Send Where

Forms: What to Send Where

Update Member Contact Information: Slides / Document —

Using Chapter Connect

TS0 Dues and Fees Chart (updated Feb 5, 2022)

150 Fees Form

- Chapter Treasurer Dues Calendar Dues portal closes annually March 1-April 1

Dues: What to Send Where

Must | do these steps each time | pay for an order? YES!

Forms: What to Send Where

Find updated forms @ www.dkg.org (sign in)

or www.dkgtexas.org as indicated below

. Dues Collection, Reporting & Payment / Member Contact Information Updated

Use the table below to locate forms for membership changes and other chapter treasurer duties.

TSO FEES FORM

Complete this form for each dues payment
Mail it with order form and payment to
TSOHQ
PO Box 797787
Dallas, TX 75379

Include order number/s in the memo of the check.

Keep a copy of this fee calculation and the printed order form for your records.

P

DKG / TSO Dues Chart 2022-2023

2/5/22

DKG / TSO Dues: April 1-December 31, 2022

Pay Int'l & TSO separately from online order.

Fees to TSO: Use TSO Fees Form

15
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l@ DI@ New Member Form

INSTRUCTIONS:
New Member: Please give to Chapter Treazurer with your dues and induction fee.

Chapter Treasurer: Ensure your state organization treasurer receives this form after
entering the member in the dyes portal

Members who join on or after July 1 and before Janvary 1 will pay the mduction fee,
dues, and scholarship fee. Members who join on or after Janwary 1 and before July 1
shall pay half the dues and the induction fee amount 1n accordance with the chapter rales.

O
i Furst Mame hiiddle Imhal Last Mame
i Mailmz Addrezs
i City State/Provincs ZipPostal Cods Country
: Chapter (Greek MNamg), ., State Orgamization (Geographical Nama)
Dezress Hald:

i ) Bachelor [ Master [l Doctorate ! i

Other Data of Birth
_ Home Telephone Number: | | Cell (optional): _____ |
. Home E-Mail Address: |
! Toin Date: ' ! Mambership Status: | E.&:ﬁ'ﬁe ! Ll Honorary | [ Collegiats i

| Chapter Treasurer's Signature
! {Treasurer's Member ID):

16



Form B3

D [&G Eeinstated Member Form
I

Remstated Kambar: Please contact vour chapter treasurer to pay vour dues upon completion of
thiz form.

Chapter Treasurer: Please reinstate thiz member in the dues porial and send thiz form to your state
organization trezsurer as soon as possible.

Member [D#

First Mame hiiddle Wame or Inital Last Name

hailing Address

Crty StateProvince ZipPostal Code

Comntry (e.g, USA Swedan) Praferred Phone Mumber

Data u}f BJII:hI: mm'dd )

Chapter of Bainstatement State Orgamization (Geographic Name please)
If former chapter 1= diffarent, pleaze specify former chapter and state crgamization

Praferred Email: (Institutional emails are often blocked, pleaze nze 2 home email ar add “dkg.org” 2s a trusted site)

Date of Induction. . (mm/ddywy) Date of Eemstaternent (mm/ddy)

Mambarship Status  [JActive [JReserve [[J Collegiate

Chapter Treasurer Wame (1f submitted by freasurer)

17



@ D ol G |Tl'3115fﬁl‘ Request Instructions for Transfer

A member in good standing mav be transfarrad from one wmt of the Society to another. All transfer

The transferri ber 1 ible fo leting thiz form. Ple ad fully th .. -
T P o PIEEE o e peae mm requests must be processed by the chapter treasurer recerving the transfar. The process 1=z as follows:

instructions given below before completing the form.

#  Fill cut and send to the chapter treasurer to which you wish to transfer. Sociaty Headguarters will

Date: | Member [D Number: | provide help in locating a smitable chapter should vou requira.

Mame:

Mailing Address: ¢ Keoep dues payment current. Dues are payable to the chapter treazurar by Tune 30, If 2 new chaptar
— _ — - haz not been located and the transfor cannot be processed before Tuly 1, membars should pay duss to

Gty State: ___ Zip County: their current chapter. Upon the member’s request, the current chaptar may waive chapter dues for the

Praferred Email & ddrese: next vear since the member will not ba m attendance at its mestingz. The mambar will then have a

full year to vizit chapters and complete the transfer before the next dues deadhne.

Telephone Mumbers: (Home) (Cell)

Emplovment Location: {citv and state)

Former Mailing Address:

Type of mambarship: ClActve CJE eserve JHonorary [CICcllegiate
Highest degree: ] Bachelor [] Masters [] Doctorate [JWMBC ] Other

Dats of Burth:

Mame of chapter to which dues were lastpand: Date of Pavment:

MName of chapter FEOM WHICH TRAMSFER. IS REQUESTED
State of
Iame of chapter TO WHICH TEAMNEFEE. IS TO BE MADE

State of

Please give this completed form to the treasurer of the
chapter vou wish to transfer. She will initiate the
transfer through the does portal. 18



@ DI&G Report of the Death of a Member

Instructons:
This report is to be prepared by the chapter president imenedistely upon the death of 2 member. A copy i= to be
amailed to each of the following:
Membearship Services Email: mem@dlcs. org
State Organization Treasurer
State Organization hlambership Chair (or Wecrology Chair, whera applicable)
)
\ Chapter j_ P Etate ((reographic Name) : !
"""""" |
+ DEG Mamber [dentification Number | i ! Date of Death ! 1
' Mame of Deceazad Membear JDx. |
(First) ihLiddle) (Last)
hlziling Address
City State Zip/Postal Code .
{Country)
Delta Kappa Gamma Society and Professional Information
| Date of mduction | i

Contributions to/participetion in Delta Ezppa Ganuma:

Contributions to education:

Marme and mailing address of closest relative (specify relationship) or Siend:
{Sympathy Card will be mailed on behalf of the Society if raported within 3 monaths of date of death) 19



Report of Members Dropped

DATE OF REPORT:

CHAPTER: STATE ORGANIZATION (Geographical):

Instructions:

Pleaze contact members who have not paid dues before dropping them.

Use this form to report any member who should be dropped from membership in vour chapter
after the member has requested a termination of membership and mumerous contact efforts have

been unsuccessfil.

Pleaze do not lizt any members for whom vou have received a motice of tramsfer

Provide the membership 1dentfication number.

Indicate the reason for membership termumation in the “payment of dues”™

Meeting times/places incompatible wath schadule
(Other responsibilibies {famaly, work)

Chapter not meeting nesds of member

Health

Economc

Transportation

Idoved out of area

Death

R

Send a copy to vour state crgamzaton treasurer and retain a copy for your records.

PLEASE PRINT OFE. TYFE

LD. Number Last Name First Name Imitial Eeazon Deceased (Include
Drate of Death)
1.
X
3.
4.
5.
G
7.
5
9.
10.
11.
12.
State Orgamzation
Chapter Treasurer Treasurer
Member ID hMeamber ID

Email Address Emanl Address

20



Additional slides follow for using the Dues Portal

* To update member information

* To add members to the chapter

* To mark members as paid and send payment to
International & TSO




www.dkg.org

Sign into the

International
web site

USER NAME: Your
membership number
PASSWORD: Contact
Int’l, chapter president,
or TSO HQ for generic
password for 15t access

ACCESS CHAPTER CONNECT & THE DUES PORTAL (INTERNATIONAL)

%} DKG ¥ & & B signout L Hi Leesa Shadden Cole Donate ¥ cart

e e e
i T Al

RESOURCES ABOUT EVENTS PUBLICATIONS | DOCUMENTS DHKGIEF

iy MYDKG

. Website Navigation Guide
Members must login with member ID to access members-only resources and

forms.

Member login (Username = DKG member ID)

Username

/ Password Recommended:

Change the password
Remember me to one of your choice In

your My DKG Account.

Non-members must create a non-member account here to register for events.

22



Open My DKG
Open Chapter Connect
Open Dues Portal

About MMe kel Participatson

Py Communities

klembar CHrectony

About Us Contact Us

MyDKG

State Comnect Chapter Comn=ct

Membarship Card

Click below for roster

Texas Delia Omicron

2

Memil»er 1Dy 29375

Full MNarmme Leesa Shadden Cole

Chapter 1D SO1153

Chapter T Oelta Crmicrom

Treasurer Training_ Dues Portal
{&dobe FPDF File)

Duses Porfal Trainmimg_ - Add Transfer amnd BReinstaie
{&Adobe PDF File)

The late=st Adobe Reader is reguired to open a usable form.
ot it frare,

Form 154 Drop members Report Formnm 15: Annual Tha

Click beloww for ENTR Ro.

Texas Delta Crrmicrom

Dhures Traimimg Wideo

Chapter Portal
]

Dues Portal

Crrerwiews Few T
{Fdicrnosofl Powe

img for US Treasurer
Fresentaiion)

Crrerneiewe e ez Trainimg of outside US

{Pdicrosofi PowerPoint Presentation)

Treasurer Pracilice Sifle - dues processing
{Pdicrosofi PowerPoint Presentation)

Treasurer Praclice Sife - SAdd - Transfer - Beinstaie
{PAicrosoft PowerFoint Preseantation )

plter Repori Form 125 Duwes Remimnder - 3up

{Fdicrosoft WwWord Docurmesnmi) (Adobe POF Fille)

Fomnm & - Report of Death of 3 Member
{Microsoft Word Docurmsmi)

IRS Form S90-I Limk

Formm &7 - Chhange of freasurer
{Aadobe PDF File)

[Sdobe PDF Filke)

Form 125" Duwes Rermuamnder - Single
[Adobe PDF Fike)
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CHAPTER DUES PORTAL Logged In: Leesa Cole A Home = Logout

All chapters associated with user: Leesa Cole

Chapter State Org Orders Members

TX Delta Omicron TX STATE ORG Manage Manage Add/Transfer

Order Management
Mark members paid Add/Transfer
and submit orders to
International

Member Management Search for members

Edit member
information

to add to, reinstate,
or transfer into your
chapter




Order Management: View order status, mark & submit members as paid.

ORDER MANAGEMENT [Go to Member Management]

Chapter: TX Delta Omicron
State Organization: TX STATE ORG

radOrders () | Orders processed by International :

Biled Orders (1) | Orders submitted by you, but not yet processed by International
Unbilled Members 33) | Members not yet submitted as paid in an Order

25



Order Management: Create an order to submit

Unbilled Members (33) -
Filter Member Names
| Member  State Org Active  Reserve Collegiate New Batch Totals
ID Last First Type Dues Dues Dues Dues
Selected 20
v 311 Art Ma Active $2000 $4000 Members
v 15¢ Ba Del Active $20.00 $40.00 TX STATE ORG $400.00
3 46 Be Su Active $20.00  $40.00 Dues
¢ 40 Ble Le: Active $20.00  $40.00 Total DKG Intl  $800.00
Dues
49! Br: Cir Active $20.00 $40.00

n Create Order

1. Select members that have paid dues
. . Instructions: Select unpaid
2. Verify the number of members in the BNk s ario®

create a new order.

New Batch Totals area
3. Click Create Order

26




Order Management: Review & submit order

TOTALS $400.00 $800.00 E

| have reviewed this new order for accuracy and acknowledge that any corrections can only be made by DKG International staff, m

CHAPTER DUES PORTAL

4. Select “I have reviewed...” | qoper ™ beta Omicron (50"53)

State Organization: TX STATE ORG
5. Click Submit
Order # 13742

« Please submit a check to TX STATE ORG for $400.00 along with a copy of this invoice.

6. See the Order Summary

. « Please submit a check to DKG International for $800.00 along with a copy of this invoice.
7 o P rl nt t h e O rd e r S U m m a ry Write the order number in the check memo: 13742
Mail DKG International checks to:
DKG International
Austin, TX 78701

Mail State Organization checks to your State Organization Treasurer pEle;rint



Dues Collection Timeline

 May 30 — Chapter dues collection deadline. Collect March-May for the next
membership year.

* May-July — Chapters send dues to International / dues + fees to State
Organization (separate checks to each entity for respective portion)

* August 1 — Automated notices are emailed to members in the Unbilled
Section of Dues Portal. Email reminders also sent to treasurers to remind
them to reach out to members.

* September 1 - Second automated notices emailed to members in the
Unbilled Section. Email reminders also sent to treasurers. Moving
members from the Unbilled section to an Order will prevent being dropped
on October 1.

* October 1 — Members in the Unbilled Section are dropped but can be
reinstated.



Member Management: Forms Needed

Numbered forms are found on the International web site under Members.
The TSO Scholarship form is found on the DKG Texas web site on the Treasurer’s page.

Chapter treasurer uses to enter data, sends a copy to TSO
e TSO Scholarship & Inductee Calculation Form

e Form 81, New Member

* Form 83, Reinstated

* Form TR-A, Transfer Request into your chapter

Chapter treasurer uses to enter data, sends a copy to TSO &
International

* Form 6, Report of a Death

* Form 18A, Report of Members Dropped




Member Management: Edit member information

CHAPTER DUES PORTAL Logged In: Leesa Cole A Home = Logout

All chapters associated with user. Leesa Cole

Chapter State Org Orders Members

TX Delta Omicron TX STATE ORG Manage Manage Add/Transfer

Order Management
Mark members paid Member Management

Add/Transfer
Search for members
to add to or transfer
into your chapter

and submit orders to Edit member information
International




Member Management: Edit member information

CHAPTER DUES PORTAL

MEMBER MANAGEMENT Member Type: [Go to Order Management]

Chapter: TX Delta Omicron Active, Reserve,
State Organization: TX STATE ORG Collegiate
7

Member Status:
Honorary, Drop

Active, Dropped

Show| 100 v |entries Filter Members
ID Last |l= First Email Member Type Status
31 A M i@hpisd.org Active Active Edit
17 A El lenora@sbcglobal net Active Active Ed|t member Edit
48 B M )14@tx rr.com Active Active information Edit
15 B D] 267 @sbcglobal net Active Active Edit
46 B Si bell@gmail.com Active Active Edit
40 B Le Active Active Edit
49 B C _75043@yahoo.com Active Active Edit

41 B L« Reserve Active Edit



Edit Member Information: Member Type,

KMember Details

(281) 3M0-0990

gt S

Fax Join Date

DD 1/1583

Member Type Membership Status
Active *  Active
Emaail
I Updated emails are a top priority.
First Mame Melliclcdle Nickname
Mary &nn Mary
Lazt Mame 0oB
Simith 043001951
Prefix Title Degres
v Masiers
Hoawig Phiomn Waork Phone Cell Phane

I Enter mailing address for publications

Main At A2 Crucial for
Lone Star
Main Address News: 2
416 W 12th St annual
mailings
City State
At TX ¥
Zip
T8T01-1817
Country
United States v
Preferred

* Mail = Bill = Ship

Receive DKG News by mail | Indicate mailing preferences

Receive DKG Collegial Exchange Magazine by mail

Close Save Save & Close

Contact Information, Demographic Information
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Member Management: Add - New Members, Transfers, or Reinstates

CHAPTER DUES PORTAL

Logged In- Leesa Cole A Home (> Logout

All chapters associated with user: Leesa Cole

Chapter

TX Delta Omicron

Order Management
Mark members paid

and submit orders to
International

State Org Orders

TX STATE ORG | Manage

Member Management
Edit member information

Members

Manage Add/Transfer

e

Add/Transfer
Search for members

to add to or transfer
into your chapter

33



"NEW MEMEBER

Chapter: TX Delta Omicron

Member Management: Add New Members

State Organization: TX STATE ORG

Member Detalls

Member Type

Active

Email

o

Membership Status
Active

Updated emails are a top priority.

First Mame

Ilary

Lazt Mame
Smith

Prefix

Hoame Plome

(261 3r0-0990

Micldle

ann

Title

Wark Phone

Nickname

Main Alt Alt 2

Main Address

416 W 12h S5t

Enter as much information as you can
about the new member from the
Member Application and the New
Member Form or Reinstate Form.

Masters

Cell Phone

Remember to fill in th

e home phone field.

-.I_'.

=g

Country

Linited States

Preferred
= Mail = Bill = Ship

State

TX

Save & Close

34



	Slide 1
	Slide 2
	Slide 3: Timely Information Sources
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28: Dues Collection Timeline
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34

