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LUIS SYSTEM

Chaplaincy Reports

https://localunion.uaw.org.

User manuals are available under the help section and should be used to maneuver through the system.

Please feel free to contact us via email at luishelp@uaw.net or by phone at (313) 926-4485

Creating a New Report
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Clle o read the June 15, 2016 letter from Secretary-Treasurer Gary Casteel regarding the new
hefe rdure for submitting your local union’s Semi-Annual Trustee Audits, LM’s and 990's

1. From the Welcome page click the Chaplaincy Reports tab under the
Departments menu. The Work with Chaplaincy Service Reports
page will appear.
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. From the Work with Chaplaincy Service Reports page click on the
Add New option at the bottom of the screen, the Add a Chaplaincy
Report page will appear.




3 From the Add a Chaplaincy Report page enter the following
information:

Choose the proper Religion from the drop down menu.

. Choose the proper Member Type from the drop down menu.

Enter the person(s) name in the Service to field.

Enter any extra details for the service in the Details field.

Choose the proper Service Type from the drop down menu.

If the Service Type chosen is "Other” enter the specific details in

the Other Service Details field.

. Enter the To and From dates.

. Enter the total amount of time spent during the service dates in the
Time Spent field.

i. Enter the number of miles traveled in the Miles Traveled field.
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4 After all the above information is completed; click Add to be directed
back to the Work with Chaplaincy Service Reports page.

Repeat numbers 2-4 for any additional reports.

Adding Attachments to a Chaplaincy Report
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CIle o read the June 15, 2016 letter from Secretary-Treasurer Gary Casteel regarding the new
here sdure for submitting your local union’s Semi-Annual Trustee Audits, LM's and 990's

1 From the Welcome page click the Chaplaincy Reports tab under the
Departments menu. The Work with Chaplaincy Service Reports page will



appear
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2 From the Work with Chaplaincy Service Reports page click on the number
under the paperclip icon to be directed to the Work with Attachments page.
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3 From the Work with Attachments page click the Add New at the bottom of
the page. The Add an Attachment page will appear.
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4 Click on the Choose File option to select the file you want to
attach.

5 Click Add and then Continue to be directed back to the Work
with Attachment page.

Repeat numbers 1-4 for any additional attachments.

Changing a Chaplaincy Report
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Click
to read the June 15, 2016 letter from Secretary-Treasurer Gary Casteel regarding the new
hefe Fedure for submitting your local union’s Semi-Annual Trustee Audits, LM’s and 990's.

1 From the Welcome page click the Chaplaincy Reports tab under the
Departments menu. The Work with Chaplaincy Service Reports page will
appear.
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2 From the Work with Chaplaincy Service Reports page choose the report
you want to change. From the Actions drop down menu choose Change to be
directed to the Change a Chaplaincy Report page.
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Change Back

3 From the Change a Chaplaincy Report page change any of the
information on the screen.

4 After all the above information is completed, click Change to be
directed back to the Work with Chaplaincy Service Reports page.

Repeat numbers 2-4 for any additional reports that need changing.



