
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 

3)   Click on Client Login (below File Uploads) 



 
 
 

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

 
 
 

5)    Click Login 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1) Click on Upload File Utility 



2)   Browse for your file 

3)   Enter the number of  
      transactions and the total 
      amount of the file to be 
      uploaded. 

*You may also enter an 
optional description for the 
file. 
Special instructions/requests 
MUST be emailed, faxed or 
phoned in prior to the 2pm 
processing deadline. 

4)   Click Submit Upload 



 
 
 
 
 

5)   (Confirmation Screen) 
 
 
Your file has been 
uploaded successfully! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Downloading Files/Reports 

1)  Click View and Download 
     Files 

 
 
 

 
 

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 
      you wish to view/download. 

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. 

Report and File Naming Legend

File/Report    Name 
 
ccc  = Your assigned 3-digit GMS Company ID Code 
mmddyyyy = Traditional Calendar Date including Month Date Year (i.e. 03152009 is March 15, 2009)
 
ACHDetail    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  
      Organizational ID 

3)   Click Get Employees 



 
 

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

5)   Click Send Form 

6)   Confirmation Screen 
 
       Your payroll file has been  
       uploaded successfully! 

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. 


