MASS (Membership Accounting System for Sages)
USER MANUAL
1. INTRODUCTION

The reporting of branch membership statistics, on which national levies are based, is not always performed accurately. These spreadsheets provide for the entering of the details of members. Once the essential details are entered, the system will calculate the levies due by each member. For this reason it is important to enter the year and month of joining of new members as it affects the levy due for that member. The system will therefore calculate what levies are payable to the NMC in March as well as the topup payments due in November. 

Provision is made for recording the membership fees that Sages members need to pay to the branch, as well as the payments received from members. The system will calculate the amounts to be entered on the remittance advice sent to the National Treasurer twice a year.
By sending the entire worksheet to the National Secretary, it will be easy to consolidate the statistics and determine trends in membership.

Quite a few branches may have no system to control membership, and will hopefully welcome the system. Many branches have similar systems. It is sincerely hoped that you will make use of this system. 

The Remittance Advice will be updated to look similar to the one produced by this system. You can still complete it manually and submit your results twice a year. 
2. ERRORS and OMISSIONS

While there has been a fair amount of testing to see if the system will work, according to Murphy’s law the number of undiscovered errors is usually quite large. Your help in highlighting deficiencies in the system will be most welcome. Send your comments and the offending worksheet to roets@mweb.co.za for attention.

3. FUNCTIONS OF MASS

The heart of MASS is an Excel spreadsheet with a number of worksheets that are linked.
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The fields are colour coded. Yellow fields are protected as they contain formulas to calculate their values. Pale blue fields must be completed by the user during the course of the year. The completion of intense blue fields in the Setup worksheet must be entered at the start of the year and are essential for the successful operation of the system.
4. SETUP

In the SETUP worksheet the branch name, the financial year and the amount of each type of levy for the current year, completed. You can also enter an A in the first row to select Afrikaans headings for your spreadsheet columns.
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You can also enter the subscription fee members are expected to pay the branch annually in this worksheet. An entry fee payable to the branch can be entered, if required.
5. MEMBERS

In the MEMBERS worksheet you enter the details for each of your members as per the column headings. Notice that the Afrikaans or English version of the headings will have been copied onto the MEMBER column headings.
The spreadsheet makes provision for most data elements that you may want to keep about your members and could be used to prepare your membership booklet annually.

Do not delete members during the course of the year. Just enter a Y in the Resigned/Died/Moved column if the person is no longer a member of your branch.

At the start of the new year you can clean up your membership list and delete those that have left. It will be a good idea to sort your spreadsheet by surname once you’ve done deletions. Remember to sort ALL the columns!!
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Once membership status fields and the date and month of joining are completed, they are used to calculate the relevant levy payable for each member. Do not panic if you do not have the exact year and month of joining of your old members. Take a guess, but please do not leave the fields empty. If these fields are not completed properly, the system will not calculate the levies correctly. The correct format for the data is shown below the column headings. Study the examples to see what is expected. 
The MEMBERS worksheet at present provides for up to 250 members. If you have more members, please ask for the worksheet formulas to be copied to more rows. The calculated fields are protected to protect the innocent and the ignorant from deleting or altering them accidentally.

You can enter fees collected from your members in the column on the far right of the rows. It will keep track of outstanding membership fees.

6. REMITTANCE ADVICE
The results are summarised in the worksheet LEVIES DUE. It shows the totals of the different kinds of members you have, as well as the levies that are to be paid to the NMC in March and November by the branch. 
At the end of February your national levies are due. Update your membership worksheet and check that the levies have been calculated correctly. If necessary, fix your member details.

Make your payment to the National Treasurer and record your payment amount on the worksheet. Send a copy of the entire membership spreadsheet to the National Treasurer.
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At the start of November make sure your membership details are reflected accurately on the spreadsheet, but do not delete past members until 31 December! Enter the details of your topup payment and save your work.

Send the worksheet to the National Secretary after you have made the payment.

