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September-October 



Our Company is……

Our System is…..



Newborn

Preschool

School-Aged

Teens

Youth Transition

Adults

Seniors

LifespanInitiatives

Strengthening 
Families

Making Connections

First 5 CA

Smart Start

Community Action 
Programs

Domains

Mental Health

Education

Family Support

Employment/Workforce

Housing/Homeless

Community Development

Foundations/NPOs



Our Projects

Local, Statewide, and National Projects… (and International)



TODA Y WE WILL BE LOOKING  A T THE 
GEMS SYSTEM WE HA VE 

CUSTOMIZED FOR

We customize GEMS to meet 
the needs of each of our clients

YOU!



Agenda

System Overview

Explanation of Demonstration Script 

Demonstration 

Break

Revisiting the Demo Script

Lab Time and Q & A 

Wrap-up and Upcoming Technical Assistance



Activities September-October

Week 1: Sept. 26-30:

- Training Workshops 

Week 2: Oct. 3-7:

- Training Workshops

Week 3: Oct. 1o-14: 

- User Accounts Released

Week 4: Oct. 10-21:

- Data Import Review



Introduction to GEMS



GEMS Funder View
(Contractual & Admin)

 Shows who they are funding and for what 
(example: funded programs, contract details, 
SOW info, etc.)

GEMS Funder View
(Evaluation)

 Provides a County wide view of what is going on in 
the community (use data to monitor outcomes and 
complete evaluation activities)

GEMS Tracker View (Funded Programs)
Program-wide view of clients, services, outcomes and reports

User is able to:
Enter data into GEMS
Run detailed reports

Use GEMS for self-evaluation activities

GEMS Data Organization & Logic



Module Overview



Accessing GEMSGEMS Landing 
Page

 Save this page

 Username and 
Password 

access



GEMS PortalWhen you log 
in:

 GEMS Portal

 Quick Data 
Statistics

 Module Menu 
Bar



GEMS Data ScreensData Entry 
Screens

 Header and Details 
Panes

 Basic Navigation

 Tabs, Pop-ups and 
Buttons

 Adding, Editing and 
Saving

 Accessing Detailed 
Data



Common Data 
OperationsManaging Data

 Required Fields

 Drop-downs

 Error Messages

 Editing, Saving 
and Canceling

 Find and Filter

 GEMS Wizards



GEMS Data ScreensData Entry 
Screens

 Header and Details 
Panes

 Basic Navigation

 Tabs, Pop-ups and 
Buttons

 Adding, Editing and 
Saving

 Accessing Detailed 
Data



Data Tracking



Creating a BudgetSetting up a 
new budget in 

GEMS
 Main Budget 

Information 

 Click Add

 Select FY and Contract 
from dropdown 

 Enter Initial Payment 
Amount and 
percentages withheld

 Save to proceed



The Process of 
Adding Line 

Items

 Click “Edit” in header 
panel

 Enter total budget 
dollars

 Add line items

 Save



Adding Line Item DetailsLine Item 
Fields

 Yellow fields are 
mandatory

 Complete all fields, 
then click “Save”

 Use the “Save & Add 
New” button to enter 
additional line items in 
this category



Saving a Budget
 After you have 

entered all dollar 
amounts and your 
budget balances, make 
sure to click “Save” at 
the top of the screen

 If you do not click 
“Save,” your work will 
be lost



Invoices, 
Amendments, 

Revisions

 Scroll down the page 
to the Invoice, 
Amendment, or 
Revision tab

 Click Add

 Submitted Invoices 
and Revisions will 
appear beneath the 
tab

 Click on an invoice to 
access details



Creating an 
Invoice, 

Revision, or 
Amendment
 Enter general 

information in header 
panel

 Yellow fields are 
mandatory

 Make sure to click 
“Save”

 After saving the 
general information, 
click “Edit” to add line 
item details



Entering 
Sustainability 

Records
 General information in 

header panel

 Yellow fields are 
mandatory

 Make sure to click 
“Save”



Lab Time



Step 1: Create a Budget



Step 2: Add line items to 
your budget



Step 3: Create an 
Invoice



Step 4: Create a budget 
revision



Step 5: Create a budget 
amendment
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