Getting Started Guide

Accessing the GMS Web Site

1) To access your records and upload your files, go to our web site: (optimized for MS Internet Explorer)
www.gulfmanagementsystems.com

2) Double-click on Client Login

about us

You need fast access to your money So you can put it to work.
Controlling costs, offering your customers every possible

payment option, minimizing risk and generating a steady Fasrer.access myuurmlme;.(: 1T
revenue stream are critical success factors. The lastthing you L BT TR S ST R
have time for is chasing returned payments or lost paychecks, ol

and daily jogs to the bank.

3) Click on Client Login (below File Uploads)

ai:out us solutions

Client Login
mmg

ister now

check out our new customer referral program

Find all the answers you need to access your records and upload files fast.




4) Enter your assigned GMS
three-digit company code
and password

Your partner for fast, affordable electronic payment solutions.

5) Click Login

Client Login

r'd

Login: IXYZ

Password: |-----

Uploading a File
*Files must be received prior to 2pm ET to be included with that day’s processing.

partner for fast, affordable electronic payment solutions.

1) Click on Upload File Utility

Upload File Utility i
Gulf Management Systems Private Customer Area

View & Download
Files

Payroll By Form Please Select An Option From The Left Navigation Bar

GMS Prefund
Help

About

Return to Main
Website
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2) Browse for your file

Your partner for fast, affordable electronic payment solutions.

Choose File to Upload 5

Lack In: [ BarkFiles HQ2 D E - o
! 2 ement Systems File Upload Utility
Hello XXX
{ report, click the <Browse...> button and select
Desktap ur computer. Click <Submit Upload> to submit
EMS.
Browse..
1 Totai Amount
Optional Description
SubmitUpload |
File name: [ | Open
3) Enter the number of i E ¥ rtner for fast, affordable electronic payment solutions.

transactions and the total
amount of the file to be

uploaded.
Returnto Fle
Return to Main
*You may also enter an wetsite
optional description for the Loaoft To upload your report, click the <Browse...> button and select
fl|e the file from your computer. Click <Submit Upload> to submit

your report to GMS.

and Settings\systemc\D: GMXXYZ09.JJ) Browse..
Transacpefs Tot Amount
\ ))ptiunal Description
Submit Upload I

Special instructions/requests
MUST be emailed, faxed or
phoned in prior to the 2pm
processing deadline.

4) Click Submit Upload



5) (Conflrmatlon Screen) - ‘ - Your rtnerfr fast, affordable electronic payment solutions.

Your file has been
uploaded successfully!

Upload Another File?

Return to File
Transfer Menu

Return to Main
Website

Submittal Results - Please print this for your records!

Your selected uploaded
file(s) GMXXYZ09.11]

Time / Date 8/14/2009 4:03:43 PM

Your saved file(s) on our
server /COMMON/GMXXYZ09.11]

Too large of file uploads
attempted

Bad file extension
uploads selected

Downloading Files/Reports

1) C||Ck VleW and DOWH|Oad : ) aur partner for fast, affordable electronic payment solutions. :
Files : - '

Upload File Utility i
Gulf Management Systems Private Customer Area

View & Download
Files

Payroll By Form Please Select An Option From The Left Navigation Bar

GMS Prefund
Help

About

Return to Main
Website

I O~ T 7

A window will generate with a list of up to 90 days worth of your available reports/files.
*NOTE: Firefox browser users must install/enable Java prior to the next step.



2) Click & highlight the file

ou W|Sh tO VIeW/dOWl'I|Oad 'eturn to File
4 Trancier Menu Gulf Management Systems File Download Utility

Return to Main He||0 1 ”
Website

Logoff

ACHD&003.SAMPLE tdt
CdEr3196.CID.SAMPLE ixt
INVSAMPLELTXT
RosterCheckingSavings05292009.1 txt
RosterCheckingSavings06302009.1
RosterCheckingSavings07312009.1 bt

3) Click Submit to View &/or
Download Selected Files

*NOTE: A new window/tab will
open in IE displaying the

selected file/report. Use your
browser’s “Save As” option to copy
file to your computer, or “print” for
a paper copy.

Se‘e{:;tieﬂr,%ﬁ?; ¥ 1pICIDB142008 rpt SAMPLE et

5 2 RTNPB008. SAMPLET. it
(scroll to report) R_AB3182.CID.SAMPLE bt

( Submitto View &for Download Selected File |

Report and File Naming Legend

File/Report Name

cce = Your assigned 3-digit GMS Company ID Code

mmddyyyy = Traditional Calendar Date including Month Date Year (i.e. 03152009 is March 15, 2009)
ACHDetall ACHDetail_ccc_mmddyyyy.txt

ACH Summary ACHSummary_ccc_mmddyyyy.txt

Credit Card Errors CardErrors_ccc_mmddyyyy.txt

ACH Returns Returns_ccc_mmddyyyy.txt

Credit Card Processing CardDetail_ccc_mmddyyyy.txt or .pdf
Credit Card Approved CardDetailApproved_ccc_mmddyyyy.pdf
Credit Card Declined CardDetailDeclined_ccc_mmddyyyy.pdf
Collection Balance Report CollectionBalance_ccc_mmddyyyy.txt
Invoice Invoice_ccc_mmddyyyy.txt

Invoice Activity Summary InvoiceActivity_ccc_mmddyyyy.txt
Invoice Adjustments InvoiceAdjustments_ccc_mmddyyyy.txt
Invoice Demand Drafts InvoiceDemandDrafts_ccc_mmddyyyy.txt
Invoice Credit Cards InvoiceCards_ccc_mmddyyyy.txt

Invoice Wires InvoiceWires_ccc_mmddyyyy.txt

Roster Checkings/Savings RosterACH_ccc_mmddyyyy.txt

Roster Credit Cards RosterCards_ccc_mmddyyyy.txt

*See “How to Read GMS Reports/Invoices” for specific report examples and explanations.




Payroll by Form

1) Click Payroll By Form

2) Input Email Address (where
confirmation email should be
sent), GMS-assigned
Company ID and
Oraanizational ID

3) Click Get Employees

Upload File utility

View & Download
Files

Payroll By Form
GMS Prefund
Help

About

Return to Main
Website

Your partner for fast, affordable electronic payment solutions.

Gulf Management Systems Private Customer Area

Please Select An Option From The Left Navigation Bar

I Y S—

Return to File
Transfer Menu

Return to Main
Website

Logoff

Your partner for fast, affordable electronic payment solutions.

Gulf Management Systems Processing Worksheet
Hello XXX

Email Address: email@emailaddress.com
Company 1D: O

Organization ID:

GetEmployees




Your partner for fast, affordable electronic payment solutions.

4) Input totals (amount of payroll
file) and individual amount for
each desired employee (User

mh

Name)
Baaiie Gulf Management Systems Processing Worksheet
Return to Main Hello XXX
Website
Logoff
Email Address: [OPERATIONS@GULFMAN:
Company ID: frooe
Organization 1D: [or00] | GetEmployees
Totals: —
Inactive F;OW %Eem Amount UserName
O 1 |h fo [soHn DOE
o 2 |k o [sanEDOE
C 3 |k o [JoHN smITH
5) Click Send Form - s [F i |
O 5 |B o [
ST ]

6) Conflrmatlon Screen i — ) _ Your rlneofn,lorhleclon

Your payroll file has been
uploaded successfully!

Upload File utility

Payroll Upload was Successful!

View & Download
Files

Help

About

Return to File Transfer

Menu

Return to Main
Website

Logoff

If you have any further questions/issues regarding the use of our web site, please contact
our Customer Care Center at: operations@gulfmanagementsystems.com (please include
your 3-digit company code in the subject line) or call 800-947-3156.




