
GEMS Refresher Training



General System Info

• Web based system
• Required Software

– Web browser – any browser except IE
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Changing Your Profile
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1. Log in and click on your name below the 
menu

2. Change your email address, name, phone 
number



Navigation Menu
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• Administer –User Access Administrators

• Search- Other organizations : can only see 
approved applications

• Inbox – Record of system emails 

• Funding – Access to all grant applications

• Planning- Access to Planning Tool

• LEA Document Library- upload district 
specific documentation

• Address Book – list of users with LEA and 
SEA roles

• SCDE Resources– Library of training, 
program guidance, forms

• Request Help– Submit Feedback form



Inbox
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• System emails are delivered through the regular email 
system - Outlook, etc

• Inbox is a record of all emails generated from the CCIP
• Use drop down menu to set time period 



Address Book
• Identifies LEA and SEA roles and contacts
• Can send an email or access phone numbers
• Useful for both the LEA and SEA
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Roles/Notifications
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• A person can have more than one role
• More than one person can have the same role
• To add or modify roles, contact the district’s User 

Access Administrator (name is in Address Book)
• View Address Book to see who has what roles in 

your organization
• Rolling mouse over link will display users who have 

permissions to change statuses
• Emails sent to next approvers 
• View Inbox to see emails



Page Locking
• Multiple people can work in an application at the same 

time, but multiple users cannot edit the same page 
simultaneously
– User will see message indicating the user that is locking the page
– Lock released after that user leaves the page or the session 

times out
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Funding Applications Main Page
• Access to all Funding Applications  
• Use drop-down filters to find previous years or 

previously approved applications
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Sections Page
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• All funding applications have a Sections page
• Functions - change statuses, links to grant pages, print, find 

errors, access Change Log 



Begin by Changing Status

• Current Status- Not Started
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• Current Status- Draft Started

• Click on Draft Started to start working
• Cannot change to Draft Completed without the 

appropriate role and if Error Messages exist
• Rolling over link will display users who can change the 

status



Change Log
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• Identifies all changes to a document occurring after a selected 
status change.

• Allows LEA and SEA users to identify all changes that occur 



“Save and Go To” Button
• Use Go To and Save and Go To button to save 

your work and move to other pages 
• Save and Go To Current page to save and keep 

working on same page

13



Uploading Documents
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Documents can be uploaded on Related Documents page or 
on a program page



Uploading Documents
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• Related Documents page indicates whether 
documents are Required or Optional

• Optional documents may be required with certain 
conditions.

• Error message will occur if it is required and not 
uploaded.

• Documents using specific forms will have a blank 
template for downloading and completing
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Budget Notes
Indirect Cost Formula

maximum indirect cost = (Allocation-(Allocation/1.(rate value))

Filtering
Find Missing tags
Validate school allocations and school budgets
Validate LEA Set Aside

Last quarter of grant for Title I
PPAs need adjustment but they do not need to match budget



Messages – Errors/Warnings
• System automatically runs validation as application 

is being edited

• Validation issues indicated on the Sections page as 
Messages

• Selecting Messages link displays details

• Two types of messages:

• Red - Error

• Gray - Warning
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Messages…continued
• Each message is a clickable link
• Click Review to go to page with validation issue
• Errors will prevent status change to Draft Completed
• Warnings will not prevent status change

18



History Log
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• The History Log displays all status changes and 
Comments related to a funding application 

• Includes the User ID and timestamp for the 
change/comment



Comments
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• Comments are ongoing notes and discussion 
between SEA and the LEA related to a funding 
application 

• Comments can be made by anyone with access to 
the application at any time, regardless of status

• Can be emailed to intended recipients 
• Comments are saved with the funding application 

Not visible to public users



Printing
• Print from Sections page 
• Print created as a PDF
• Print Levels: All, single section, single page, or multiple individual pages
• Click in Print checkbox to select multiple individual pages
• Make sure pop-up blocker is turned off for NCCCIP
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Printing
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• Small print jobs will be returned 
and displayed immediately

• Larger print jobs (longer than 30 
seconds to generate) will send an 
email when complete ( Check 
inbox)

• Large print jobs will be available 
in SCDE Resources for the user

• Print job displays as PDF
• Print or download from PDF



Change Log
• All users have ability to view a list of changes that 

have been made to a funding application from a 
previous point in time

• Very useful for reviewing a resubmission
– Can tell what district changed from previous submission
– Do not need to re-review entire application
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Change Log…continued

• Drop down list gives user option of how far back to go 
in listing changes to the application
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Revision Details
• Appears for revisions to a previous application
• Displays changes that have occurred to this 

application from the previously approved application
• Appears under “Revision” column on Sections page 

on all revisions after the original application
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