Branch Treasurer – Starter Pack (V2 Feb 2016)
1. Before you accept the accounts you should check the following:

a)
Petty Cash – check the amount of cash you are receiving and sign a receipt for the exact amount of cash and receipts.  Give a copy of the signed receipt to the person you receive it from. This may be the outgoing Treasurer or the Branch Secretary or another officer. 

b)
Bank Accounts – Check you have the current cheque book and bank statement at the very least.  You should receive all historical paperwork associated with the Bank accounts for the past 6 years plus current.

c)
Assets – you should receive a list of assets which you need to check and sign for. Give a copy of the signed receipt to the person you receive it from. This may be the outgoing Treasurer or the Branch Secretary or another officer.  All assets should 

i. have an asset number

ii. be signed for if they are allocated to a person, by that person

iii. be checked every year as part of a repairs and maintenance programme

2. OLBA – this stands for Online Branch Accounting and is the database where all Branch financial information is stored.  Log onto OLBA https://unison.olba.org.uk . The ‘Username’ is your branch code and the ‘password’ should have been provided to you by the outgoing Treasurer.  Please ensure you change the old password on the home screen by selecting the ‘CHANGE PASSWORD’ button to ensure the system can only be accessed by you.  Any problems please contact Janet Guest using the details above. 

3. Alto account – this is like a debit card and not all branches have one but you need to know if your branch does.  Find out who holds the card and who is responsible for its use.

4. Resources – You might consider obtaining all or some of the items below.

Available on the UNISON Website  www.unison.org.uk
a. Branch Finance Handbook

b. Code of Good Branch Practice

c. Branch Auditors Checklist

d. Branch Member Expenses (including Honoraria)

e. Branch Funding Criteria

Available in your Branch 

f. Branch Rule book 

g. Branch expense claim forms and levels of expenditure

5. Mentor – If you have any problems or concerns regarding your role please contact Janet Guest who will try to help.  Do not struggle on your own.
6. Training Pathway – the following training and education is available to you 

a)
E Learning – will introduce you to ABC UNISON Branch and take you through the various aspects of using OLBA during a financial year. This is available to you within OLBA so you will need your OLBA user ID and password. Here’s what to do
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In your browser open OLBA https://unison.olba.org.uk/ You will get the following screen and you need to click in this link 
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We have now updated OLBA to version 3 which includes the 2014 year end
routine, the notes for which you can download from the home screen.

1f you are not already familiar with OLBA we recommend that you visi
htto:/ /elearning.olba.ora.uk and spend 10 minutes completing the e-lea
training exercise. You will be able to log in to the training environment using
your usual username and password.
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Having clicked on the link this will open up the following screen where you need to log on using your OLBA username and password. If you have forgotten your password or user name use these links. You can download a printable copy of the training here.
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Welcome To The Online Branch Accounting Training

The training snvironment i 2 fully functionsl version of the rain Onlin Branch Accounting splication (OLBA). Anyehing you can
0 th lve Snvironmant Such s Sntaring ranssctans and v eving repercs, you il b2 S0 i3 iy out here. The faining
‘environment features 3 simple case study in which you il produce 3 complete set of accounts. By complting the case study you
il be ntroduced to the mai features of the application necessary for managing your accounts on a day 1o day basis

To gex started simply login with the same detalsthat you would s o log o the five environment. Upon logging in you willbe
redirecrad to the st of the course.

« Forgot your passuard?
+ Forgot your usemame?

note, the s best viewed on 2 monitor with a screen resolution of 1280 x 1024 or above.
H il still be o the using 3 lower screen resolution than this.

& Download  printable copy of the training notes




· Once you have logged on this page will open BUT to access the training area you need to pull out, using your mouse, the training area located here 
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Training Environment Introduction

Before commencing the raiing, you will need to know how the taining environment vorks and how
e recommend using . The raiing environment s split 1o two dstnc: areas. The “Traning Area”
and the “Applicaton Area'. By spliting the scraen in tis way, 1 i possibl to delver the training
materialalongsice a working varsion o the application hile keeping the two separate.

The Training Area

During the course ofthis raining you will be guided through a case scudy which wil inroduce you to
he main featuras of e applcaton. The content of this case study vl be located within a resizable
panel tthe right o your serean. Veu should sirasdy be s to ses the rainng ares in 5
Finmised stat2 2 grey bar with 3 handle positioned half way down.

The Application Area (a working model of OLBA)

The applicaton area s the main window in which you willperform the asks raguested of you in the
case sy, Typicaly you vl exgand he training ares to read each section of the case study and
Then minmisa & again 0 make the app caten area fully vieble, This il make - sase to perform
any task you have bean set 23 part of the case study. The training area wil open automatically when
e nes comeent 12 read.

Expand the training area now to continue.

F you have any comment o feecback on the spplicatn plse send them o olbe Sunison. o k.

3 ways to expand/hide the
Training Area

+ Use the shortcut key, the letter O
(5. This shorecu key will ot be
cive whie you are focuesed on 2
text box which may require you to

type).

- Double cick on the handle of the
panel.

+ Usa the handle t drag the panel to
the size you want .

Ready to continue with the case.
study?

Try expanding the training area now.
Ao please try and resize the panl. You will
nsed 20 open it 12 be able t progress 2 the
next stage and you may find & helpfl ©
resze the panel s you vwork through the
case suudy.





· As you pull out the training area you will see the following. You will be able to access the training from here on page 3.
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Working your way through the case study

The case study consist of 2 number of shot stages. Withn each stage you il usually
be gven 2 simpl cask to perform which you must complte in order to progress. Look.
ot To these tasis i the green boxes.

Task
5 task bos il ook ke chis.

ot svery stage of the exercise wil have 3 task. Sometmes yeu wil be given 3
Continue button 2 skip to the next stage. Thes il ook iike tnis!

Continue.

Pages in the Training Area

Oftan, the training sres will contain more than one page. Lok out for the "Next”
button st the betiom of this indo: 2 navigats o the next page.

Having moved 1o the next page, you will be able to retur by clicking on the "Prev"
buton that appears.

Click Next now to move to the next page.

Nextsy ) (Pese 1oF3)




b)
Release notes – this is like a manual taking you through the various stages of OLBA and it very useful to have printed off, by your side as you start inputting. 

This can be found within OLBA once you have logged on by pressing the help button on the right hand side on the home screen. 


This will open another window and you can download and print the release notes.  If you have any problems printing this off, please contact Janet Guest.

Cont’d….

c)
Help within OLBA – this can be found within OLBA once you have logged on.  There are various documents here that can help you use and organise OLBA to meet your branch needs.  Importantly, it gives you information on how to deal with the year end. Have a look before the end of the financial year so you are prepared.  Select the ‘Supporting Documentation’ button on the right of the screen and a dialogue box will appear.  Then select the PDF document you require


d)
UNISON Online OLBA Branch Accounting course – this course is run by Head Office and is currently only open to Branch Treasurers.  Courses will be advertised as they are released.  This course is very similar to the E Learning and is based on actually using OLBA so if you do not have access to OLBA please do not apply for the course.  If you would like to be placed on a waiting list please email j.guest@unison.co.uk as soon as possible.
e)
Finance and the Organised Branch – this is not an OLBA course.  It deals with the other aspects of the Treasurer’s role regarding how finance supports the organising, negotiating, campaigning work the branch undertakes as well as all the other work the branch does.  It forms part of the Branch Officer Training weekend see the current year’s East Midlands Education Programme for details. 

f)
Treasurers Forum (1 day) £0 – Please complete an education course application form to register which is in the East Midlands Education Programme. They are aimed at any member of the Branch Executive Committee and / or branch budget holders
	Location
	Course date 
	Course Code
	Closing date 

	Derby
	23 Mar 2016
	02160045
	2 Mar 2016

	Leicester
	31 May 2016
	02160046
	3 May 2016

	Lincoln
	12 July 2016
	02160047
	14 June 2016

	Northampton
	18 Oct 2016
	02160048
	20 Sept 2016


Please note this is not a training session but a Forum to discuss branch finances along 

with any other issues – this follows a pilot forum held in October 2015 which was very 
successful. Delegates felt the pilot day was well structured with opportunities given to problem 
solving issued raised. Programme for the day to include:

· Current issues - please bring along a list of problems, concerns or issues you have 

· New Treasurer welcome pack



· Member expenses (including Honoraria)






· Asset management 

· OLBA (Online Branch Accounting)
· Budgeting 




· Year end accounts 

· 1-1 sessions (as required)

http://sp.reg.unison.org.uk/em/lmd/course materials/branch treasurers starter pack - feb 2016.doc 
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