
Chapter Dues 
Reconciliation 

 Member Roster 
 Chapter Change Logs 
 Remit Reports 



Take a Quick Look at Your 
Member Roster 

 
 

O Before starting your report, take a quick look 
at your member roster to see who is up for 
renewal. 



Login To ONCARD 

Note: It’s Best to Use Firefox , 
Safari, or Internet Explorer. 



Enter Your Credentials 



Click on Chapter 
Administration 



Click on Member Roster 



Add Filter Criteria 



Export To Excel 
O After clicking process, scroll to the top of the 

page and click  
O Follow the prompts to open the report.  For 

example, it may go to your download folder 
or a dialogue box may appear. 

O Once you are done looking at the roster, it’s 
time to begin your report. 

O Click                                    at the top of the 
screen. 



Step 1: Make a Chart 
O Member’s Name 
O Payment Made (Date the Payment was Made) 
O Payment Posted (Date the Payment was Posted) 
O Amount 
O Reason (Membership Renewal/ Contribution) 
O Type of Membership (Young Organist, Regular, Special, 

Dual) 
 



 
Step 2: Click on Member 

Change Logs     
                    



Step 3: Add Filter Criteria 
O  Add an Action Date (xx/xx/xxxx) 

O Helpful Hint: Use a date that is at least five 
days before the beginning of the month.  This 
will account for weekends and holidays.  
 

 



L. 

O Change the records per page from 20 to 100 
(click on the carrot next to 20 for the 
dropdown choices and click on 100) 
 
 
 
 
 
 

O Click  
  



Step 4: Look at all the changes 
made during the month 

O Scroll to the bottom of the page (the information 
is organized in descending order with the date 
you put into the filter field appearing at the 
bottom) 

 
O For renewals, the important action types are 

RENW = Date the Member Made Payment              
Dues Payment = Date the Payment was Posted                           

    









What about Line 35? 



Henry added Brooklyn as a 
Dual Chapter.  





Collected Information from 
Chapter Change Logs 



Refresher: What We Need For 
Our Chart 

O Member’s Name  
O Payment Made (Date the Payment was Made) 
O Payment Posted (Date the Payment was Posted) 
O Amount 
O Reason (Membership Renewal/ Contribution) 
O Type of Membership (Young Organist, Regular, Special, 

Dual) 
 



Step 5: Remit Reports 
O Scroll to the top of the Chapter Change Logs 

Screen and Click  
 

O Click Remit Reports from the Chapter 
Administration Menu 
 



Step 6: Find the Pertinent 
Remit Report Numbers 

O Scroll to the bottom of the screen. 
 

O Click on the carrot next to select remit report 
to find the date each report was created. 
 





When determining your range, always 
include an extra remit report (or two). 



Step 7: Run a Report 
O Decide whether you want to create a pdf or 

excel. 
O Input the report range 

 
 
 

O Click                         or                      , 
depending on the type of report you want.  
 
 
 
 

 
 



Helpful Hint 
O If you want to created a pdf, put the report 

range: 
 



. 
 

O If you want to created a excel export, put the 
report range: 
 



PDF Report 
O Create a PDF Report 

 
 
 
 

O Follow the prompts to open the report.  For 
example, it may go to your download folder 
or a dialogue box may appear. 
 





Member’s Name             Amount       Reason      Type of Membership 
W. Eric Birk           $41.00        Dues               Regular Dual 

Remit #: 366 
Chapter: C208      Brooklyn Chapter 
 
Id#          Name                   Post Date         Amount     Description 
31559    Birk W. Eric          07/02/2020   ($41.00)    Secondary Chapter Dues 
33110    Comins Aaron D  06/30/2020    ($41.00)   Chapter Dues – Regular 
37724    Sarff Thomas W  07/01/2020    ($41.00)    Chapter Dues - Regular 

Important Information from Remit  #366 
 



Remit #: 367 
Chapter: C208      Brooklyn Chapter 
 
Id#          Name                   Post Date         Amount     Description 
86414    Lee Henry Y         07/06/2020    ($41.00)   Secondary Chapter Dues 
 

Important Information from Remit  #367 
 

Member’s Name             Amount       Reason      Type of Membership 
Henry Y Lee           $41.00        Dues                Regular Dual 



Remit #: 368 
Chapter: C208      Brooklyn Chapter 
 
Id#       Name                       Post Date          Amount     Description 
5283   Danziger Stephen   07/20/2020    ($33.00)   Secondary Chapter Dues 
 

Important Information from Remit  #368 
 

Member’s Name             Amount       Reason      Type of Membership 
Stephen Danziger          $33.00        Dues                Special Dual 
 



Important Information from Remit  #370 

Member’s Name                  Amount          Reason          Type 
Kell N Julliard                $33.00           Dues              Special 
Thomas Williams                  $41.00            Dues              Regular              

Remit #: 370 
Chapter: C208      Brooklyn Chapter 
 
Id#          Name                   Post Date          Amount     Description 
99083    Julliard Kell N      07/29/2020    ($33.00)    Chapter Dues – Special 
85564    William Thomas  07/28/2020     ($41.00)   Chapter Dues - Regular 
 



Remit #: 371 
Chapter: C208      Brooklyn Chapter 
 
Id#          Name                    Post Date          Amount     Description 
87992    Jones Jacque B    08/03/2020    (####)      General Contribution for  
                                                                                          Chapter Prog 
87992    Jones Jacque B    08/03/2020    ($33.00)   Chapter Dues - Special 
 

Important Information from Remit  #370 
 

Member’s Name         Amount          Reason              Type 
Jacque B Jones            ####             Contribution       General Contribution for 
                                                                                        Chapter Prog 
Jacque B Jones            $33.00            Dues                 Special 
 



Step 8: Put the Report 
Together 



Excel Export 
O Create a Excel Export 

 
 
 

O After clicking create excel export, the 
following pop-up window may appear 
 
 
 
 

 
 

 
 



. 
O Then, you have to look up on the screen and 

find  
 
O Click on the word HERE 
O Follow your computers prompts to access 

the export.  My computer gives a dialogue 
box: 



What you need to do to make 
the excel export into a report 
O Eliminate columns you don’t need 
O Eliminate the members who shouldn’t be 

included on the report 
O Change the amounts to positive numbers 

(unless they are meant to represent 
withheld amounts) 

O Add a column for Date the Payment was 
Made 



Eliminate Unnecessary 
Columns 

O staff_code 
O source 
O batch_number 
O sequence_number 
O post_date 
O amount 
O status_id 
O status_name_key 
O org_1_id 

 
 

O org_2_id 
O org_3_id 
O org_4_id 
O org_5_id 
O chapter_code 
O description 
O remit 
O chapter_name 
O fund_code 
O new_member 

 





Delete the Unnecessary 
Member Rows 

O From our work with the member change 
logs, we know that we can delete the rows 
regarding Aaron Comins and Thomas Sarff.  
They should both have been included on the 
June report because they made their 
renewal payment in June. 



Change Amounts from 
Negative to Positive 

O Put -1 in an empty cell on the spreadsheet 
O Copy that cell, but clicking  
O Highlight the negative amounts 
O Click Paste 

 
O Then, click the word Paste Special to get:  
 



Make sure you click the circle beside Values and  
Multiply, then click ok. 



Add a Column for the Date the 
Payment was made 

O Highlight the Column 
for post_date 

O Click Insert and then 
Insert Cell 

O A blank column will 
appear to the left. 

O Title the column 
payment_made 

O Input the information 
gathered from the 
change logs. 
 



Final Report, using the Excel Export 



Step 9: Make Sure Your Chapter 
Received the Amount Due 

O Your monthly reports will not match the 
monthly deposits made into your bank 
accounts.  

O The money can arrive 2 – 6 weeks from the 
time it appears on a remit report and the 
members who renewed in July may not all be 
included in the same ACH deposit. 

O I would suggest, making an extra column on 
your chart to include the date your chapter 
receives the payment by ACH. 



Brooklyn’s July Activity 

The people who renewed in July were included on  
3 different ACH deposits. 



Step 10: Find the details 
behind a deposit 

O Use the “key” given on the Remit Reports 
Screen: 
 



Use the Report Range Given to 
Run a Report 

O For example, if you wanted to check the 
deposit made on August 14th, you would use 
the report range 367-370. 

O Create the report in pdf or excel, using the 
steps previously shown. 

O Check that the total of the report matches 
the total of the deposit.  



Call If You Need Help 
 

 
We are always here for you      
    and can be reached at       
          (212) 870-2310 
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