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BMS Quick Notes 

How do I download my spreadsheet from BMS to Excel? 

A new enhancement to the merit application is the ability to generate an Excel spreadsheet of the 
M&Ps in your department(s).  End-user documentation is available on the web at the following 
URL:   http://info.med.yale.edu/finops/hr/Merit2.html 

How do I download my spreadsheet from BMS to Excel ? 

• Print directions  MP 2009-2010 System Procedures  
• Open file  MP Merit Excel Extract File  and SAVE MPMerit.xls to your DESKTOP  
• Follow the MP 2009-2010 System Procedures that you printed  
• If you have questions, support is available by calling 432–6666 

 

Working Clinics 

Working clinics are being offered for your convenience.  To sign-up, please go to the 
Training web site located at  
http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=1438 

 
How do I find BMS on my PC? 

• Start  Programs  Host Explorer   BMS 
 
How do I find RPM on my PC? 

• Start  Programs  Start  Programs  RPM  RPM 1.22c Win95 
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Three working BMS Screens 

1. Authorization Screen 

 
 

2. List Screen 

 
 

3. Individual Screen  
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HOT Miscellaneous Tips 
• NEVER exit BMS using the RED X in the upper right corner of the form.  If you 

mistakenly exit BMS as described you will not be able to continue with data entry upon 
reentering BMS.   How do I re-establish data entry privileges?   Phone x26666 
requesting the release of your locked record.    

• When your cursor is locked (does not move) or “X SYSTEM” is displayed lower left corner 
of the screen press the Ctrl key.  The Ctrl key will release the lock on the cursor.   DO 
NOT exit BMS BMS using the RED X in the upper right corner.   

 
Miscellaneous Tips  

• Long “+” key located to the right side of the key board (within the number key pad) will 
remove all data (trailer) to the right.  This key is useful when entering dollar amounts or 
percentage amounts on the List Screen form. 

• The application will not take recommendations greater than 7% 
 
How to Enter Base Dollar Amounts from the List Screen 

1. Navigate to the List Screen 
2. Press F11 key.  Make note the Base % Incr column header will be highlighted. 
3. Press F7 key.  Make note the Base $ Incr column header will be highlighted. 
4. Enter Base $ Increase.  Example:  795 
5. Press the long “+” key to the right side of the key board (within the number key 

pad). 
6. Press the Tab key 
7. Your cursor is positioned at the Status Selection column (S).  Type code L, N, S, 

X or 0 
8. Repeat step 4 through 8. 
9. Press the Enter key to save changes. 

 
Option and Function Key Tips 

• Ctrl Key - Adds 20  = example F24  (ctrl F4) 
• Shift Key - Adds 10 = example F18 (shift F8) 
• On the Authorization Screen, F11 scrolls to the right and displays 4 views. 

 
How do I print in BMS? 

• RPM must be running for print option to work 
• Start  Programs  RPM  RPM 1.22c Win95 and minimize RPM.  RPM needs to be 

running in the background so your report will print. 
• On the Authorization Screen, select option 6.  This will bring you to the M&P Salary 

Increase Reports screen, and then press the Enter Key on your keyboard.  
 
List Screen 

• The Adjusted Base Column tagged with an * contains a structural amount.  
 
Required Comments 

• Status Selection Codes L, X or 0(zero) require comment information. 
• Recommendations less than 2% require comment information. 
• Recommendations where the employee is over the max for his/her grade will display a 

warning, and then a comment is required. 
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Performance Level Codes: 
1. (N)  Not Available 
2. (1)  Unsatisfactory 
3. (2)  Needs Improvement 
4. (3)  Meets/Exceeds Expectations 
5. (4)  Exceptional 

 
Performance Location Codes: 

1. CTF  Central, FOCUS 
2. CTR  Central, Not FOCUS 
3. DIF  Division, FOCUS 
4. DIV  Division, Not FOCUS 
5. DPF  Department, FOCUS 
6. DPT  Department, Not FOCUS 
7. NA    Not Available 

 
 
How do I change FTE on Individual Screen? 

1. Navigate to the Individual Screen 
2. F16 (shift F6) 
3. Cursor will pop to Job Title field.   
4. Next, tab to the % FTE field 
5. Enter %FTE information 
6. Save Record 

 
 
How to change your group from Section Status to Administration 
Status (How to roll up) 
 

1. Print copy of group information before rolling up to Administration Status 
2. Navigate to the List Screen 
3. F16 (shift F6) Change Status 
4. Form will display at the top “ M&P Unit Status Change” 
5. Enter “A” in the “New Status” field 
6. Press Enter Key 
7. Press F16 (shift F6) to Confirm the Change 
8. After the Group has been moved to Administration Status read only access is available.  

Notice the F7 Key has been removed. 
9. If you need to roll the group back to Section Status level, contact HRIS support X26666. 
 
 

 


