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AGENDA

• Admin Panel

• Dashboard

• Membership Categories

• Payment Log Filter and Export

• Payment Log Reconciliation
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ADMIN PANEL
Click on your 

name to show 

the drop down 

with your 

options

• Admin Panel

• My Profile

• Payment

• History

• Logout

• Select Admin 

Panel

07/03/2024VTTA ONLINE MEMBERSHIP SYSTEM FOR TREASURERS 3



ADMIN PANEL - DASHBOARD
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Use the 

Dashboard to 

review the 

news feed 

items for 

officials

Click on each 

title for more 

info and use 

the back 

button to go 

back to the 

dashboard



MEMBERSHIP CATEGORIES

Membership Category Acronym Join? Add Member? Comment

Individual Membership IM Yes Yes Standard

Individual Membership (no Veteran) IMV No Yes If co-resident with HLM/DLMs

Joint Membership JM Yes Yes If co-resident

Honorary Life Membership HLM No Yes Group approves

Distinguished Life Membership DLM No Yes NEC approves

Life Membership LM No No Legacy

Joint Life Membership JMLM No No Legacy
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The table shows the membership categories that exist in the system and how they can be allocated



MEMBERSHIP FEES

Membership Category Fee Comment

Individual Membership Set by Group Includes fee paid to National

Individual Membership (no Veteran) Set by Group* Includes fee paid to National

Joint Membership Set by Group Includes fee paid to National

Honorary Life Membership Free Get the Veteran for free and National makes no charge

Distinguished Life Membership Free Get the Veteran for free and National makes no charge

Life Membership Free Must buy a subscription to the Veteran if they want it

Joint Life Membership Free Must buy a subscription to the Veteran if they want it
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Membership fees are decided by groups who ask a national admin to set it in the membership system.

* A group may set the IMV fee to a nominal amount (e.g. £1) to subsidise it’s IMVs



PAYMENT LOG

PAYMENT LOG FILTER 

PAYMENT LOG EXPORT
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PAYMENT LOG FILTER
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Select Payment 

Logs to view the 

history of all 

payments

Click on a member 

name to go to their 

member record 

and view payment 

record details.

Redacted

Use the filter options to select what is displayed.

Payment for accepts free text entry, so you can select all standards, lunches etc



PAYMENT LOG EXPORT
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Select Export to 

download the 

filtered history 

of payments to 

a CSV file for 

offline analysis

Redacted



PAYMENT LOG RECONCILIATION

FOR CALCULATING PAYMENTS TO NATIONAL

YOU MAY SKIP THIS PROCESS AND JUST PAY THE INVOICE SENT BY NATIONAL TREASURER
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ADMIN PANEL –
PAYMENT LOGS

• Suggested Process

• Go to the NOMS Admin Panel – Payments Log and make an export of payments

• Create filters on all columns in the export

• Filter on your Group (if necessary) and Payment Method for online payment

• Identify the bundles of online transactions that relate to payments from Xncreations 

listed in your bank statement

• Make a ledger record for each online transaction identifying which member has 

paid what

• Filter on your Group (if necessary) and Payment Method for payment by post

• Make a ledger record for each postal transaction identifying which member has 

paid what

• Make a ledger record for each non-NOMS transaction identifying which member 

has paid what (e.g. cheques sent direct to you with a completed form)

• Compute the payment to national due for each transaction

• Reconcile your totals of the national component of subs paid with the invoice sent 

to you

• Raise any queries with the National Treasurer

• Send a cheque to the National Treasurer or make a bank transfer to the National 

account

Assumptions

• You have to make quarterly payments to 

National

• You have a group bank account and can 

access bank statements

• You have a ledger (e.g. spreadsheet) 

where you record income and 

expenditure of your group
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ADMIN PANEL – PAYMENT LOGS - 1
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Go to the 

NOMS Admin 

Panel – 

Payments Log 

and make an 

export of 

payments

Save the file as 

a CSV, then 

open and save 

as an xlsx so 

you can retain 

all changes

Redact

ed



ADMIN PANEL - PAYMENT LOGS - 2
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Create filters on 

all columns in the 

export by 

selecting the top 

row and using the 

Sort & Filter 

command

Note identification 

information has 

been blanked in 

this screen shot for 

security reasons



ADMIN PANEL - PAYMENT LOGS - 3
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Filter on your 

Group (if 

necessary) and 

Payment Method 

for online 

payment

Note 

identification 

information has 

been blanked in 

this screen shot 

for security 

reasons



ADMIN PANEL - PAYMENT LOGS - 4
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Identify the bundles of 

online transactions that 

relate to payments from 

Xncreations listed in 

your bank statement

See the two columns on 

the right – on 

3/4/2018 Surrey 

Sussex received a 

payment of £92 from 

Xncreations (aka Stripe) 

covering the yellow 

bundle

Now make a ledger 

record for each online 

transaction identifying 

which member has paid 

what



ADMIN PANEL - PAYMENT LOGS - 5
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Compute the 

payment to 

national due for 

each transaction

See column M in 

the spreadsheet. 



ADMIN PANEL - PAYMENT LOGS - 6
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Filter on your Group 

(if necessary) and 

Payment Method for 

payment by post

Make a ledger record 

for each postal 

transaction identifying 

which member has 

paid what



ADMIN PANEL - PAYMENT LOGS - 7

• Make a ledger record for each non-NOMS transaction identifying which 

member has paid what (e.g. cheques sent direct to you with a completed 

form)

• Reconcile your calculation with the quarterly invoice

• Raise any queries with the National Treasurer 

• Send a cheque to the National Treasurer  or make a bank transfer to the 

National account for the agreed amount
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THANK YOU!
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