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Producing Reports from Your Old Fiscal
Year

Instructions for Microsoft Access Users:

If you wish to produce reports from your old fiscal year
without reversing theroll forward process you can set up the
old year database in a separate folder and log in GMSL or
GMS2 to look at your fina year end database and produce
reports only. This is an excellent method for use when
printing reports for your auditor, for example.

In order for this process to be effective, you will need to
make acopy of your database at the time you have completed
the year end closeout procedures. If you are only using the
GMS Accounting System for your own agency and do not
have any other databases that use the accounting system you
may follow the instructions below to set up your old year
directory.

* Using Windows Explore, setup afolder called FY___
database. FY 07 database will be used in these
instructions.

* Copy and paste the conversion.mdb that contains your
final year end datainto the FY 07 database folder.

* From your Start menu, click on Control Panel. For
Windows 98 and 2000, control panel will be listed
under Settings on your start menu.

* |n Control Panel, select Administrative Tools, select
Data Sources (ODBC).

For windows 98, Data Sources (ODBC) islisted on the
control panel.

* Select the System DSN tab.
* Unless you have more than one database, you should
only have Convert listed in this window. Some of you
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Security Menu Changes

Did your Month End button disappear?

In the June 2007 revisions, we added Month End Button
under Tools/Security Menu. In order for the Month End
button to be highlighted in Monthly Processing, Financial
Reports, the user who has rights to the Security Menu must
check the Month End button and click Savefor all Userswho
are authorized to close out the month.

Areyou no longer able to see the detail of the Salary
Line Item when clicking on “With Drill Down
Details’ ?

In the June 2007 revisions, we aso added a Personnel
Drill Downs button under Financial Reports on the Security
Menu. When printing Revenue and Expenditure reports if
you check the box “With Drill Down Details” you have the
ability to click on any line item and see the detail of items
coded to that line item. If Personnel Drill Downs on the
Security Menu isnot checked the User will not be ableto see
the detail for account 50000, Salaries. If Personnel Drill
Downs is checked the User will be able to see each
employee's name and salary amount that make up account
50000.

In Thislssue: Trickswith List Boxes... Thingsfor Your Auditor...Holiday Notice...



GMS- RLSS- How to Handle Deferred
Loans

Thefirst step isto establish the Loan Master asusual. If
the loan is to accrue no interest during the deferred period,
select Amortized as the interest calculation method. By
doing this, the first payment posted will alocate interest
based on only one payment cycle, usually one month.

If interest is to accrue and be paid when payments
begin, select Daily interest. If Daily interest is chosen, be
prepared to see alarge portion of the first payment going to
interest, asthe program will collect interest from the activity
date of the loan disbursement until the activity date of the
first payment.

NOTE: If closing documentsindicate daily interest, but
that interest is not to accrue, select Amortized asthe interest
method until the first payment is posted. After that payment
is posted, edit the Loan Master to Daily interest. All future
payments will then calculate interest from activity date to
activity date.

Within the Loan Master there is field titled “First Due
Date”. Use this field to enter the date the first payment is
actually due. Delinguency reports and several pertinent
supplements will take this date into consideration when
determining if a loan payment is late. It will not be
considered late until the First Due Date has passed.

There is a pre-established status code included in the
program for deferred loans. Although choosing the
appropriate status code for each Loan Master is alwaysyour
option, consider using the deferred code. By doing this,
those loans can be excluded from statistical reports if
desired.

You also have the option of establishing an Optional
Field to hold the date interest and/or principa paymentsare
to begin. This can be utilized to create “tickler files’ to
assist staff in monitoring deferred loans. When the Optional
Field is established, if the data type selected is "date",
Quick Date Listings will produce a report based on a
specified date range. For example, a report may be pulled
that shows dl loans with payments to begin between
08/01/07 to 08/31/07. This feature can be very helpful to
staff responsible for monitoring the loans and repayment
schedules.

The GMS offices will be closed
Monday, September 3rd in honor
of Labor Day. We will reopen 9
am Tuesday, September 4th.

Trickswith List Boxes

“List boxes’ alow you to select one or more items to be
included in your reports. By clicking on just oneitem, you'll
receive only that item for your report. If you want severa
itemsthat arein a continuous series within your list box, you
may select these items by simply dragging your mouse to
highlight these items. Should you want multiple items that
are not in a continuous series, hold down your Ctrl key as
you click on your selections.

To quickly get to an item to be selected that is in the
middle or end of your list box, you can select code order,
click with your mouse in that list box, and then type in the
first number of the item you are wishing to search for. You
will automatically be taken to the first occurrence of that
number. A good exampleisif you arein the General Ledger
with Current Detail and wish to print only code 50000
Salaries. Simply click in the left hand list box so the
computer knows the code you are looking for is contained in
that list box and not the list box to the right. Next, type the
number 5. You will immediately betakento thefirst instance
of codes beginning with 5. You may then click on 50000
with your mouse and it will be included in your report.

Another possibility is you may wish to find a certain
vendor code in your Payment History supplement. By
removing the checkmark in the All Vendor box and then
clicking on the Vendor Code box you will bring up the list
box of vendors. Click onceinthislist box andtypeinthefirst
digit of the vendor code you wish to go to. The first vendor
code beginning with that number will appear inyour list box.

Hintsfor Calendar Date Fields

Do youwant to go back intime quickly? Althoughthisisn’t
possible to do with your life, you can do it with the GMS
software. Several date fields have combo boxes (with the
little arrow pointing down) that will pull up calendars when

you click onthearrow. If you find that you want to go back
more than one month, rather than clicking on the |eft arrow
at the top of the calendar, click on the month name. This
will bring up alisting of all twelve months that will allow
you to quickly select the appropriate month. Likewise, if
you want to go to a previous year, click on the year that
appearsand you'll receive up/down arrowsto cycle through
theyears. Inthe GMS Accounting system, you'll find this
very helpful in the Outstanding Check Reconciliationandin
supplements such as Fixed Assets, Schedule of Federal
Assistance and Personnel History.

Within RLSS, thisisbeneficial for Quick Date Listings,
Conversations, Late Notices, Loan Coupons, Credit Bureau
Report 11, EDA Semi-Annual Report, Escrow Analysis,
Loan Fund Financials, and Loan Invoicing.
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Producing Reports for Your Old Fiscal Year...
continued from page 1

may have previous backups listed also. Click on the
Add button.

* Fromthelist of drivers, double click on Microsoft
Access Driver (*mdb). Once selected it will return you
to the ODBC Microsoft Access Setup Form.

* Inthe Data Source Name field, type convertl. (If
convertl already exists, use convert2).

* Click on Select. In the box on theright, click on the
drive and folder in which your FY 07 database exists
and double click on conversion.mdb. (Thiswill put
conversion.mdb in the screen on the left. Double click
on conversion.mdb on the left. Thiswill put \FY Q07
database\conversion.mdb in the ODBC Microsoft
Access Setup screen to the right of the word Database.
If on the F driveit should say:

F:\FY 07database\conversion.mdb. Click OK.

* Youwill now be back at the System DSN tab and
convertl (or convert2 if that was your choice) will be
highlighted.

¢ Click on OK, close out of the Control Panel and return
to the desktop.

* When you log into the GM S Accounting System, from
the Organization combo box, select GM S1 if your last
year database is set up using convertl. Select GMS2 if
you set it up using convert2.

Note 1: If your agency currently has an IT person on
staff, you can have him or her change the login information
on the GMS Accounting System login screen to identify
what fiscal year you are logging into. To accomplish this,
everyone will need to be out of GMS. The IT Person will
need to go into your current conversion.mdb file located in
your \convert directory. Go into Tables, and locate
tblCompanies. Double click to open the table. Once in the
table they may see under the Company column GMS1 and
GMS2. Depending on which directory you have selected in
the process above (convertl or convert2), you can change
GMS1 and GMS2 in this table to FY Q7. Once the table has
been changed, they may exit the table and exit the database.
Now when you log into the GMS Accounting System you
will see FY 07 instead of GMS1 or GMS2.

Note 2: If your agency anticipates accessing this
database in the future, you will need to update this database
with the GMS Windows Accounting Revisions that are
currently being posted to our website quarterly. You will
want to continue updating the copy of the previous year's
database for as long as you intend to access it for report
purposes in order to ensure compatibility between the
database and the program.

Instructions for SQL Server Users:
Note: Attaching the Database is to be done on the server.

The DSN setup is done on each individual workstation

Step 1 — Copy the database to a new folder

1. Onthe server - create afolder under the network drive
called Convertl. Each User will needsrightsto the
Convertl folder.

2. Copy and paste the ConversionSQL file from the
Convert folder into the Convertl folder. Rename the
ConversionSQL to FY___ database. i.e.

FY 06databaseSQL will be used in these instructions.

3. Right Click on FY 06databaseSQL. Click on Properties
and uncheck Read only if checked. Click on Apply and
click on OK or close.

Step 2 - Attach the database to SQL Server

1. Click on Start/Programs/Microsoft SQL Server/
Enterprise Manager or SQL Server Management Studio
(some of the terminology may vary depending on the

VErsion you are using).

2. Ontheleft panel under Console Root you will see
Microsoft SQL Servers. Click on Microsoft SQL Servers
and you will see SQL Server Group. Click on the Plus
mark to the left of SQL Server Group and you will see
(locdl) (Windows NT)

3. Click on (local)(Windows NT).

4. Right Click on Databases and choose New Database.
TypeFY 06databaseSQL intheName Box. Click onthe
second tab - DataFiles. Expand the L ocation column and
make sure you know where the data files are stored.

5. Click OK. It may take a couple minutes to create the
database.

6. Onceit’sdoneyouwill see FY O6databaseSQL onthelist
of databases. Right click on FY 06databaseSQL and
highlight All Tasks and choose Restore Database.

Restore Database form will appear. The name should be
FY O6databaseSQL. Do not changeit. There are three
options under Restore: Databases, Filegroup or Files.
Y ou need to choose “From Device”. Click on Select
Device button.

7. Choose Restore Devices form will appear. “ Restore
from:” is defaulted to Disk. Y ou need to click the Add
button. Find thefile name FY O6databaseSQL and click
on Ok.

continued on page 4

Present versions of Windows
Software are:

Accounting: 1.2.252 RLSS:1.0.303
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Producing Reports for Your Old Fiscal Year ...
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8. Youwill seethefileislisted under Device Nameinthe
list box. Click on Ok to closeit. And you are back on
Restore Database form.

Click on the second tab - Options.
9. Check Force restore over existing database option.

10. Under “Restore Database Files as.” the second column
“Movetophysical filename’ check thefilepath. If this
file path is different than the location you checked
before when you first created the database, you need to
change the file path to match that path. Y ou want to
move this backup file into the location where the
database was first created.

11. Click onthe OK button and it will show the progress of
restoring. Y ouwill get the message that the database has
been restored successfully - or other messages telling
you if thereis a problem.

(If you have more than one SQL Server database you need to
repeat the above steps again and using a different database
name.)

Step 3 - Point your database selections to
the database on each individual workstation

1. Click on Start/Control Panel/Administrative Tools/Data
Sources ODBC

Select Systems DSN tab.

3. Select Add. From thelist of drivers, click SQL Server.
Click Finish.

4. Thiswill bring you to Create New Data Source to SQL
Server Form.

5. Inthe Namefield, type Convertl. Y ou can leave the
description blank or enter anything you want to describe
thedatabase. Inthe Server: field enter your SQL Server
Name. (If installing on a single Work station, choose
local)

Click on Next button.

Thereare 2 optionsto connect. Oneisusing windowsNT
login ID and theother isusing SQL Server LoginID. If
you don’t have SQL Server Login ID check “With
Windows NT authentication using the network login
ID". Otherwise check “With SQL Server authentication
using alogin ID and password entered by the user”.
Then you have to enter the user name and password.
Also make sure “ Connect to SQL Server to obtain
default settings for additional configuration options’ is
checked. Click on Next .

N
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7. Check thebox “Changethe default databaseto”. It will
be defaulted to master. Choose FY 06databaseSQL from
the combo box. Do not change any other default settings
on thispage. Click Next.

Don’t change anything on the next screen and click on
Finish button. Y ou need to click on Test Data Source button.
If you get TESTS COMPLETED SUCCESSFULLY then
you are done.
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