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Background

The EBCTS application tracks the elected and appointed officials in your municipality.
The following area can be tracked:

- Available people in the community who are interested and/or currently

serving in elected or appointed positions

- Ethics training (Massachusetts)

- Campaign finances (Massachusetts)

- Conflict of interest training (Massachusetts)

- Open meeting law training (Massachusetts)

- Positions and terms of municipal commissions and boards

EBCTS follows the same general format as all IMAS desktop applications. There is a
main menu and buttons to each module and a report menu. Within each module there are
buttons to add, delete, search, and close. Some modules also contain (depending on the
license purchased) the SPV functionality to scan a paper image to a PDF.

Main Menu
IMAS will install the application on your server and/or computers. A shortcut icon will

be available. When opened, the application will prompt for a username and password
and then will default to a main menu as follows:



IMAS*

TCS™-E|ections, Boards, and Commissions Tracking
System - EBCTSO

& 0 & ext Type aquestionfor help v o @ X

TCS® - EBCTS

Form View FLTR NUM

People

The People module tracks the basic contact information about people in your
municipality and what commissions and boards they are interested in serving on.
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People
General Infa klhl(s Tracking | Campaign Finance | Open Mesting Law | Conflict of Interest |
W Adive
. [ I— Home Phone Number:  [(845) 216-3285
S — Sephen Office Phone Number:  [(345) 216-3285
L Cell Phane Number: (845) 216-3285
Last Mame: Mascola Fax Rurnber:
SUffix — Telephone 1: Ext.
Business Name  [Kisco Netwarks, LLC Telephone i Ext.
Address 1: 126 Craigemare Circle Email Address: [
Fora—. — Birthdate:
@A VO =1 Poltical Party: [Tea Party -
State: fcr =] zipcode: [oaoni-
¥ Info Card On File
Status: [l the time -
1Info Card Date: ¥ Justice of the Peace
Department: -
Start [ 171/2009 End 11j2004
Edleaum
F Matary
Interests: [Test Committee 2| bemactibtmiz  [ELEAT]
Date Cort Issued: 1/1f2009
Date Term Expires:[ 1/1j201%
Yiew Current Positians | __view allPositions (tstorical and Current) Date Oath Administered: T
Oath Administered By: [Clerk,
NewRetord | Save Frevious Hext ‘ Delete searth Close: ‘
Form View HUM

From this module, you track if the person is a notary or justice of the peace and you can
see what positions they currently hold and what positions they have held in the past.

Double-click on the “Interests” text box and you will be able to select the commissions
the person is interested in working on:

Avwallable Commissions, Board, and Committees of Interest:

Test Committes 1

Test Committes 3

Save ds addtion | Clear Cancel

Save As Owerarite

Only “Active” people can be added to a term.
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Depending on what modules you have paid for, across the top are extended modules to
track the following:

Ethics

Campaign Finance

Open Meeting Law

Conflict of Interest

Ethics

People

. General InfoEthics Tracking }campawgn Finance | Open Mesting Law | Confiict of Interest

Adkd Ethics Record |

Ethics Training Recards:
Date Packet Furnished Trained Date  Date Signed Receipt Retrmed  Fie Path and Name:

Recard: —

Save ‘ ‘ ‘

Close: ‘

For each person, you can add an unlimited amount of Ethics training records. Click the
“Add Ethics Record” button to add a record.
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TCS™-E|ections, Boards, and Commissions Tracking
System - EBCTSO

K Microsoft Access - [frmPeople : Form]

N | Add/Edit Ethics Record X
[
[ Date Parkst Furrished: Type aquestionforhelp - - A X

Trained Date:
Date Signed Receipt Returned
File Location: | View

Reet L] 4|7 b D]

Close: |

ext

Iew Record Delete. Search

From this entry screen, you can also capture and view a single page scan of the signed
Ethics training certification.

Campaign Finance

For each person, you can track the funds and spending from their yearly election
campaigns. Click the “Add Campaign Finance Record” button to add a record.
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& AddJEdit Campaign Finance Record \E

Office: [

™ Eligible ta Sign CPF M 102-0

Hates:

Reviewed By: |
8th Day Preceding Prelminary 8th Day Frereding Election 30 Days After Election Year End Report Dissolution

FerodStart: | [ I I |

odend: [ r r r r

oied: [ —— — — —
PreBalance: [ 0.0 [ so00_ ]— y— —
Receipts: | [ I I |
Expendiures:| [ ’7 r
EndBalance: [ — —
mend: [ I T —
Lishiities: [ [ r— T r

Bank: [
CPFM 102 Received: [

File Location:

Scan Menu Close

Save Delete

From this entry screen, you can also capture and view a single page scan of each piece of
the campaign (8™ Day Preceding Preliminary, 8" Day Preceding Election, 30 Days After
Election, Year End Election, Dissolution)

Open Meeting Law

For each person, you can track their open meeting law training Click the “Add Open
Meeting Law Record” button to add a record.
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g

- [=x]

A OFfice Regulation Furnished A& Educational Materials Furnished

Bcopy of oML Received A5 Office Regulation Received AG Educational Materials Received

[ [
[ [

N

Scan Document | Secan Document | Scan Documert |
Vit Document | View Dacument | Vigw Dacument |

Record: ——

Close: ‘

‘ Save ‘ ‘ ‘

From this entry screen, you can also capture and view a single page scan of each piece of
the OML(OML Furnished/Received, Attorney General Office Regulation
Furnished/Received, Attorney General Education Materials Furnished/Received)

Conflict of Interest

For each person, you can track their conflict of interest training Click the “Add Campaign
Finance Record” button to add a record.



IMAS

TCS™-E|ections, Boards, and Commissions Tracking
System - EBCTSO

K Microsoft Access - [frmPeople : Form]

E3| Add/Edit Open Meeting Law Record

(Copy OF OML Furnished G Office Requlstion Furrished AG Educational Materi
Hcapy of oML Receive d AG Office Regulstion Received AG Educationsl Materials Received
I T — Type a question for help = _ @ X
File Locati
Scan Document | Scan Document | Scan Documert |
View Decument | View Document | View Documert |
Save Delet Scan Mern Close |
Record: 14 [ 4 » i
Mew Record Sav Fre: Mext Delete Search Close |

From this entry screen, you can also capture and view a single page scan of each piece of
the COI (Conflict of Interest Packet Furnished/Received, Online Training
Furnished/Received, Certification Furnished/Received).
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Commission

The commissions module is where the user can load all of the available commissions,
committees, and boards in their municipality.

VIAS#

Committees, Boards, and Commissions

Committee, Board, or Commission Mame: [T ia e

Ohijective/Charge: [Test12345

Humber OF g

Members Alternates

1T

Term Length (years): [3 [
—

Member Memo;

Current Positions and Terms:

Liason: [

Chairperson: [

Status: [active -
Usual Mumber of Meetings Held Per Year: 0

Actual Meetings Held Per Vear

I Lisk Returned For This Year
Vearly Review Scheduled:
Last Date Reviewed:

New Record Sawe Previous Mext Delete

Full Name

Pasition

WA Start End

[Mascols, Stephen

[Member (1)

[ [ 1jzo00 [ 11jzorz

[presch, John

Search

For each commission or board, the user can track basic data about the number of
members and alternates. The system will automatically calculate the vacancies by

[Member(z)

Close:

[ [ 1jzom [ 1ajzorz

subtracting the number of members and alternates less the members and alternates which
have active positions and terms. (see Positions and Terms sections for more information)

The subform “Current Positions and Terms” shows all positions and their

members/alternates currently being held in a term.

Click the “Actual Meetings Held Per Year” to enter the number of meeting held in fiscal
or calendar year for this commission or board.
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e —

Vear Number GF Meetings Held

[ 10

Add New Vear Close
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Positions

Once the commissions and boards are entered, you can enter available positions.

=

Positions
[ 7 Wb

Position Title: [Member(1) =]

Committee, Board, or Commission: [Test Commitkze 1 |
R

Department or Elected Fosition or Special Muricipal Employee: [ |

Position Description: |

Respansibilities: |
Appainted, Elected, or Hired Employes: -
standard Term Vears: [} Paid or Yolunteer: v Member (M) or Alternate (A): M~

I Emall Agenda I~ Email Minutes T Email Note

Wiew Position Hiskory

New Record Save Previous Mext Delete search Clase

The user can create and track positions for each commission or board in the municipality.
Each position must be for a committee, board, or commission OR it can be a position in a
department or elected official.

Only “Active” positions can be added to a term.
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Terms

The term module is where the parts all come together. A term tracks an active person’s
election or appointment to an active position on a commission, board, or committee.

Terms i

—
fame:  [Stephen Mascola
(]

| Position Mame: [Member(1)

Committes, Commission, Board, or Dept: ‘Test Committee 1

Term Stark: [L7172000 Term End:  [If1j2012

Date Apmaintrent Letter Sent: [ DB Humber of Meetings Attended Per Year:
Dake fppointed: — Hostioglhone) Term Start  Term End ‘ear  # OF Meetings Attended
Date Swarn In: [ ZI [ [ 3 o
Dake Qualified: —

™ Term Clased Early
Closed Early Reason:

Reappoirkment Requested ALEnd OF Term [~

Conflict of Interest Receipt Returned: -
Date Reappointed: —
Reappointmenit Comments
Record: 14 [ 1.2n of 1 Record: 14] < | T4lr]
Print Appointment Letter |
Frint Anpointment Slos I
Mew Record | Save Frevious Mext ‘ Delete Search Close ‘ _

To add a term, click on the “New Record” button. In order to complete a term, an active
person and position are required. To add an active person, click the “...” button labeled
“Name”. This will open a search form to search for available people.
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Lo g e e

Enter Search Criteria peardineskd
Person ID:_ Full Name: Address
3l 2005 [Stephen Mascola [126 Craigemore Circle:
First: lame: stepher* ==
Micldle: Mame: [avon [T [penat
Last Name:

Address 1;
Address 2;

City: -
State: [ -] ZipCode: |

LmEAChE

Note: You can use an asterisk [*) as
awideard,

Record: M| ([ 1 M of 1 {Fitered) 1 »

Click “Select” to pick the person.

To add an active position, click the “...” button labeled “Position Name”. This will open
a search form to search for available positions.

Enter Search Criteria

Position Title: [
Committee, Board, or Commission: [ =1
Departrent: [ =] searhResuts:
Position ID Committes, Commission, Board Name  Department Fosition Name:
M zoie [rest Committes 1 [embercz)

Select

iSeach

Note: You can use an asteisk [*] as
awideard.

Record: 14 1 rl of 1 (Filtered) ‘ |

Click “Select” to pick the position.
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Enter the term start and end dates along with any other pertinent information. In this
entry form, you can also add the number of meetings held per fiscal or calendar year
which can be reported on against the number of meetings held by the committee.

In addition, from this screen, you can print an appointment letter and slip, which can be
customized for your municipality by IMAS.
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Reports

The EBCTS application comes with a host of pre-built reports for each module.

B (& 0 & et

car | ¥oON
Conflict OF Interest Report | D3t Trained From @
Open Hesting Low Report | CertFicatian Received From To
People By Qualfied Date | Date Qualfied From Ta

Reappoinkrent Lettars Mail Merge To Chairmen ‘ Appointment Expiration Date:

Reappaintment Repart By Cammission ‘ testnalicey

Reappointment Letters Mail Merge Direct Letter ‘

Reappointment Report To Board of Selectmen ‘ Appointment Expiration Date: Meeking Vear: —

Mailing Labels For Current Chairs |

Wacancy Report: ‘ Press List | Export Active Position List ko HTML ‘

Peaple Tndex By Name o

Each report has a button and some have additional criteria such as start and end dates or
committee names. If you require a report that is not available, please contact IMAS and
one can be designed for your needs.
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Administration

From the “Settings” button off of the main menu, there are user controlled settings for
user settings

e M k. y 5 TCS™O - Security Menu
Mls lle EBCTS [TCS({tm) Administrators Security Menu
C
/

_J P User Access Views
P W N
User Access Levels
T Y il

_ | [Tems

Add New User
| User Manager
O Settings
User Settings

Return to Main Menu

Form View NUM
[& ] & ext -8
B Security Settings
Deparment Maintenance Status Maintenance Position Maintenance
Department: o Status: = Pastian, Tite: ii
}| Engineering ﬂ M fpithetme ﬂ | Bestposiion ﬂ
frairtenance = forncat - fer——————— =
#| [ = [Fart Time = [co-char =
[5easonal - [Ex-Officia -
*|T - [Fizsan "
[Member W
[Member Emeritus W%
[Representative -
| L [ecretary -
Recordi 14| 4 [ 1 b [Mi[pskfof <] - Record: | 4 [[T 1 b [ M |wek]of 4| - Records 14| [ 1 ¥ [M]pk UFL‘LI_‘
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From here, an administrative user can enter default departments, statuses, and position
names which will populate the respective drop-down lists within the application.



