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New downloads available on the
GMS Website

Attheconferencein LasVegasin April wereceived requests
to post sample import files and Report Writer structures and
gueries on the GM'S Website for client use. In response to
these requests we have posted the following new files under
Service Calls, Service Chat and Downloads on the website.

Sample Timesheet | mport to be Downloaded and
Customized

We have added sample timesheet files in Excel format
which can be downloaded and customized for use at your
agency. Once the employee has entered the hours worked
into the spreadsheet, the information necessary to import
using Supplement #411 Timesheet Import, is automatically
filled in and the timesheet is ready to beimported into GMS
accounting.

These files can also be used if you do not use Timesheet
Import but would like for your employees to use Excel
spreadsheet files instead of manually writing in the
information regarding hours worked, leave taken, etc. on
paper forms. You are invited to download a timesheet file
and try it out!

Alsowe have added Sample I mport Filestoillustratethe
format to be used when creating spreadsheets for use with
Budget Import, Voucher Import (Supplement #413), and
Invoice Import (Supplement #417).

Prepared Report Writer Structures and Queries

Under downloads you will now find several Report
Writer structures and queries. |f you wish to useany of these
prepared reports, simply download the zip file to your
computer and unzip the file into the location of your choice,
open Report Writer and click on Select Tables. On the Data

continued on page 2

GMS Offers Additional Off-site Services

Asof July 2007, GMSwill begin offering additional off-site
services to al GMS accounting clients for doing bank
reconciliations, accounts payable reconciliations, timesheet
and paid salary reconciliation or entire balance sheet
reconciliations. We will now have additional staff available
to help new staff processtheir first payroll, accounts payable
or month end processing. Our staff would have a contact
person in your agency that they would work with on any
additional research required from therecordsin the office.

There are many occasions where our clients have
staff turnover and day to day activities fal behind schedule
until new staff are hired and trained to maintain the workload
that isrequired. With the service GMS can provide, it may
takethe pressure of f your present staff who aretrying to meet
their own specified job requirements. This service is an
expansion of the present off-site services advertised which,
in the past, have been requested mostly for year end
closeouts. Off-siteyear end closeout has been avery popular
request for many years and has successfully accomplished
good results at a reasonable cost.

If you would like to schedule any off-site
assistance and training, please send an email to
servicedgms@gmsactg.com, send a service cal from the
GMS website at www.gmsactg.com or call 800/933-3501,
ext 1.
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New Downloads Available...
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Model Editor screen, click on theyellow open filefolder on
the top left, locate the dbs file you downloaded and double
click onit. Thetable(s), completewith any necessary links,
will appear, then click OK on the top right. Click Retrieve
Query. Locate the gry file you downloaded and double
click onit. Click Run SQL and the information will be
retrieved.

RLSS Backups and Compact & Repair
Utility

RLSS clients may now use the Backup and Compact &
Repair Utility. This utility, called BackupDB.exe was
included with the May RLSS revision..

Instructions for setting up an icon to access it were
included with the revision instructions. This utility
alows you to select the Microsoft Access database you
wish to backup and/or compact and repair. Once the
database is selected, clicking on the Compact Database
button automatically runscompact and repair. Thereisno
need to open your databasein Accessto do thisnow. The
Backup Database button will automatically place a copy
of your database (rlss.mdb) in the location you have
selected.

We recommend RLSS clients run the Compact &
Repair weekly if your database contains 50-500 loans. |If
your database is larger, you may wish to run it daily.
Likewise, if it is smaller, monthly may be frequently
enough for you. Thereisno harmin running the Compact
& Repair Utility more frequently than is recommended.
Y ou should always Compact & Repair before making the
Backup. Your Backup should be done on a similar
schedule, however, if you are doing a lot of data entry,
you may wish to back up more frequently. It isimportant
that you understand that everyone must be out of the GM S
RLSS system before either the backup or compact and
repair isrun. We also recommend that you continue any
other backup procedures you may have in place such as
nightly tapes, burning a cd, copying to a flash drive, etc.

RL SS Multiple Borrowers

After installing the May, 2007 RLSS revision you may
have noticed anew feature. In Loan Master File, you now
have the option to enter up to four additional borrowers.
Information that may be entered is salutation, first, middle
initial and last name, address, city, state, zip, phone
number, Social Security number and birth date.
Whenever the Master File Report is printed, these
additional borrowers will be included.

Year End Leave Accrual

If your pay period at the end of your fiscal year is split with
some of the daysworked in the old fiscal year and some days
worked in the new fiscal year and you charge any type of
leave when it is earned, you can process separate batches
through L eave Processing to calculate leave balances as of the
last day of your fiscal year.

Enter a timesheet batch for the days the employees
worked in the old fiscal year using the last date of the fiscal
year for the ending period of this timesheet batch. In Leave
Balance Processing, click on Setup Leave Assumptions.
Make sure that all classes have a P for prorated under the
Pro/Fixed column in the matrix. If your personnel policies
state that only a certain number of leave hours can be carried
forward to the new fiscal year for al employees, you aso
need to enter aY under Max, aY under Class and enter the
maximum hours that can be carried forward to the new fiscal
year.

Click on the Year End Accrual button. If you do not
normally have the same hours in each pay period, it will ask
you how many hoursin the pay period. Enter the total hours
for thispay period, not just the hoursworked in thistimesheet
batch. It will calculate the prorated earnings for the time
worked in thistimesheet batch, record leave taken during this
time period and show the balance as of the last day of the
fiscal year. At this point, if you want to run the Cost
Allocation menu for the last month of your fiscal year, you
will be able to choose the last day of the fiscal year to usein
calculating the accrued leave.

NOTE: If you are selecting more than one batch before
clicking on the Year End Accrual button, those batches must
all have the same period ending date.
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Reminder for GMS DOS Users

For those of you presently using any of the GMS DOS
programs please be reminded that now isthe time to plan to
upgrade to the Windows version of your software. All DOS
license/warranty and service/support contracts will be
discontinued 12/31/2007. Accounting conversions are
normally done at the beginning of the fiscal year. If your
fiscal year begins July-October of 2007 and you intend to
upgrade, placeyour order soon. RLSS Windows conversions
can bedone at the beginning of any month. Placeyour order
now for your GMS Windows conversion on our website at
www.gmsactg.com. Instructions regarding how to prepare
for your conversion will be emailed upon receipt of your
order. Remember you may need time to upgrade your
computers, printersand possibly network setups. Note: Peer
to peer networks cannot be used with any of the GMS
Windows software.
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Year End Leave Accrual...
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When you are ready to process leave balances using the
second timesheet batch for this payperiod, in Leave Balance
Processing, click on Setup Leave Assumptions. For the
applicableleavetype, removetheY under Max and Classand
remove the max hours if your personnel polices allow
employees to exceed the maximum during the fiscal year.

Select that second timesheet batch and click on Y ear End
Leave Accrual. It will reflect the opening leave balances as
of the first day of your new fiscal year and calculate the
earnings based on the hours worked in this timesheet batch,
record the leave taken and show the balance as of the last day
of the pay period.

When you process payroll, both timesheet batches for
this pay period will be available for you to select. The stubs
will reflect the total of leave earned and taken from the two
timesheet batches and the balances as of the last day of the
pay period.

Note: If your agency normally earns leave on afixed
basis, don’t forget to go back to Leave Balance Processing,
Setup Leave Assumptions and change P for prorated to F for
fixed after you have finished processing all batches through
the year end accrual.

JOB OPPORTUNITY

Accountant- A large non-profit is seeking an
individual with at least five years experience in
governmental or fund accounting. A degree in
accounting is preferred. Experience with GMS
accounting software would be a plus. The
accountant is responsible for accounting of all
funds and grants, controlling and reconciling all
general ledger accounts and production of budgets
and financial reports. We offer an excellent salary
and benefit package. Apply or send resume to:
Nancy Spears, Director Alabama Council on
Human Relations, Inc. P.O. Box 409, Auburn,
Alabama 36830-409 or please fax your resume to
334-826-6397 or email to wayne@achr.com

| mportant Note!

Always run the Microsoft Update at www.microsoft.com
whenever GMS software is installed on a new or different
computer. Work with your IT staff to set up the automatic
update best suited for your computer.

GMS offices will be
closed July 4
In celebration
of Independen
Day
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Creating Employee Address Labels

One of the Report Writer Structures and Queries in
Downloads on the GM S website istitled Creating Employee
Address Labels. You may download thisfile and export it to
Excel, then using Microsoft Word you can create employee
address labels, file folder labels, etc.

Once the Report Writer fileis exported to Excel, insert a
row on line one and type in headings.

First Name

Last Name

Street

City

State

Zip
Save the file with a name such as Employee Mailing Labels
so you can locate the file to convert to labels in Microsoft
Word. In our example we have saved the file on the desktop

and named it Labels. You may save it anywhere you wish
including on a diskette in the A drive.

To Create Labels using Microsoft Word 2002 or 2003

G Open Microsoft Word

G Click on Tools

G Click on Letters & Mailings

G Click on Mail Merge Wizard

G Choose Labels by clicking the circle to the left of |abels
on theright.

G Click on Next: Starting document.

G Click on Label Options

G From the Label Options Window select the labels you
will use. Inthe example we are using 5160 — Address
labels. Click OK in the Label Options Window.

G The label setup will appear.

G Click on Next: Select recipients

G Click on Use an existing list under Select Recipients

G Click on Browse

G Locate your file and double click onit.

G The Select Table window will appear with Sheet1$
highlighted. Click OK.

G The Mail Merge Recipients List will appear with all
employees selected. Y ou can sort or select only those
employees for whom you need labelsin this screen.

G Click OK in the Mail Merge Recipients Screen.

G Click Next: Arrange your labels

G Click on More Items. The Insert Merge Field window
will appear.

G Format the label set up by arranging the information as
you want it to appear.

To arrangethe labels - In the Insert Merge Field
window:

G Click on First Name, click Insert —you will see First
Name appear on the label.

G Click Close (The cancd button will change to Close
when you click Insert)

G You must add the punctuation and spacing as you set up
your label, so insert a space after First Name

G Click More Items

G Click on Last Name, click Insert —you will see Last
Name appear on the label.

G Click Close

G Tap enter so the cursor goes to the next line

G Click More Items

G Click on Street, click Insert —you will see Street appear
on the second line of the label

G Click Close

G Tap enter so the cursor goes to the next line

G Click More Items

G Click on City, click Insert — you will see City appear on
the third line of the label

G Click Close

G Typein a space after City

G Click More Items

G Click on State, click on Insert —you will see State
appear after the space on the third line

G Click Close

G Add 1 space after State

G Click More Items

G Click Zip, click on Insert

G Click Close.

Y our Label isnow formatted

G Click Update all labels — under Replicate labels.

G All labels will now show in the format to be used

G Click Next: preview your labels

G Your labelswill appear.

G Click Next: Complete the merge.

G At this point you may edit individual labelsif necessary

G Click Print to print your labels

G Click OK in the Merge to Printer window and send the
print job to your printer.

Las Vegas Conference Attendees - Don’t forget your 50%
Supplement Credit!
Seethe May 2007 newsletter for details. Credits may be used
on Supplements purchased through July 31, 2007.

Present versions of Windows
Software are:

RLSS:1.0.303

Accounting: 1.2.251
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