Reporting Intranet Resources —
Reporting Intranet Guide

A link back to the Table of Contents is located on the lower right-hand side of each slide.
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Reporting Intranet
Table of Contents - Main Topic Links

Go to main link and make sure to scroll through all slides for that topic.

* Navigating the Rl » Beginning of Year Report

* Roles of Advisors & Officers  Update Chapter Profile Page

» Create officer logins * Plan of Activities

« Enter candidates « Upload chapter bylaws

» Submit for Initiation and get  Pay Maintenance Fee
certificates  Mid-Year Report

» Enter activities « Enter candidates and activities

* Impact Activity Categories  End of Year Report

 Enter Essential Skills e Update Chapter Profile Screen

Upload Chapter Financial Statements
How to complete the IRS 990n e-Postcard
Over $50K spreadsheet

IRS One Time Reqistration for New Users

« Reaching Out Activities
 Chapter Scorecard
« Student Participation Verification

Report

A link back to the Table of Contents is located on the lower right-hand side of each slide.
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Clarification of Roles
Faculty Advisors vs. Officers

Faculty Advisors Chapter Officers

« Create and manage officer login accounts .
* Review all chapter reports:
» Beginning of Year - October 15 for U.S., June
15 for Oceania
* Mid-Year Report — December 151" U.S.,
award-seeking chapters, August 15 for
Oceania
« Student Participation Report
» Complete 990n e-Postcard filing by June 1st
« Sign Off on End of Year Report by June 1 for
U.S., December 15 for Oceania.
* Meet with Chapter Reporter throughout each .
semester to review chapter reporting.
* Meet with Chapter Treasurer to ensure that
membership dues and chapter maintenance fee
have been paid on time.

All Chapter Reporting

* Entering new candidates into
the system

« Beginning of Year Report

« Entering Professional & Service
Activities, Reaching Out
Activities and Initiations

* Mid-Year Report (award-

seeking chapters)

End of Year Report

Work with faculty advisor to process
payments for membership dues and
ensure that chapter maintenance fee
has been paid on time.
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Please enter your email address and password to login to the Reporting Intranet

Email Address: Valld Emall AddreSS
Unique Password

Password:

Log In

Each Advisor and Officer will be required to login through a valid email
address and a unique password. We recommend Google Chrome as your
browser.
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Login System

Activation Screen

BAP Reporting Intranet, New User Account Activation
Enter and confirm your password. Then click the 'Activate’ button to enable your account for login.

Enter Password: Confirm Password:

Note: Your password must be at least 8 characters in length.

/ Activate

On the Activation Screen, enter a unique password, confirm and
activate.
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Terms of Use Agreement

One time acceptance for all users

License Agreement

Terms of Agreement for Beta Alpha Psi Reporting Intranet

As an officer or faculty advisor, I agree to uphold the terms of the Beta Alpha Psi use of Reporting
Intranet that includes
Reporting Intranet Guidelines:

o [ confirm that I have reviewed the training materials for the Reporting Intranet.

= [ understand that once a record has been saved, it will be considered a receivable to Beta
Alpha Psi and that our chapter is responsible for payment.

s All activities reported are truthful and complete.

Yes Mo

Upon initial login, each user reads and confirms acceptance of the
Terms of Use Agreement.
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Navigating the Reporting Intranet

On the landing page, the menu bar is as follows:

-—

. Home - Landing page

2. Reporting and Membership —This is where all screens for chapter reporting
can be found.

Chapter File Submissions — This screen will display all the files that your
chapter has uploaded to the RI for that fiscal year.

PCA - Alink to the Program for Chapter Activities.

Tutorials - Alink to interactive tutorials.

Contact - Information for the Executive Office.

BAP Home — A link back to the BAP Website.

2
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Login System

Activation Process - Officers

Once the Faculty Advisor has completed their activation process,

and have logged in to the Reporting Intranet.

1. The FA will enter the officers under Reporting and
Membership > Create/Manage Officer Logins

— e
Fume  Reporting and Membership ¥ Chapter File Submissions PCA Forms  Tutorials Co

‘ Create/Manage Officer
Anhe Logins

View/Upuate Ciiapter
N Profile y and forms.

! Membership Roster > Imbership roster.
ile.
o NECUECICIRIEERUNTIE N Beta Alpha Psi

s \TD Statement Road, Durham NC 27707-8110

Beginning of Year

Report o

New = atch Tutorial
Report Activity

: A End of Year Report nerate Activation Email for Officers

Scorecard
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FA — Create Officer Logins

Menu Bar Item: Reporting and Membership> Create/Manage Officer Logins

Activation Process for Officers
By FaCUIty AdVisorS Advisors Officers Admins and Chapter Advocates

Note: Officer/Users Must Be Matched to Active Chapter Members

Select Chapter: 444 - Fab Four - Fab [[~]

2. Under the “Officers” tab, N
. earcn vMembers Search
the FA WIII SeIeCt the by Last Name: Leave blank for all active members.

0 Choose Matching |Affleck, Ben
Offlcer name and Member: Clooney, George

0 Fiorentino, Margaret
Ofﬁcer r0|e Harrison, George
Jolie, Angelina |-
Note: Only Members with a valid e-mail address are listed above. If the

11
3 . Then y SeleCt Create member you want is missing, you must first record a valid e-mail address

by editing the membership roster for the chapter.

9
User - Email Address: aj123@yahoo.com
First Name: Angelina

Last Name: Jolie

Select Reporter [=]
Officer/User Type:

Cancel | | Create User
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Create Officer Logins

Menu Bar Item: Reporting and Membership> Create/Manage Officer Logins

Activation Process for Officers
By Faculty Advisors.

4. The screen will confirm T —————————
that an activation email Select Chapter: (444 - Fab Four - Fab I[]
was sent to that officer. e et N  Search

Leave blank for all active members.

Choose Matching |Affleck, Ben -
Member: Clooney, George 3
Fiorentino, Margaret
Harrison, George
Jolie, Angelina s
Note: Only Members with a valid e-mail address are listed above. If the
member you want is missing, you must first record a valid e-mail address
by editing the membership roster for the chapter.

Email Address: aj123@yahoo.com

First Name: Angelina

Last Name: Jolie

Select President [=]

Officer/User Type:

The new user account has been successfully created. An
activation e-mail has been sent to the address specified above.

| Create Another User |
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Creating Rl Accounts

Menu Bar Item: Reporting and Membership> Create/Manage Officer Logins

Once the Faculty Advisors

have Created the Oﬁ:lcer MNote: Only Members with a valid e-mail address are listed above. If the
accounts, a log is established oy oditing the mambarsiip caver for the ehaptar, - @ C o o address
and can be found at the Email Address:
bottom of the screen. First Name:

Last Name:
This is where the advisors g%e;t Officer/User [Select [
can deactivate or reactivate [ Cancel | [ Create User |
officers.

Uﬁfr Ful N .SSE." Sl | User Role In'upii;gon Aigii'DaLéin;n Status Account AStEi\S!:;'in

It is the advisor’s AMES | ameReasteed Emal Sent Date Action | e
responsibility to keep this |Og g:’nat'jrgbers' Edit cchambers@bap.org President 5/21/2013 Not Activated Disable  Resend
current. J[’D"herfon’ Edit jdoeson@bap.org  Treasurer 5/21/2013 Not Activated Disable  Resend
This should be updated each
semester/quarter.

Table of Contents




Password Reset

?lease enter your email address and password to login to the Reporting Intranet

Email Address:

To reset a password, go to the login page and select the link titled “Reset
Password”, enter your email address and an automated email will be sent
to you that will include a link to reset your password.
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Update Chapter Profile Screen

Menu Bar Item: Reporting and Membership > View/Update Chapter Profile

Home  Reporting and Membership ¥ Chapter File Submissions PCA  Forms  Tutorials Contact BAP Home

Cre=icymanage "fficer
Logins

: Profile and forms.

Membership Roster > .Imbership roster.
ile.
SEUCCICI IR UNEILE o - Beta Alpha Psi

S VTD Statement Road, Durham NC 27707-8110

View/Update Chapter b

Beginning of Year

Report .
= atch Tutorial
Report Activity

F Ellof Veor Report nerate Activation Email for Officers

Scorecard

NamAdlinas fAar Cicrmnl Vam- TN4°2

Once logged in, the officer will access the Update Chapter Profile screen under
Reporting and Membership and View/Update Chapter Profile.
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Update Chapter Profile Screen

Menu Bar Item: Reporting and Membership > View/Update Chapter Profile

Welcome, M

Beta Alpha H
Beta Alpha H

The Chapter Profile screen is
Home  Reporting and Membership ™ Chapter File Submissions PCA Forms  Tutorials Contact BAP Home displayed in a tabbed format_

Chapter Profile ‘ Save Chapter

* indicates a required field

The tab titled “School” is

Admin Only Fields School Chapter Officers Chapter Contacts Where FAS and Oﬂ:icerS Can
Chapter website: wwmBamorg update their school
school Year: [Semester [+] information SUCh aS a |ink to
Achievement Type: | Award-Seeking E| your Chapter,s WebSite,

Grad Students in Accounting?: Ye5|Z|

achievement level and school

School:*  Beta Alpha Psi University mailing address_
Country:*  Select Country
Address 1:* 230 Leigh Farm Road .
address 2 The red stars are required
City:*  Durham ﬁeldS.

State/Province/Region:

The tab labeled “Admin Only Fields” is for the Executive Office use only.
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Update Chapter Profile Screen

Menu Bar Item: Reporting and Membership > View/Update Chapter Profile

Home  Reperting and Membership ¥ Chapter File Submissions PCA  Forms  Tuteorials Contact  BAP Home

Chapter Profile Save Chapter
* indicates a required field

Admin Only Fields School Chapter Officers Chapter Contacts

President

Name:* |Chambers, Cindy|Z|
E-mail:* cchambers@bap.org

Phone: 232-222-2222

Nota: Phone not required, but must ba valid for your Chapter's country i supplied.

Reporter

Mame:* |Baum, Hadassah E|
E-mail:* hhbaum@bap.org

Phone: 2232-222-2222

i Note: Phone not required, but must be valid for your Chapter's country if supplied.

The tab titled “Chapter Officers”
is where the officer information
is updated. This is a separate
from the officer user accounts.

Select the name of the officer
from the drop down list and the
name, email and phone
information will populate the
fields for the appropriate role.

Note: the names on the drop
down list are pulled from the
“Submit for Initiation” and
“Active Members” folders.
The red stars are required
fields.
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Update Chapter Profile Screen

Menu Bar Item: Reporting and Membership > View/Update Chapter Profile

Admin Only Fields School Chapter Officers Chapter Contacts

The tab titled “Chapter

‘ Add Contact Save Chapter

hqwing 1 to#/of 4 entries ~_ Contacts” is where the
NF;ﬁte NL:rite Type Phone Ext. Fax Email Dept./College Faculty AdViSOI’, Co_Advisor,
919- Department Chair and
Edit/Delete  Margie  Fiorentino Advisor jg%—l mfiorentino@aicpa.org BUS|neSS SChOOI Dean
444- . c .
Edit/Delete  Salvatore Bling Co-Advisor 444- sbling13@yahoo.com |nformat|0n IS updated
— - Note: Dean and Department
: - BAP S - . . .
e T N R jdean@bap.org of Business Chair information is required.
919-
Edit/Delete  Jane Chair ([:)ﬁg_larr‘tment jg%b jchair@bap.org E?fossgﬁgj
Search:
Comments:
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View/Update Membership

Menu Bar Item: Reporting and Membership > Membership Roster >

View/Update Membership

Home

Membership Roster

Reporting and Membership ¥ Chapter File Submissions

PCA Forms

| Add New

|| Submit for Initiation ||

Make Inactive | |

Delete |

Candidates

Active (4)

Submitted for
Initiation (&)

Inactive (2}

Members

Active (0)

On Leave (0)

Alumni {0}

Delsted {0)

Name

Jackman , Hugh
Johnson, Sarah

Smith, Elizabeth
Stevens, John

Active Candidates

Member Number

201325010011
201325010003
201325010001
201325010008

Copyright © 2013 Beta Alpha Psi | Privacy Policy

Click Member/Candidate Name to Edit Profile Record

E-mai

hjackmani @yahoo.com
sjichnson@bap.org
esmith@bap.org
istevens@bap.org

Tutorials

Contact

Candidate Date

6/10/2013
4/1/2013
4/1/2013
9/3/2012

There are two groupings on the Membership Roster:
Candidates section that includes folders for: Active Candidates, Submit for Initiation and
Inactive Candidates.
Members section that includes folders for: Active Members, On Leave, and Alumni.

BAP Home

Membership Type

Undergraduate
Undergraduate
Undergraduate
Undergraduate

The Membership Roster
screen is where reporters will
add new candidates, submit
them for initiation or move to
the Inactive folder, and move
Active members to On Leave
or Alumni status.
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View/Update Membership

Menu Bar Item: Reporting and Membership > Membership Roster >
View/Update Membership

Tutorials Contact BAP Home

Home  Reporting and Membership ™ Chapter File Submissions PCA  Forms

Me ship Roster
| Add New | Submit for Inftiation | | Make Inactive | ‘ Delete
didates
active (4) Active Candidates
Submitted for
Initiation (&) Click Member/Candidate Name to Edit Profile Record
Inactive (2] N y _ . o i .
- s || Mame Tember Number R E-mai candidate Date r::l,_mbersl ip Type
Members e = o e
Active (0) Jackman , Hugh 201325010011 hjackmanil@yahoo.com 6/10/2013 Undergraduate
On Leave (0} Johnson, Sara 201325010003 sjohnsoni@bap.org 4/1/2013 Undergraduate
Smith, Elizabeth 201325010001 esmith@bap.org 4/1/2013 Undergraduate
Alumni {0} Stevens, John 201325010008 istevens@bap.org 9/3/2012 Undergraduate
Deleted (0)

Copyright © 2013 Beta Alpha Psi | Privacy Policy

To add a new candidate select “Add New”. Do not add a candidate until your chapter has
collected the $75 fee. Adding a candidate always creates a receivable for your chapter.

Table of Contents

Beta Alpha Psi




Add a New Candidate

Menu Bar Item: Reporting and Membership > Membership Roster >
View/Update Membership

| Create New Chapter Candidate

Beta Alpha Psi University, Chapter 2502, Beta Alpha Psi University . | |
* indicates a required field, all dates should be in the format MM/DD/YYYY H 4

umber: Mot Yet Assigned First Name*:
- .
i Candidate Start Date™: > Middle Initial:

Initiaticn Date:

All fields that have a red
star “*"are required
fields.

The Candidate start

Last Name™*:

Current Folder: Adding to Active Candidates

| Type of Membership™ |Select Membership Type = (JH date is the date the
| e et e = student started
ey Phonee. participating (not the
Address Line 2 Other Phanes date that they are being
E Gender: [Seiec Gander < entered into the
| cemic: [Seect Sy & system).
. Birth Date: Important: Email

address must be a valid
email address. The
system will not allow
duplicate addresses.

Country™: | select Country [=]

Membership Status Changes Membership Payments and Credits

Enter all the required information and select “Save”.
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Submit a Candidate for Initiation

Menu Bar Item: Reporting and Membership > Membership Roster >
View/Update Membership

To submit a
candidate for
initiation, in the
“Active Candidates’

PCA  Forms  Tutorials  Contact

Reporting and Membership ¥ Chapter File Submissions

Home

Mem hip Roster
Submit for Initiation U) Make Inactive | |

Delete
folder, check off the
R Active Candidates
tive (4]
Submitted for bOX next to the
Initistion (1) Click Member/Candidate Name to Edit Profile Record .
Y ha—he(z Mame Member Number E-mai Candidate Date Membership Type approp”ate name
embers “ .
201325010011  hjackmanl@yahoo.com 6/10/2013 Undergraduate and Select Smelt
On Leave (0} 4| Johnson, Sarah 204325010003 sjohnson@bap.org 4/1/2013 Undergraduate . a . "
{J! smith, Elizabeth 294325010001  esmith@bap.org 4/1/2013 Undergraduate for Inltlatlon .
Alumni (@) i 201325010008 istevens@bap.org 9/3/2012 Undergraduate
Delsted (

The system will prompt the user to confirm that the candidate met the requirements and that
the date is the same date for multiple candidates. Confirm both.
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Submit a Candidate for Initiation

Menu Bar Item: Reporting and Membership > Membership Roster
> View/Update Membership

The records will
appear in the “Submit
for Initiation” folder.

Reporting and Membership ™ Chapter File Submissions PCA  Forms  Tutorials Contact  BAP Home

Once the fees for
Membership Roster candidates that have

Return to Active H Make M been paid, the

Candidat . . q

- I - <Submitted Candidates Executive Office will
i) Click Member/Candidate Name to Edit Profile Record prlnj( the memberShlp
nact Name Member Number E-mail Initiation Date Membership Type Cert|f|cates and move

Members
Active (5) 201325010004  hhbaum@bap.org  5/2/2013 Faculty the records to the
On Leave (0) < Johnson, Sarah 201325010003 sjohnson@bap.org  4/22/2013 Undergraduate “AC‘UVe Members”

Smith, Elizabeth 201325010001 esmithi@bap.org 4/22/2013 Undergraduate

Alumni (0) folder.
Delsted (@) Please aIIOW tWO

weeks to receive
certificates.
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Beginning of Year Report
Menu Bar Item: Reporting and Membership> Beginning of Year Report

Beginning of Year Report (2023 - 2024)

Chapter Number 444, Fab Four University, Fab Four

Report Items Our Chapter's Status

Update Chapter Profile _ J Not Submitted

Enter Plan of Activities (J Not Submitted

Attach Chapter Bylaws
prer ey O Not Submitted

(JNo Changes Needed to Bylaws

Your annual maintenance fee $325.00 Payment Options
Annual Chapter Maintenance Fee  View History J Not Received
Overall Report Status Not Credited

Beginning of Year Reports are due
on October 15 for U.S. chapters.

Oceania Chapters — due June 15

For the “Update Chapter Profile”
screen to be credited for the BOY
report, select the button. You must
either update the profile screen
from here or choose “No Changes”.
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Enter Plan of Activities

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Professional Activity Plan

Activity Name Month
[KPMG Prof. Speaker I
Audit Careers October E]
ITax Careers ” November BI
Corporate Finance December E]
[ch Prof. Speaker I@
Passing the CPA Exam  March E]

Service Activity Plan
Activity Name Month

|Food Bank |

Report Status Credited

Reaching Out Activities (Check at least three)

Activity Sponsor Planned
Annual
Community |Executive
Service Day |Office
Attendance
Annual ’

i Executive
Meeting Office
Attendance
Annual 5

B Executive
Presentation
Nomination ;

i Executive
for Project Office
Run With It

Executive
Office
Submitted
Nomination o
Executive
for Office
Outstanding
Dean

Regiopal Executive
ST Office
Attendance

m

Enter your chapter ‘s
plan for 6
Professional
Activities and 1
Service Activity.

3 Reaching Out
Activities (ROASs).

Select “Save”.
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Local Chapter Bylaws

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Beginning of Year Report (2023 - 2024)

Chapter Number 444, Fab Four University, Fab Four

Rebort It our Chanter's Stat Upload amended bylaws to the
epott Thems Hr mhapters Statts BOY screen. If there were no
changes, check off the box, “No
Update Chapter Profile U Not Submitted Changes Needed to Bylaws”.
Enter Plan of Activities O Not Submitted Contact the Executive Office if
; you need a copy of your chapter’s
Attach Chapter Bylaws ﬁ O Not Submitted bylaws.
[JNo Changes Needed to Bylaws
Your annual maintenance fee $325.00 Payment Options
Annual Chapter Maintenance Fee  View History U Not Received
Overall Report Status Not Credited
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Chapter Maintenance Fee

Menu Bar Item: Reporting and Membership> Beginning of Year Report

To download a PDF of the Chapter Maintenance fee invoice, select the tab titled
“Check”.

! Payment Options

Card Check

1a | Check Payment

Please remit immediately. Make a check payable to Beta Alpha Psi, and include your
chapter number on the check. Send your payment with the copy of this invoice to:

Beta Alpha Psi
220 Leigh Farm Road
Durham, NC 27707

@d Chapter Maintenance Fee invoice for Current year C@

Close Print
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Online Activity Reporting
System

All reporting is completed online.

* Professional and Service Activities
« Reaching Out Activities (ROASs)

* |nitiations

 Non-BAP Activities
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Online Activity Reporting System

Menu Bar Item: Reporting and Membership> Report Activity

mporting and Mambe: hip ™  Chapter File Submissions oA Tutorials  Contact

o= anmd online |'_!l||i!'|-|'.

heir officer accounts.

any guastions about the new Repoarting Intranat you Can CoONtact us ag:

Make sure to complete the fallowing tasks:
Update Chapter Profile Screen

Enter Plan of Activities
Upload Chapter Bylaws (If needed)
Fay %300 Chapter Maintenance Fee (now you can pay onlinel)

12/15/2015 Mid-Year Chapter activities occurming batwesan &71/1% amd 12/1571% » Profesgional & Service Activities — Mission-Ba

I
Chaptaer Initiation = Professional & Service Activities = Attach Local Chapter Waorkbook for Hours (Award-Seeking C

Activities Mominations for Outstanding Dean Award Due
e porting

The online activity reporting screen can be found under Reporting and Membership and
Report Activity.
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Online Activity Reporting
Entering an Activity

Menu Bar Item: Reporting and Membership> Report Activity

The online reporting activity screen is in a tabbed format. To add
a new Professional Activity select “Add”.

Report Chapter Activities

Professiona =BV Ca Faac Chut Lnrtiation NOUrs SUMmmanry SCoretard Shudent Farticipation Venfcation Heport
Add Add Non Bar Activity | Add Cesential Skills Activity Agd Impact Activity Filber by Year;
2021 - 2022 "
Showing 1 to 6 of & entries
Least 50 =
y T Kir .'l\..'l 3 |I'..:. :-"-' P
Long
Edt/Delete  N/A EDLENDORS | e o 2021 - 2022 No Yes 23% o
Writing Skills g :
Edit/Delete Eafes Tagt 14 Prof S5/172022 2021 - 2023 Yieg s 23% z
Edit/Dalute MSA Test PA 5f172022 2021 - 2022 Yes Yes 20% 1
eauDelste  N/A  Coonegomistion om0 2021 - 2022 Yes Yes 20% 1
; Skills
Edit/Delete Eeject Test 1A Prof 1 522022 2021 - 2022 Yes Yes 20%% 2
Edit/Dhelute MNSA Test BA 1 50272022 2021 - 2022 Yag Yes 205 1
Search

-
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Online Activity Reporting
Entering an Activity

Menu Bar Item: Reporting and Membership> Report Activity

Name of Activity
Date of Activity
Confirm that the
activity was at least
Activity Name: 50 minutes long.
Confirm that your
chapter sponsored

Date of Activity: the activity.

Was the Activity at Least 50 Minutes Long?: OYes @ No Sl SR

Confirm that the Activity was Performed in the Name of Beta @ Yes
Alpha Ps:
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Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity

Once the activity information has

been saved, the system will pull
up all the records as of the
“effective activity date” in the
Active Candidate, Submitted for
Initiation and Active Member
folders.

Check off attendance for the
candidates and members who
participated in the activity by
using the tab function for each
record and then select “Save”

Then close the screen.

—

I Db I Canod

At wity Name: | Firm Vigt

Date of Activity: 173/202 Shangs Cate

Va5 the Actwity a8 Lasst 50 Menubes Longi: @ Yes O Mo
Conhirm that the dctivity wai Perfformed in the Name of Bata B'Yes
Aipha Ps
What b g f thers Aid mMeStandg or axirs e bers of fhis 15,
Lhowing 110 13 of 13 entries
I|I."" '™ »

201 3034473002 Beaat, Pete Gl
L0 A5 100F Byagm, Sam |

Camuthers,
202204443008 LATHENS
Z0100E420002  Clogney, Gadige
202204440005  Douglas, Baetk
L0 NS5 1003 Drumimiged . W e
F01004440004  Figenting, Margarst G
H02304443010 Higgns, Mark
202204440006 Patterson, Andrew B

—
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New - Impact Categories

Menu Bar Item: Reporting and Membership> >Professional and Service
Activities — Impact Points

*Media Promotion (TV or Print)

Tutoring

*Mentoring

*Financial Volunteer Support (donating
accounting or bookkeeping services)
*Sharing business/college knowledge
(volunteering with high school, incoming
freshmen, and undeclared students)

VITA

Community College Associate Candidates
AACSB Societal Impact Goal for your business
school
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Online Activity Reporting

Program for Chapter Activities FY24

¥ IMPACT ACTIVITY POINTS - NEW!

IMPACT ACTIVITY POINTS

An Impact Activity is a Professional or Service Activity that demonstrates a strong effect has been made to your university or
community. Impact activities earn an extra point toward award status (i.e,, an extra professional or service point). Impact
activities may include but are not limited to the following elements:

* Media Promotion (TV or Print)

e Tutoring

* Mentoring

¢ Financial Volunteer Support (donating accounting or bookkeeping services)

¢ Sharing business/college knowledge (e.g. volunteering with high school, incoming freshmen, and undeclared
students)

* VITA (Impact Requirements Below)

¢ Community College Associate Candidates

e AACSB Societal Impact Goal for your business school

Complete Wufoo form for each activity to earn Impact Activity Point
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Enter the
activity
name and
date

Confirm
that it was
at least 50
minutes
long and
sponsored
by the
chapter

Select
Impact
Category

Complete
form with
metrics

Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity

Add New Impact Activity

Activity Name: |Community College Outrea|

Date of Activity: |03/04/2024 |

Was the Activity at Least 50 Minutes Long?: O Yes ® No

Submit Impact Activity Form x

Please make sure to submit the form in the link mentioned to complete the add impact
activity process Click Here for Impact Activity Form.

\/

Ok
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Select
Impact
Category

Complete
form with
metrics

Beta Alpha Psi

Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity

Activity Name *

Community College Outreach

Date of Activity *

03 /

MM

Please indicate which Impact Activity your chapter completed. *

04 / 2024
DD YYYY

Community College Associate Candidate: V|

Number of participating Beta Alpha Psi students *

Number of participants outside Beta Alpha Psi chapter *

NMumber of hours spent on activity *

Did your activiy impact students outside your chapter? *

=
'!J

L

L

High School
Community College
Students at current school

Other

If Community College students: *

=
-

High School
Undecided
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Add
description
of activity
and
support.

Include
date,
summary
and
audience.

Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity

Description of Impact Activity *

“

Please upload any photos or additional documentation here. Please title the submission with your
school name and Impact Activity.

| Choose File \ Mo file chosen

| Submit |
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Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity
Essential Skill — required for award seeking chapters
Choose 1 from 11 listed for a Professional session

Add New Essential Skill Activity

Activity Mame: ES-Busines:s Writing Skill ~

Ciate of Activity: ES-Megatiation Skills
ES-Emgironal [ntelligenoe

Report Chapter Activil ‘Was the Activity at Least 50 Minubes Long?: | EC-Facilitation Skills
il i i Akt v Prstornad b tha N of Bal ES-Managing Dastractions
I:,_,$.|I",.q. :l."l.l! = i T t 1T FrhE CLIWNTY Wilb FErmd & | &l l-.llll':.:\:-.dgp.; E.i:-l-c{:ﬂrlll_.! r.'ﬂ.-laue et
Rk ¥ - | ES-Change Managemant
EL-Interpersonal Skills at the Workplace

hdd Add Hon ES-Divarsity and Inclugion Filtar by
20232 - 2023 ES-Ethical Decisicn Making Skills
Chawing 1 y ES-Accapting Feedback
Edi/Defate Rajecr ]
Search
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Online Activity Reporting

Menu Bar Item: Reporting and Membership> Report Activity

Report Chapter Activities

Prifecsicnal Saryice Reaching Dut faliBtes HOUS Summany Searacand Student Parbaipation Vendcation Report
Add Ldd Kon BAP Activity | Mok Epseniisl Skills ctviy | Add Emipact Activity Filtar by Yaad
2021 - 2022 "
Shawing 1 to 5 of 5 entries
_ Status Name Diate "‘I,:' ] n ._. % & Participation Points
EDeete  N/A  Test1 a/6/2021 2021 - 2022 Yes Yes 0% _
din/Dedate Y Firer Wisik 1/352022 2021 - 2022 s [ 46%:
Edi/Deiete  Reject  EGH High School 181022 2021 - 2022 Yok [ 9%
Edu/Delete  N/A EE'."'.II,'],:'.'“T;_;:" Wi5/2022 2021 - 2022 You Yas 100% 1
Edt/Defete  Rejecc CCtransitlon bo Uni  3/25/2022 2021 - 2022 Yes Yes 100% 2

Cearch:

The new activity has been added to the online reporting screen, including the total
number of minutes and a scorecard point has been factored in since the

participation percentage is over 20%. If attendance is below 20%, a point will not be
generated ) Table of Contents
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Online Activity Reporting
Scorecard Screen

Menu Bar Item: Reporting and Membership> Report Activity or Scorecard

Chapter Scorecard
Chapter #444, Fab Four, Fab Four University

Planned Achievement Level: Award-Seekin

PCA Achievements PCA Requirements

Mission Based Requirements YTD Credited Mission Based Points Required

Beginning of Year Report 1
Initiation

Mid Year Report

End of Year Report

Reaching Out Activities (ROAs)
Professional Activities

Service Activities

Total Points l

Additional Requirements for Award-Seeking Chapters Only YTD Achieved

Additional ROAs

Additional Professional Activities
Additional Service Activities
Mandatory Essential Skills Activity

NGO WE O

0| b WO oo o

=

4

5 8

= N B

6
4
1

oo o -+

Overall Chapter Status |Under Review v | Yes Yes

Each activity that is saved and meets the 20% participation requirement automatically
gets registered on the Scorecard screen.
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Online Activity Reporting
Report Activities

Menu Bar Item: Reporting and Membership> Report Activity or Scorecard

Report Chapter Activities

Professianal S IcE Haachirug Dl Lrestiatesa Hoelrs Summary Seorecanrd Student Partcipabon Yerfcabion Eaport
Agd Aod Haon BAP ActivEy | Aadd Exsential Skills ActivBRy || Add Impack Actieity Filker by Yeas
2021 - 2022 w
Chowing 1 to S of S entries
CEatus EEere Date Wear I" -;ﬂ:;.- - I!:-ll-'_- :- Particioation Paoints
EdiniDeiete  Mfa  Test 1 Srefa021 2021 - 2022 Tes a5 0% 1]
Edin/Dadate MA Firem Wisit 1/3f2022 2021 = 2022 -+ Yag 5% 1
Ede/Dedata Reject | EGH High School 2I1BF2022 2021 - 2022 Yies Yo O 3%, 2
EduDeiste N/ =2 ,f:;‘cf*'_'"_:f"“‘ 3/15/2022 2021 - 2022 Yes Yes 100% 1
Edit/Defete  Refect CC transition to Uni | 32572022 2021 - 2023 Y5 o5 1005 .

Saarch:

Choose Option to Add the type of activity.
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Online Activity Reporting
Essential Skill

Menu Bar Item: Reporting and Membership> Report Activity or Scorecard

Add New Essential Skill Activity

Activity Name:

ES-Business Writing Skills v

ES-Business Writing Skills

ES-Negotiation Skills ate of Activity:
ES-Emotional Intelligence

ES-Facilitation Skills finutes Long?: ©Yes @ No

ES-Managing Distractions

Cor es-Conflict Management Name of Beta ¥ Yes

ES-Change Management Alpha Psi:
ES-Interpersonal Skills at the Workplace vity Minutes : Check Al
ES:Dl‘_&"?[’S_It‘y’_a_r'_lt_j ;r.'l_(;JI_IS'IGﬁ_ e 'in thE‘ -ﬂ'-Ct.I"'.."'It‘y’

Minutes box, select “checka :alll_’;-a_ﬁd ‘_‘S_ave”. Then enter "0" for
the students who did not participate. Select "Save” and
"Close”.

Choose the Essential Skills activity your chapter completed from the drop-down menu.
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Online Activity Reporting
Reaching Out Activities (ROASs)

Menu Bar ltem: Reporting and Membership> Report Activity

Report Chapter Activities

Professional Service Reaching Out Initiation Hours Summary Scorecard Student Participation Verification Report
Filter by Year: 2023 - 2024 v
howing 1 to 40 of 40 entrie
g out Activities Sponsor Status Uplqad View Attachment Delete Attachment
. Required? . :

2023 Annual Community Impact Day
Attendance or Participation in Back to Executive Office [ No
School Supplies drive
Hosting or co-hosting Mid-Year Meeting - ' ] -
verifiecgiJ by Chapter /gdvocate ’ Executive Office O o
2023 Annual Meeting Attendance Executive Office [ No
2023 Annual Meeting Presentation - Best . ’ —

. : Executive Office C No
Practices or Chapter Operations
2024 Nomination for Project Run With It Executive Office [J No
2024 Nomination for Business Information
Professional of the Year - Online Executive Office U No
Competitions Page
2024 Nomination for Outstanding Dean - Executive Office| | No
Submit online on the Competitions Page.
2024 Mid-Year Meeting Attendance Executive Office [ No
2024 Mid-Year Meeting Presentation - Executive Office! [0 No
Best Practices or Chapter Operations n
Mid-Year Meeting Service Activity Executive Office No
Published Article for Spotlight Section of Executive Office (] No
BAP Newsletter



1st Round Winner EY Inclusive Leadership Executive Office

Award

Nomination for Intl or Regional Alumni

Advocate Position
100 Books Donation

Fall 2023 Virtual Recruitment event -

Chapter Reboot (TBD)

Virtual Chapter Reporting 101 Attendance

- Fall 2023

Live Diversity & Inclusiveness Event-fall

or spring
Societal Impact Goal

Chapter Mentorship Program
Attendance at Live Virtual Initiation-fall or

spring

Mentoring a Developing Chapter-Must

have CA Approval

IS & Finance Interaction
Social Media Engagement - Must Work

with EO
Career Launchpad

Literacy/College Application
Promotion of Executive Graduate

Membership Program

Beta Alpha Psi

Executive Office
Executive Office

Executive Office

Executive Office

Executive Office

Executive Office
Executive Office

Executive Office

Executive Office
Executive Office
Executive Office

Executive Office
Executive Office

Executive Office

Online Activity Reporting
More Reaching Out Activities (ROAS)

Menu Bar ltem: Reporting and Membership> Report Activity

No

No
Yes

No

No

No

Yes

No

No
No
No

Yes

No
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Online Activity Reporting

More Reaching Out Activities (ROAS)

Menu Bar ltem: Reporting and Membership> Report Activity

e I

Current members join BAP Member and
Alumni Network

Community College/High School Outreach Executive Office

Executive Office

Quiz on 2023-2024 PCA Executive Office
Diversity, Equity and Inclusion Awareness Chapter
event

Alumni Activity (25% + significant alumni

participation) Chapter
( Minority Recruitment Event #1 Chapter

Minority Recruitment Event #2 Chapter

Mult.i-_Cha_pter Event (25% membership Coemies

participation)

Promoting Careers in Chapter

Accounting/Finance/Data Analytics #1

Promoting Careers in Chapter

Accounting/Finance/Data Analytics #2

Second Initiation Chapter

Multi-Cultural Professional/Global Event Chapter

Wellness Session Chapter

Beta Alpha Psi

Yes

Yes

No
No
Yes
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Online Activity Reporting
Initiation Screen
Menu Bar Item: Reporting and Membership> Report Activity

Welcome, Margie

Beta Alpha Psi Ur
Beta Alpha Psi Ur

Home  Reporting and Membership ¥ Chapter File Submissions PCA  Forms  Tutorials  Contact  BAP Home

Report Chapter Activities

Professional Service Reaching Out Initiation Hours Summary Scorecard Student Hours Verification Report

First Initiation: 4

Second Initiation:

Save

Copyright © 2013 Beta Alpha Psi | Plivacy Policy

Enter the total number of initiates for first and second initiations. Make sure to “Save”.
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Student Participation Verification
Report

Menu Bar Item: Reporting and Membership> Report Activity

M b e el L

Professiona Sarvice Reaching Owg Irvitintson Hours Summany Scorecard Student Partecipation Verification Report
Filter by Activity bype: All v Filter by Year; 2021 - 2022 - Aafrash Excal Expet
[T TS P Flrr el nd Pl Fims Wi [LFE QI Y i Elafumpan] Hesd B L irmssitiaam Nisd [E Y TEEEEE [ ]
bl Bl D (LY ol Loy
Download
into Excel to
i I'im . -. . e e k
. - " - . ~ " verify
L L] Vs " Vi e Lla g
attendance
LL Py L] T Fu LI L ¥ ¥
Reice L9 =
..... L T (gt M
..... e 8
Ll e L] r
L L [}
. [

The Student Participation Verification screen is a tool for faculty advisors and officers to keep track of
candidates and members attendance. Always make sure to “Refresh”.

The screen will default to “All”, Professional Activities highlighted in blue and Service Activities highlighted in
yellow. You can filter by Professional or Service Activities under the Filter by Activity Type.
Table of Contents
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Mid-Year Report
Award Seeking Chapters Only

« U.S. Award Seeking Chapters must declare
award status by December 15" on the Chapter
Profile Screen. Oceania Chapters due August 15.

The following must be completed on the
Reporting Intranet:

All Fall activities (June 15t thru December 15th) must be
entered on the RI.

All Fall candidates must be entered into the RI.
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Mid Year Report Screen

Menu Bar Item: Reporting and Membership> Mid Year Report

Report Items Our Chapter's Status
Declared Award-Status on the Chapter Profile Screen U Not Submitted
Entered all Fall Candidates into the Reporting Intranet U Not Submitted

Reported all Chapter Activities between 6/1/2023 and 12/15/2023 (J Not Submitted

Overall Report Status Not Credited

Review that all items have been addressed, check the applicable boxes, and the report
status will update to Credited.
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End-of-Year Report

Menu Bar Item: Reporting and Membership> End of Year Report

Report Items Our Chapter's Status
|pdate Chapter Profile ¥ Submitted
Attach Financial Statements ¢ Submitted
Corfirm that all chapter activity reporting
is complete )
¢ Submitted

(Professional, Service, ROAs, and
Initiations)

Enter Faculty Advisor Sign-off

(Financial, Tax and Non-BAP Hours)

Faculty Advisor Must Complete

¢/ Submitted

Overall Report Status

Credited

Make sure to complete the following

tasks:

Update Chapter Profile

Upload Chapter Financials

Confirm activities are complete
Faculty Advisor must complete the FA
sign-off

Complete Tax Information

< $50,000 — IRS e-Postcard
>$50,000 — Over $50K spreadsheet

Due June 1 for U.S. — No
Exceptions. Oceania due Dec 15.

Late submittals will be subject to a
$250 fine.
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Upload Chapter Financials

Menu Bar Item: Reporting and Membership> End of Year Report

Reporting Intranet Resources

e Reporting_Intranet Guide (PDF)
o Reporting_Intranet FAQs (PDF)
¢ Oceania FAQs (PDF)
* |deas for Online Service Activities
e Chapter Reporting 101 (PDF) and Webinar Recording (Sept 2023 AM Session)
o FY 2023-2024 Maintenance Fee Invoice (PDF)
e Mid Year Reporting Guide (PDF) and Webinar Recording_(Dec. 2023)
e Mid-Year Reporting_in 90 Seconds
* End of Year Reporting_Guide (PDF) and Webinar Recording (April 2023 AM Session)
> Chapters will be fined $250 for using incorrect EIN. If you don't know your chapters EIN, please contact
bap@bap.org.
¢ |RS Form 990-N (e-Postcard) User Guide
o What we will need from your chapter for the 990n tax filing (Please send to bap@bap.org):
= 990-N Submission (PDF)
990-N Confirmation (PDF)
> IRS Form 990-N (e-Postcard) _Filing

- e Sample Financial Statements

* Replacement Certificates Form (PDF)

Beta Alpha Psi




Upload Chapter Financials

Menu Bar Item: Reporting and Membership> End of Year Report

Beta Alpha Psi
Statement of Financial Position as of April 30, 2024

School Name:

The sample financials will

Chapter Number: open as an Excel file. You
Chapter Name: must resave, enter your
chapter information and
Assets 4/30/2024
Cash upload to the EOY screen.

Accounts receivable
Prepaid expenses and other assets

Total Current Assets Note the two tabs on the Excel
workbook.

Liabilities and Net Assets
Liabilities:
Accounts payable
Unearned revenue
Total liabilities

MNet Assets:
Unrestricted
Temporarily restricted
Total Net Assets

Statement of Financial Position “tatement of Activities -

Table of Contents
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Upload Chapter Financials

Menu Bar Item: Reporting and Membership> End of Year Report

Report Items Our Chapter's Status

TrE ST et ¢/ Submitted Once you have uploaded
your chapter financials,
Aftach Financial Statements ¥ Submitted thlS taSk WI” be Credlted'
Canfirm that all chapter activity reporting
is complete )
= : : ¥ Submitted
(Professional, Service, ROAs, and
Initiations)
B B Ahsa Sl gl Faculty Advisor Must Complete ¥ Submitted
(Financial, Tax and Non-BAP Hours)
Overall Report Status Credited

Table of Contents
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End-of-Year Reports — Faculty Advisor
How to Complete the 990n e-Postcard

Menu Bar Item: Reporting and Membership> End of Year Report
After April 30t - Go to the IRS login page here
1. If you have not registered, create a new user account.
2. Enter your chapter’s EIN number that can be found on the chapter profile screen (FA login only)
3. The number will default to “Beta Alpha Psi National Council” — this is ok.
4. Enter your school address and your faculty advisor name as the principal officer.
5. Answer the four questions where you are confirming that your chapter’s revenue was less than $50K for
tax fiscal year.
6. Once you submit, you will need to refresh your screen to show the Acceptance screen with a submission
ID that you will need for the FA sign off screen (step 2B). Please forward that Acceptance screen to the EO
at: bap@bap.org. Note: you WILL NOT get an email from the IRS stating that the returanas accepted.

SULEBSLTIPIUTES W

YIRS

Filing Payments Refunds  Credits & Deductions News & Events Forms & Pubs Help & |

Charitable Organizations Annual Electronic Filing Requirement for

g'r‘g;*i"f;if*lie'9":'“5 Small Exempt Organizations — Form 990-N (e-Postcard)
- How to file
Political Organizations Ta electronically submit Form 920-N, Electronic Notice (e-Posteard) for Tax-Exempt Organizations
Private Foundations Not Required to File Form 990 or Form 880EZ, use the Form 830-M Electronic Filing system
(e-Postcard).

Other Non-Profits
« All organizaticns are required to register at IRS . gov prior to filing Form 990-M. You won't be

Contributors i : )
asked to register again the next time you file.
« Form 990-N must be completed and filed electronically. There is no paper form.
Charities & Non-Profits = Form 990-N filers may choose to file a complete Form 390 or Form 990-EZ instead.
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https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%3D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh/E&TARGET=-SM-http://sa.www4.irs.gov/epostcard/secure/home/
mailto:bap@bap.org

Complete a one time registration with
the IRS
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Complete a one time registration with
the IRS

AIRS

First Time Users Returning Users

Create a Login to: Log 1n below if vou've previously created a UserID
for any of the following applications:
» Verify your identity for access to your personal tax information.
« Create a user ID and password to save time on future visits, & et Transcript
« Lock your online account to prevent access, o Identity Protection PIN (IP PIN)
» (Online Payment Agreement (OPA)
Information vou need to venfy vour identity

GETSTARTED >

UszerlD

D Mask Uszer ID

Table of Contents
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End-of-Year Reports — Faculty Advisor

Menu Bar Item: Reporting and Membership> End of Year Report

"l

aculty Advisor Sign-off

Step 2B+*
For receipts less than $50,000, you are required to file the IRS e-Postcard at: IRS ePostcard

Once completed - please enter your confirmation number:
My chapter had less than $50,000 in receipts this year:

My chapter had $50K or more in receipts this year:

Sign-off | Mot Signed-off

Step 2C+* — Upload Over $50K Spreadsheet

Does your chapter have an average gross receipts of $50,000 or more, for the last three years?
Mo Yes

Mot Complete

Step 3* —— Complete Financial Statement Sign-Off

Does your chapter have gross receipts for this year...
Less than $100,0007
%100,000 or More?

Mot Complete

The Faculty Advisor
sign off screen confirms
that the FA reviewed
and approved their
chapter’s activity
reporting and financial
statements, as well as
completed the tax filing
for the fiscal year. From
the 990n Acceptance
screen, enter the
submission ID here in
Step 2B.

Table of Contents
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Scorecard Screen

Menu Bar Item: Reporting and Membership> Report Activity or Scorecard
Always make sure to check your chapter’s final scorecard.

Chapter Scorecard
Chapter #444, Fab Four, Fab Four University

Planned Achievement Level: Award-Seekin

PCA Achievements PCA Requirements
Mission Based Reguirements YTD Credited Mission Based Points Required

Beginning of Year Report 1
Initiation

Mid Year Report

End of Year Report

Reaching Out Activities (ROAs)
Professional Activities

Service Activities

Total Points 4

Additional Requirements for Award-Seeking Chapters Only YTD Achieved Required for Silver Reqé';fg =

Additional ROAs 5 8

Additional Professional Activities 4 6
2 4
1 1

Additional Service Activities
Overall Chapter Status 'Under Review v/ Yes Yes

N OYW O

[y

HIH = wio oo o

oo lo|

Mandatory Essential Skills Activity
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Generate a Membership Dues Invoice.

Menu Bar Item: Reporting and Membership> Generate Membership Dues

Invoice

Membership Dues Inveice for Fiscal Year

2021 - 202 d

Chapter Mumber 444, Fab Four University, Fab Four

B ol o 8 %)

ana N

= o FLH

Franl

Chapter Balance Prior to Fiscal Year 2021 - 2023 $275.00

IQE:W“{IWT E'I'“l.-l'l'._ Eﬁ"ﬁ
02 204440008 Carrughars,

Harmison

20220=pa40005 Douglas, Bath

2022 0-F840003 Drumamaond, Will

20220440010 Higgns, Mark
Gy a a0k Patterson,
102204440006 &gy
202204440005 Powell, Ary
22AHA40011 Roberts, Johin
202204440002 Sanz, Paul
2022040004 Sullbvam, dmy

S0
20
204
2023
L2024
2022
2023
FARFE
20
02

Qi a2
EEL) T T P
0 10 202
02/ 10/ 2022
D2/ 107 2082
D0 2022
D210 H0x2
Uy LAl 2
0210/ 3022
02/ 10/ 2022

75,00
15,00
2,00
75,00
75,00
75,00
7500
2.0
500
#5.00

T5.00
F5.00

Fa.00
75,00
75,00

75,04
F5.00
T5.00
f5.00
3,00

Total fimount Owed: S1025, 040
Unpaid Members in Current Fiscal Year: 10

— Print Option

Membership Dues Invoice will list
the names of outstanding records
owed to the Executive Office.

Dues are payable within 60 days of
being entered into the Reporting
Intranet.

Payment options are located at the
bottom of the screen.
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Payment Options for Membership Dues

Menu Bar Item: Reporting and Membership> Generate Membership Dues
Invoice

Payment Opticns

Cand Check

Cresditf Debit Card

Card Type Master Card [=]

Card Number

T «  Expirafion Date o1
Bulling Address

First Narme * Last Mame
Addrasgs

City = State

Country nited SHates =

[=]z023

ZiP

Cano=

Sulumit

Payment Options

Card Check

Check Payment

Please remit immediately. Make a check payable to Beta Alpha Psi, and
include your chapter number on the check. Send your payment with the
copy of this invoice to:

Beta Alpha Psi
220 Leigh Farm Road
Durham, NC 27707

If the amount is not paid in full, please indicate the individual(s) to whom
the check applies.

To download Chapter Maintenance Fee invoice for Current year Click here.

Membership Dues may be paid either by
credit card or check.
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Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Generate Membership Dues

Invoice

Membership Dues Inveice for Fiscal Year

L0021 - 2ip2d

Chaptar Number 444, Fab Four Univereity, Fab Four

v as FLH

Frni

Chaptar Balanca Prior to Fiscal Year 2021 - 202X §275,00

%,

B

202204440007 Bynum, Sam
202204440008 o e
202 20=:84000% Dougleas, Bath
2022040007 Drumemaoend, Wil
202204850010 Higgns, Mark
Bakterson,

e TR
IOI04440000 Powell, Arry
222050011 Roberts, Joiin
202204240002 Sanz, Paul

20 2 20=-R40004 Sullivam, drmey

4|

B o

202 2042400016

L4 el

2022
2022
2022
2022
2022
2022

2022
202
2022
2022

Dt B 2022
L L T )
Oy 10y 2022
O B0y 202
2 10 2022
DR L 2022
el LT )
Oy Iy S
G2 u0f 2a22
Oy 10y S0k

75.00
500
45,00
75,00
75,00
75,00

5.0
s 5. LH)
7500
F 5.0

To.00
F5.00

Fa.00
£5.00
55,00

5, O
FE.O0
*5.00
FE.00
75,00

Total Amount Owed; S1025, 00
Unpaid Members in Current Fiscal Year: 10

Check off the names of the records
to be paid by credit card.
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Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Generate Membership Dues
Invoice> Credit Card Payment Process

Unpaid Members in Current Fizcal Year: 10

Payment Options

Card

Enter valid credit card information.

All falds pre reguired,

R Select “Submit’
First Mama Danald .
Middle Mame |y

Last Name Williams

Card Type Master Card w

Card Number 5257 21167758 GBIG

BTy 453 Expiration Date (& e

Billing Address

Table of Contents

Beta Alpha Psi




Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Generate Membership Dues

1 Mamea Donald

Jiddle Name | H

ast Mame Willlan
ard Type Mastar

L) b w .
ard Number G287 3
W 453

Jilling Address
LEOrass 247 Hao
hiladel

United !

Invoice> Credit Card Payment Process

Fayment confirmation

Showing 1 to 10 of 10 entries

202004440007 Byrium, Sam

202204440008 S2TVEheS,
Harmsamn

202004440005 Douglas, Beth

L0 AEA4000 3 Dinummand, Wil

202004440000 Higgns, Mark

[
202204440006 s
202204480009 Powell, Army
L0 00842001 1 Haberts, John
202204440002 Sanz, Paul
2073038500048 Sallivam, Bury
Smarch;

75300

e Ll i
7o

75.00
75.00
75.00

= L
=Nt

75,00
#5050

7500

Total: $7350.00
Card Details
Card Type

Card Number

Expiration Late

Billing Address

Masker Card
WA N wx DEDE

QEf 2025

Harme Denald H Williams
Addreds 447 Horsedhos Lane,
Philade|phia,
Panmsyivana, US,
19108
Cancal Confinm.

You will be prompted to confirm the records and the total amount that you are paying

for by credit card. Select “Confirm”.
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Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Generate Membership Dues
Invoice> Credit Card Payment Process

Print

Payment Successful!
Thank you Margaret Fiorentino for your payment of $225.00.

Your transaction ID is 8DF65609Y2607953H.

Chapter Balance Prior to Fiscal Year 2019 - 2020: $0.00

Nombar 2 Mermhber Name Charge Charge Total Amount
——re nenddln il Year Date Charge Owed
201325010011 fflfgr'f‘a"' 2020 6/10/2020 75.00 75.00
201325010012 Jackson, Janet 2020 6/10/2020 75.00 75.00
201325010009 Johns, Steven 2020 5/20/2020 75.00 75.00
201325010001 >Mith, 2020 5/20/2020 75.00 75.00

Elizabeth
201325010008 Stevens, John 2020 5/20/2020 75.00 75.00
201325010010 Test, BAP 2020 6/10/2020 75.00 75.00
201325010007 Wagon, Chuck 2020 5/20/2020 75.00 75.00

Total Amount Owed: $525.00
Unpaid Members in Current Fiscal Year: 7

The next screen will post a
notification if the payment was
successful or not. It will include a
transaction ID. You may print this
screen as a receipt.

If successful the records processed

will no longer appear on the
Membership Dues invoice.
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Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Generate Membership Dues
Invoice> Credit Card Payment Process

Item Total
§7500
7500
500

§225.00

A payrment in the amaount of § 22500 has been processed successfully towards the membership dues for chapter 2501
(Beta Alpha Psi University, Beta Adpha Psi University
Tranzacton 10 s EDFeSE09Y260TI55H
Chapter Mumber 2501, Beta Alpha Psi University, Beta Alpha Psi University
Member ID Member Mame Year fmount Due
322528 Baum, Hadassah 2020 75,00
322531 Boop, Betty 2020 75.00
322527 Doeson, lohn 2020 T5.00
Subtotal
Billing Infarmation
Full Marme : Margaret Forenting
BAddress . 220 Leigh Farm Road
City ; Curham
State : NC
Zip/Pastal Code i 2o
Country - LI5

A confirmation email will be
sent to the email address
associated with the login.

You may print this as a receipt.
A confirmation email will also

be sent to the system
administrator.
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Membership Dues Payment by Credit Card

Menu Bar Item: Reporting and Membership> Year to Date Statement

Faporting and Membarship = Chapber Filg Submigsiors. PCA Tutorials Contact  BAP Homae

View year to date statement
showing payment history

Fiscal Year 2021 - 2022

nair University, Fal Four

Chapter Balance Prior to Fiscal Year 2021 - 2022; §275.00

-

7%.00 75.00 950541 24UUS427803 1/27/2023 3,050
5.0 7%.00 8]BE1BS0T94TIE5210 21072022 .00
75 ) 7%.00 8IBE1BS0EO9L 4520 /102022 .00
75.00 75.00 BIBS16030401452U  2/10/2022 0,00
75, ) 7%.00 81821 B50 394004520 2r1002022 [,0s0
202204440006 FIwersan, 75.00 75.00 BIBS1BG60I0401452U 271042022 0.00

Rl

e L | T R P R ey o R T T gy iy ey ey T

T L by
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Chapter Maintenance Fee Payment by Credit Card

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Payment Options

Card Check

Credit/Debit Card

Card Type American Express [~
Card Number 378282246310005
Cwv 2345 Expiration Date

Billing Address

First Mame Margaret

Address 220 Leigh Farm Road
City Durham

Country United States

03

Last Name

State

-] 2023

Fiorentino

NC

ZiP

Cancel

]

27707

Submit

On the Beginning of the
Year Report screen, under
the Payment Options of the
Chapter Maintenance fee
task. Select the tab titled
“Card” and enter valid credit
card information.

Select “Submit”.

If your chapter’s invoices will be paid
by a business school or student
union administrator via credit card,
please contact the Executive Office
for a Credit Card Authorization Form.
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Chapter Maintenance Fee Payment by Credit Card

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Payment confirmation

Annual maintenance fee total: $300.00
Card Details
Card Type

Card Number

Expiration Date 03/2023
Billing Address
MName Margaret Fiorentino
Address 220 Leigh Farm Road,
Curham,
NC, US,
27707

American Express

MK XXX ¥XXx 00035

Cancel

_Confirm_|

Once submitted, the
screen will prompt you
to confirm the payment
of $300.

Select “Confirm”.

Chapter Maintenance fee
is due on October 15 for
U.S. chapters, June 15
for Oceania.

A $50 late fee will be
added after the due date.
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Chapter Maintenance Fee Payment by Credit Card

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Payment confirmation

A screen notification will
confirm if your payment

Payment Successful!
was successful or not.

Thank you Margaret Fiorentino for your payment of $300.00.
Your transaction ID is 1CH6009482053751X.

Annual maintenance fee total: $300.00

Billing Address

Name Margaret Fiorentino
Address 220 Leigh Farm Raod,
Durham,
NC, US,
27707

A print option is provided.

Close . Print
Rl e A~ A
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Chapter Maintenance Fee Payment by Credit Card

Menu Bar Item: Reporting and Membership> Beginning of Year Report

Respond Quick Steps Move Tags Editing Zoom

re to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

donotreply@bap.org
karthike @syncfusion.com; | haridharanr @syncfusion.com; | velusamys @syncfusion.com; | davisj@syncfusion.com; [ Fiorentino, Margaret; | kannan.e@syncfusion.com; || yuvasakthip@syncfusior

Payment processed - Chapter 2501 - Chapter Maintenance

A confirmation email will

= .

be sent to the email
Dear Margaret Fiorentino, addreSS aSSOC|ated W|th
Thank you for your payment of $300.00 the Iogin

Your transaction ID is 1CH6009482053751X.

Chapter Number 2501, Beta Alpha Psi University, Beta Alpha Psi University

You may print this as a

Billing Information recel pt .
Full Name : Margaret Fiorentino

Address : 220 Leigh Farm Raod

City : Durham

State , e A confirmation email will
o f o also be sent to the system
administrator.

Beta Alpha Psi
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2023-2024 Program for
Chapter Activities

eeeeeeeeeeeeeee

Beta Alpha Psi




Quiz on 2023-2024 PCA

Score 80% or better for the ROA
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Alumni & Member
Network

BAP initiates may join
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2024 Mid-Year Meeting Schedule — US
All meetings start on Friday at 1:00 and end on Saturday at 1:30

February 9-10, 2024
Atlanta, GA - Hilton Atlanta

February 16-17, 2024
University of San Diego

February 23-24, 2024
Dallas, TX - Dallas Marriott Downtown

March 9-10, 2024
Indianapolis, IN - Indianapolis Marriott Downtown
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Questions?

Contact the Executive Office:

Email — bap@bap.org
Phone - 919-402-4044

Table of Contents

Beta Alpha Psi


mailto:bap@bap.org

	Reporting Intranet Resources – Reporting Intranet Guide
	Reporting Intranet 
	Clarification of Roles
	Reporting Intranet Login 
	Login System
	Terms of Use Agreement
	Navigating the Reporting Intranet
	Login System
	FA – Create Officer Logins
	Create Officer Logins
	Creating RI Accounts 
	Password Reset
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Complete a one time registration with the IRS
	Complete a one time registration with the IRS
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	2023-2024 Program for Chapter Activities
	Quiz on 2023-2024 PCA
	Alumni & Member Network
	2024 Mid-Year Meeting Schedule – US�All meetings start on Friday at 1:00 and end on Saturday at 1:30 �
	Questions?

