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How Will GM S Operate During the

Annual Conference?

Here are some thingsthat you need to know about how GMS
will operate during the Annual Conference May 22nd-26th.

(1) Only emergency service callswill be taken on Monday,
May 22" through Wednesday, May 24th. Only one
service staff member will be taking service calls
throughout the day. With all of the windows training
sessionsand computer clinictraffic thisyear, most staff
will be involved in sessions or in the computer clinic.
We hope this will not inconvenience your agency
greatly! Wewill reduceour servicehoursfor May 22M
through May 24th. For Monday, our service hours will
be 10:30 am. to 6:00 p.m. EST. For Tuesday and
Wednesday, our service hourswill be 9:00 am to 6:00
pm EST. Follow the normal practice of either emailing
them to servicedgms@gmsactg.com, faxing in your
service calls at 301/933-3502, or calling our service
number (800) 933-3501.

Note: During the conferencewewill move our entire Service
Saff to . Pete Beach so they can participate in sessionsand
meet with clients. They will be checking our voice mail
regularly for service calls.

(2) A message center will be set up at the conference
registration area at all times during working hours. If
you will be attending the conference and your office
needs to reach you, we recommend they do so by
callingthehotel at (727)367-6461 and requesting your
room’ svoicemail. A message may also berelayedtothe
registration area to be posted on the message board.

Continued on page 2

Windows Accounting Upgrades

Wewanted to remind you what isinvolved with thewindows
accounting upgrades and the schedule that is followed.

Cost: $2000 which includes the windows version of
software, the conversion of employee files (including
guarter-to-date and year-to-date amounts), employee
setup files and vendor files. Wewill aso convert your
Fixed Asset Inventory if you use that supplement and
reguest usto do so.

PlaceYour Order: All ordersmust be placed on our website
at www.gmsactg.com. For the fiscal year you are
converting on, please specify the beginning month and
year of your fiscal year, i.e. 7/1/06.

Instructions: After receiving your order, aconversion memo
is emailed to the contact person listed on the order. All
instructions should be read thoroughly and followed so
you can be assured that your computersareall up-to-date
and that your employee and vendor files have been
cleaned up and will convert properly. If it isnecessary
for you to redo your backup, it may cause delaysin the
schedule that was set up.

Telephone Contact: Approximately one month prior to the
beginning of the fiscal year, a GMS representative will
call the contact person to review severa items, such as
service packs and related updates, supplements, and set

Continued on page 4

Reminder! The GMS Offices will be closed Monday, May 29th for the Memorial Day Holiday.
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Service Palicy During Conference....
continued from page 1

Conference sessions will not be interrupted except for
persona emergencies.

(3) Thehotel has afax machineif your office needsto
communicate with you viafax. Their fax number is
(727)363-2275. Therewill be no chargeto receive a
fax and you will receive amessagein your room onthe
voicemail if you havereceived afax. Pleasedo not use
this number for GMS service.

Our commitment is to provide service and support as usual
during the conference period. And, we thank everyone
(those attending and those who cannot) for their patience
and understanding should any unnecessary delays occur.

(4) Our Service Chat Room will not be monitored on May
22" through May 24th.

Dear Friends:

Later this month many of you will attend the 21st Annual
GM S Financial Management Conferencein St. Pete Beach,
FL. Thisyear we expect about 250-300 persons to attend
representing approximately 150 GM S client organizations.
If the past is any indication, non profit organizations from
most states will participate.

Itisnottoolatetoregister. And, if you haven't already
we hope that you will. Hereare just afew reasonswhy you
and your staff should attend.

@ Again this year the focusis centered around training on
the Windows version of the GM'S Accounting and
Financial Reporting System and Windows RLSS. We
will be demonstrating and training on the software
during concurrent sessions throughout the entire
conference. Therewill also be four 1 ¥2 day windows
intensives. They include Training on the Windows
Accounting Software, Training on Windows RLSS,

Y ear End Procedures/Preparing for Audit, and Laptop
Hands-On with Windows Report Writer.

@ Now that the GM S Windows Accounting System has
been used by GM S clients for aimost four years, we
have divided the major windows processing steps for
payroll, accounts payable and month end into three
different sessions. Therewill bealevel | for Windows
clients who are fairly new to using the Windows
version. There will bealevel Il for Windows clients
who have been using the Windows version for quite a
while and want more in-depth information and
troubleshooting. In addition, we are holding a
Windows training session for DOS clients. This will
give them an opportunity to ask how certain things are

e astte

Latest Versions of GMS Windows Software

At thetimeyou receive this newdetter, thelatest versions
of GM S Windows software you should be using are:

& Accounting: 1.2.246  [EI RLSS: 1.0.300
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Preparing Journal Entriesin RLSS
Windows

The RLSS program includes the option to create a journal
entry at the end of any month. When the Monthly Activity
Report is created, the summary totalsare held in atemporary
tableand used to createajournal entry. Theentry canthen be
forwarded to your accounting office for entry into their
records. There are afew thingsthat need to bein place prior
to actually creating the journal entry.

First of all, the general ledger codes from your agency’s
chart of accounts need to be entered by selecting Codesfrom
the RLSS task bar, then selecting GL Codes. Each general
ledger account that will be utilized when the journal entry is
created must be entered, along with a description. This step
is required regardless of whether your agency is also using
GMS Accounting software. If you do use GMS Accounting,
you will likely want to select Codes, Elements and enter the
elements as you will want them to appear on the journal
entry. Elementsare not required, but should be hel pful when
the journa entry is actualy entered into the GMS
Accounting software.

The next step is to set up the Journa Entry, which is
found on the Reports menu. Setup can be agency-wide or
fund-by-fund. If al your lending activity is channeled
through one bank account, and there is only one account for
each type of lending money (ex: principal, interest, late fees,
etc.) agency-wide setup is likely adequate for your needs.
Thisisaccomplished by clicking on Setup JE, then Setup by
Agency, and selecting the appropriate code from the combo
box for each category of funds.

If there are separate bank accounts, or separate accounts
for interest earned, etc., for each of your loan funds, then
select Setup by Fund. Use the combo box to select the fund
to be set up, and then select the appropriate account for each
type of activity. Repeat this process for each fund.

Once the above setups are completed, creating the
journal entry becomes avery easy process. At the end of the
month, print a Monthly Activity Report for the appropriate
activity period. Itisveryimportant that all dates beincluded
when this final month-end report is pulled. This is
accomplished by selecting the activity period and just
clicking on “print.” It will then automatically pick up all
activity included in that period. Do not typein the beginning
and ending dates, becauseif thereare adjustments outsidethe
entered date range, they will not be included.

After the Monthly Activity Report is printed, select
Reports, Journal Entry, and you should see the same activity
period in the field titled Activity Period. It isautomatically
completed based on the Monthly Activity Report created just
prior to accessing Journa Entry. The batch number is

automatic, and cannot be edited. However, thejournal entry
number is determined by you. It cannot be left blank, so if
the journal entry number is unknown, a generic entry (ex:
0906) may be entered.

Amounts found under Debit and Credit on the journal
entry will match the summary totals found on the Monthly
Activity Report. And remember, the accounts to be debited
and credited are controlled by you through JE Setup.

Sometimes it becomes necessary to recreate journa
entries because of adjusting entries, etc. Again, itisavery
easy process: simply reprint the Monthly Activity Report,
and then recreate the journal entry. A screen message will
appear indicating the batch aready exists — select “yes’ to
overwrite the old entry with the new one.

When thereisaneed to reprint an old journal entry, from
the Journal Entry screen, click on the Inquiry button. A
listing will appear showing al previously saved journal
entries. Simply highlight the one desired, and then click on
View Journal Entry. Thereis no consequence to reprinting
as needed.

Understanding the Dates in
Organizational Info and Year End
Functions

We find that many clients do not fully understand how the
dates that are in the Organizational Info work. Some
misconceptions are that changing the Fiscal Year, Start
Period and Ending Period dates puts the data in the tables
for thoseyears. ThisisNOT true. In fact, there are very
few reasons why you would ever change the Fiscal Y ear,
Start Period or Ending Period dates. These will
automatically get changed when you do theroll forward and
reverse roll forward at year end. The current period date
gets advanced one month each time you click on the Month
End button under Financial Reports. 1f someone clicksthat
more than once by accident, you may have to change the
current period date to the correct date.

On the Year End form, there are basicaly three
functions that deal with tables at year end. The first isthe
Revenue and Expenditures. When you roll forward to
2006, it will make a copy of the budgets and prior year for
fiscal year 2005 and store them in a table caled
tbIREPriorY ear labeled with 2005 asthe fiscal year and all
of the budget names are stored in tblBudgetPY. At that
point, the Start period, Ending period and Fiscal Year get
advanced one year. The projects and elements that you
selected to roll forward will have the budgets and prior year
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Windows Accounting Upgrades....
continued from page 1

up the schedule for when GM S can expect the total
directory backup, when GM Swill send out the software
and database, and the installation appointment. Also,
any questions you may have can be discussed at this
time. Make sure when you send in your backups, you
include your current physical address, so UPS can
deliver the CD as scheduled.

We anticipate that a fairly large number of clientswill be
converting as of 7/1/06, and cannot stress enough how
important it will be to make sure that your backups are
received in the GMS office according to the schedule that
was established. Otherwise, the installation will get
postponed.

Training on Windows RLSS

Annual Conference I ntensive

Thistraining will benefit any RLSS client, whether you have
upgraded to the Windowsversion yet or not. Taught by GMS
staffers Karen Secoy and Marilee Floener, this session will
cover every aspect of using GMS-RLSS so you can take
advantage of al of its features. Among the topics will be
setting up new loans, processing loan activity, using database
queries, loan reporting and integrating accounting and RL SS.
They will also demonstrate how to use the Master Query
which is a database search that replaces the “ask for loan
information” used in DOS. The Master Query alows the
ability to produce reportsthat include alarge variety of data.
Thisis agreat way to make sure that your loan policies and
procedures are integrated with your RLSS software. This
intensive features hands-on training. You will be able to
enter new loans, enter and process loan activity and
familiarize yourself with al of the functions and proper
procedures for running the windows GMS-RLSS. This will
be a great opportunity for RLSS staff!

Understanding the Datesin Organizational Info....
continued from page 3

amounts now stored in a table called tbiBudgetDetail and
tblBudget. When you reverse the roll forward for R & E
back to 2005, it takes all of the records from tbIBudget and
tblBudgetDetail and puts them in tbiBudgetPY and
tbIREPriorY ear, respectively. It also takes records with a
2005 year from tblBudgetPY and tbIREPriorYear and puts
them in tblBudget and thiBudgetDetail. At that point the
Fiscal Y ear, Start Period and Ending Period get put back one
year and the current period is changed to match the Ending
period.

The second function on the Year End form is Accrue
Leave. If your agency charges any leave when it is earned,
then the opening liability balances need be used to calculate
the changein liability each month. These were first entered
under Tools, Cost Allocation Setup, and Leave Allocation
the first year you were using the Windows accounting
system and stored in atable called tbILeaveAllocation. At
year end, you would select the option for Accrue Leave and
roll forward to 2006, as an example. It would then take the
information entered under Leave Allocation for 2005 and put
it into tblLeaveAllocationPrior with a 2005 year. It would
a so take the ending liability from 2005 along with the other
information under Leave Allocation and put it asthe opening
liability in tblLeaveAllocation. Y ou would then be ready to
calculate your new fiscal year's change in leave liability.

The third function on the Year End form is GL Prior
Year. If youwererolling thisforward from 2005 to 2006, it
would take al of the GL codes, descriptions and opening
balances from thiGLTransaction and put them into
tbIGLPriorY ear labeled with a2005 year. It would takeyour
ending General Ledger Balances and put them into
tblGL Transaction as the opening balance for 2006. If you
would then reverse theroll forward for the GL from 2006 to
2005, it would make acopy of the opening balancesfor 2006
and put into tblGLPriorYear. It will also look for all of the
records with a 2005 year and put into tblGL Transaction.

So basically there are two tables for each function of the
Year End Roll Forward. One for storing the current fiscal
year information and the other for storing all other years
information labeled by fiscal year. These are the functions
that control what fiscal year you arein. Changing the Fiscal
Year, Start Period and Ending Period does not change the
fact of what tables are being used for those functions.

Don't Forget - Al contracts for
license/warranty and service/support will be
terminated for all GMS DOS software applications
as of December 31, 2007
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