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Grants eManagement Systems (GeMS) System Requirements

GeMS is designed for use by the vast majority of computer users and should require little or no changes
to their computer environment. The requirements that are mentioned below are common computer
elements that should be present on most machines.

GeMS is designed for the two most common computer operating systems - Windows and Macintosh. It
has not been tested and is not supported on other operating systems such as Linux and Unix. Users
accessing GeMS from a Macintosh environment are required to have MacOS 7.5 or higher. Windows
users are required to have an operating system that is Windows XP or higher.

GeMS is a website designed for access via the Internet. For purposes of accessing GeMS, minimum

connection is by modem. For those using a modem, recommended connection speed is at least 33.6

kbps (kilobits per second). Internet conwirlessi ons Afast
improve speed at which the system operates.

GeMS was designed to be compatible with common up-to-date web browsers including Internet Explorer
V.7 and above, Firefox, Safari, Chrome and Opera.

All times in GeMS are in the Central Time Zone.

By default Internet Explorer 10 in Windows 8 does not run in compatibility mode. This is easily
tested by logging into GeMS. If the compatibility mode is not enabled, the progress wheel in GeMS will
simply spin without ever completing an action. To enable the compatibility mode for Internet Explorer 10,
follow these steps (Windows 7 users start at step 2):

Windows 8 only - from the Windows 8 start screen select the Desktop.

From the Desktop launch Internet Explorer 10.

Press the Alt key on your keyboard to bring up the top menu.

Go to Tools | Compatibility View settings

Add https://affiliategrants.komen.org/ to the Compatibility View websites, or

Select Display all websites in Compatibility View.

Enabling the compatibility mode using either option in step 5 will affect all GeMS websites/pages.

aprwDdPE

GeMS has a combination of both Microsoft (MS) Word and PDF documents. Adobe Acrobat Reader is
used to view PDF (Portable Document Format) documents. GeMS automatically generates grant
documents in PDF format using information that is saved into various narrative and budget pages. Using
Adobe Acrobat Reader can view, print, or save PDF documents. Adobe Acrobat Reader can be
downloaded at www.adobe.com.

Microsoft Word increases GeMS formatting options and reduces the amount of empty space on printed
pages. If MS Word is not installed, MS Word Viewer is available for download at www.microsoft.com.
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GeMS Grantee User Roles

Welcome to GeMS! In order to use the system you must first be granted access to it.
There is one way to gain access to GeMS i through registering and creating an account. Prior
to doing so, we recommend you take some time to think through what system roles are
appropriate for the individuals in your organization. New GeMS users must register in a
specific order, therefore all GeMS users from an organization should work together to
determine GeMS roles and responsibilities. The Project Director should register first.

Project Director:

The role of Project Director should be assigned to the individual at a grantee/applicant
organization that will serve as the projectodos | ea
This individual is responsible for validating all new users when they register for the system

under their organization. This individual will have the highest level of access in the system and

will be responsible for overseeing all administrative functions available, such as application and

report creation and completion.

There can only be one Project Director per project/application.

Authorized Signer:

The role of Authorized Signer should be assigned to the individual(s) at an organization that has
the authority to sign legal documents on behalf of the organization. This individual is responsible
for electronically signing the application before submission and the grant contract, amendment
requests, and reports if the organization is awarded funds.

There can be more than one Authorized Signer per organization.

If an Authorized Signer is sometimes unavailable, it may be wise to have an additional individual
with the role of Authorized Signer to serve as a backup during critical times (e.g. during
application submission).

Viewer:

The role of viewer should be assigned to any individual at your organization who needs access

to view the organizationés informati on, but does
change anything within the organi zaaweroperbs i nf or ma

organization.

Writer:

Therole of writer should be assigned to any individu
application or report process to help complete the application or report but does not have the

authority to complete the submission process. This individual cannot change the status of an

application or report and will not have administrative function availability. There can be multiple

writers per organization.

The Project Director must be the first individual at an organization to register.

The Project Director will then approve all subsequent users from their organization.

The Authorized Signer should register and be validated/approved by the Project Director prior to the
creation of tsfhirstapplicagiocmni zati onod

1 An organization can have multiple Project Directors but only one Project Director per application
(this may be a need for large health systems and universities). The organization will need to use the
iAdd/ Edi tool ®ersyrd the droject Directors are attached to the correct application and reports.

=a —a -9
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GeMS Login and Registration

To access GeMS, t ftipse/affiiategrants.komen.orgd0 i nt o t he audrdebess bar of
browser Eaterdohi t A

N

Do not type Awww. O

The page you see should look like the image shown below.

(]
susand. r
Komen.
System Login

Login
Username

Welcome to the Grants eManagement System Password

(GeMS) for Susan G. Komen®. Forgot Paswore?

GeMS allows you to apply online for available Komen community grants in your area.

If you would like to search for infermation on a Susan G. Komen Affiliate in your area please visit komen.org.

If you are already a registered user in the system please use the login box in the top right hand corner of the page
If you are a new user please register now.

*Please note that each Monday moming, Komen IT performs maintenance updates and improvements to GeMS
between the hours of 7a.m. and 10a.m. CST, so you may experience some disruptions during this time.*

General GeMS Tip: ALWAYS follow the steps in
order as they appear in the manual.
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Creating a New Account

Registration for GeMS is the first step to the online grantmaking process. You can register at
https://affiliategrants.komen.org.

1) From the GeMS homepage, click the fRegister No wlink located towards the bottom of
the homepage.

@
susand. r
Komen.
System Login

Login
Username

Welcome to the Grants eManagement System Password

(GeMS) for Susan G. Komen®. Forgot Paswore?

GeMS allows you to apply online for available Komen community grants in your area.
If you would like to search for infermation on a Susan G. Komen Affiliate in your area please visit komen.org.

If you are already a registerad user in the system please use the login box in the top nght hand corner of the page

If you are a new user pleas¢gregister now. |

*Please note that each Monday moming, Komen IT performs maintenance updates and improvements to GeMS
between the hours of 7a.m. and 10a.m. CST, so you may experience some disruptions during this time.*

2) Complete the Registration form in its entirety. Once a user has created an account and
has gained access to the system, they will never have to request access again.

There is no need for multiple accounts within GeMS, unless an applicant/grantee is
applying to multiple Affiliates.

a) Fillin all information as required. All items marked with an Gare required to create
your account.

b) If aquestion has a pink i G Olautton next to it when completing a question,

you MUST select the i G Olutton and wait approximately 5 seconds before
advancing to the next question.
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c) Select the appropriate rolefori What i s your posiandcick at your
0.0
U Applicant
U Grantee

Registration

Flease complete all required fields below. Cnce you have completed the fields please select the save button to complete your registration.If there is a pink Go
button next to a drop down list you must click the Go button before moving to the next gquestion.Once you have registered you will receive a message at the top of
the registration page letting you know that your registration is complete and you will receive an email informing you that your registration is complete. You will not be
able to log into the system until you are approved. Once you are approved you will receive an email informing you that you have access o the system.

Contact Information

Prefix  First Middle Last Suffix
Name ) - | R
Title | -
Email |
Phone | | Make Selection
What is your position at your Affiliate? | Applicant s

At sate (o Vi and click GO

Affiliate [ vl ed
Organization ' E
semame %
Password I:I* Confirm Password l:l*

d) Fromthei Af f i | i drapdowrdist,seleetdhe state in which the Affiliate is
located and click 0.0

Note: if the Affiliate serves multiple states i choose the state where the Affiliate main office is
located. Check with the Affiliate if you are unsure.

Missouri -
0 Back Wonkana
. 4 Mebraska
Registration Nevada
IFlease complete al required fields belnw. | NEW Hamgshire ed the fields please select the save button to complete your registration If there is a pink Go button
hest to a drop down list you must click the| Mew Jersey 0 to the next question Once you have registered you will receive a mes=age at the top of the
Feqistration page letting you know tat you New Mexico B and you will receive an email informing you that your registration is complete. Y ou will not be ableto
og into the: system untl you are approved | New York you will rereive an emaill informing you that you have access to the system
Nexth Carolina
Morth Dakota
[Contact Information Chin
Cklahoma
Cregan Middle Last Suffix
flame Pennsylvania " L
Fuerto Rico "
Title
Rhocle Iskand
Email South Carclina
Sauth Dakata
Phone
Tennzsses SEIECt STATE
What is your pesition at your Affiliate? JEETo .
affiliate State Texas T and CI | Ck
A filiate 1 I GO
Organization FEd [
lUsername "
Password ' Confirm Password i
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e) Fromthef Af f idlopdawh lest)select the name of the Affiliate and click iGO.0

0 Back
Registration
Please complete all required fislds below. | ields please select the save button to comp Se Iect apink Go button
nextioa drop down list you must click the |y e fiext question Once you have registers: bop of the
registration page letting you know that you Special Grants 1l [ maLpimming you thy Affl t ill not be able
log into the system url you are approved Greater Amarillo Affikate ill receive an email informing ™ niate
Lubback Area Afiiliate and CI |ck
Morth Texas Afiliate
Austin Afiliste GO
Central Texas Affiiate Middle Last Suffix
Dallas County e »
Name El Paso Affiliate -
Title Greater Fort Worth Affikate
Emall Houston Affiiate *
mal San Antonio Affliate =
Phahe Texarkana Affilate [+]
Tyler Affilate e
What s your position at your Affiliate? | 1\ CRE L Ea
Affiliate State Global Grants. |
Affiliate M|
Organizatien " Ed 3
Username "
Password 3 Confirm Passwerd 3
o Top of the Page
e
Powered by InteliGrants ™ & Copyright 2000-2015 Agate Sofware.

fy Fromthei Or ganidzraap dooven | i st ,

s el

ect

youisOorgani za

Helpful Hint:

appropriate selection.

Donotsel ect

To guarantee the Project Director can locate user requests in the system, make sure you communicate in
advance and know the exact name your organization is registered under in the system so you make the

fa©your erganization already exists in the dropdown list if you are a grantee user.

Registration

Please complete all required fiekds below. Once you have completed the fields piease select the save button to complete vour registration If there is a pink Go button
et 10 & drop down list you must click the: Ga button before moving to the next question Once you have registered you will receive a message at the top of the
egistration page letting you know that your registration is complete and you will receive an emall informing vou that your registration is complete You will not be able to
I3 into the system urtl you ars approved. Once you are approved you will receive an email infarming you that you have access to e system

Prefix  First Middle Last Suffix
[ame v I S
Mile P Select
Fmail Organization Name
Phone & and
What is your pesition at your Affiliate? | Applicant Mg 0 Click GO
tfiliate State Texas i
Affiliate Kamen Headguarters M ER
Drganization S EE
Hsarname
Other
Password firm Password

Community of Hope Inc.
Kormen Headquarters
Texas Tech Unwersity Health Sciences Center

B Top of the Page

'owered by InteliGrants ™ & Copyright 2000-2015 Agate Scftware, In
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g) Then Us e r nfieladmauét consist of all letters and numbers, minimum length 5
characters, maximum length 20 characters.

h) Thef P a s s ield nust consist of all letters and numbers, minimum length 7
characters, maximum length 20 characters. The password is case-sensitive.

i) Thefieldsi Pas svaadridc® nf i r m Hastbe theosameo

If you select i Ot heeen though your organization already exists in GeMS, the Project Director will not
receive your registration for approval. If this happens, please contact your Komen Affiliate.

Once you have completed registration, select the pink i S a \buttén at the top of the page.

| "SAVET|

elow Once you have completed the fislds please select the save button to complete your registration If there is a pink Go button

k the Go button before moving to the next question. Once you have registered you will recenve a message at the top of the

|t your registration is complete and you will receive an email informing you that your registration is comgplete Y ou will not be able to
roved. Once you are gpproved you will receive an email informing you that you have access to the system.

Prefix First Middle Last Suffix

v s b A

*
*
[E3
iate? | Applicant r " Ea

Texas Wl =0 |
Komen Headguarters Ml GO
Other Mg GO 3

3) Having saved your contact information, your account must then be approved before you can
access the system. If you attempt to access the system prior to getting approved/validated you
will receive the following message:

OPage Error(s)

Your account has not yet been validated.

User Approval Notification
You will receive an automatic email notification from the system when your registration has

been submitted for approval and when access has been granted and your account has been
validated.

While Project Directors are approved/validated by an Affiliate representative, all other users will

be approved/ validat ed & Piredtonh ProjectrDgestars shault ieaeivetas Pr oj e
notification of new user registrations within two minutes of the registration being submitted. If

more than an hour has passed since a user registered and the Project Director has still not been

notified, please contact your Komen Affiliate.

Updated 7/17 10
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Validating Users

In order for all users within an organization to be approved/validated, the Project Director
must follow the steps listed below along with the screen images.

1) The Project Director will receive an automatic email when a user has registered under
their organization and needs to be validated.

If a Project Director receives user notifications in error or if an individual has registered
under an organization incorrectly, please contact your Komen Affiliate.

2) The Project Director logs in to GeMS and selectsthe i My A d mi n fatsat theadpi o n o
of the User Homepage.

U L e My CG Applications  » My S5G Applications » My Conflicts of Interest »My CG Reports » My SG Reports » My Legacy Grants

My Reports | My Administration | My Organization{s) | My Profile | Logout

= Instructions:
Q/'Welcome Blue Select the SHOW HELP button above for d . \
Affiliate Grants Admin > Applying for an Cpporiunity To Approve/VaIIdate users >
Ll PR = Using System Messages o . .
A change My Picture = Understanding your Tasks gotoA MAd mi ni str a
= Managing your awarded grant /

Hello Blue, please choose an option below.

3) Selectthei User Approval f dimkwithin thé icAdmilstratiene t or s 0
section.

» My Home » My CG Applications »My SG Applications »My CG Reports »My SG Reports » My Legacy Grants

My Administration | My Organization(s) | My Profile | Logout

Q Back
My Administration

Select a link below to perform the action.

ClickoniUser Appr
Project Dire

/ o

4) Once on the iKomen Project Director User Approval Page,be nt er t he new regi st
name in the search criteria. You can also search the system for i N e v& e Uirstlie Jser
Typeofield to perform a broader search.

5‘5& User Approval for Project Directors
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Susan G. Komen® GeMS Affiliate Grantee User Manual

5) Select the pink i 8archobutton.

Komen User Approval

This page will allow administrative users to approve one or more users.

P
Name l

Organization | |

User Type N G ——

==

6) Scrolldowntofi Sear ch OResul t s
7) Selectthecheckbox next taoa the userés name

8) Select AApproval Typed6 t o Approve User or Deny.
T AAppr ov e udersfrem an existing organization
1 fA De n wusers that should not be granted access to GeMS

9) Select your organization from the drop down menu.
10) Select arole fortheuseri i Aut hor i zed BdViedeed
11) The current date will appear inthen Ac t i v &eldDrau de ot have to enter anything
intotheA | nact i fieldundaetsesb you know the date you would

to be inactivated.

12)Selectthei Appr ove Selbadcttodh Woercod@mpl ete the user ds

To approve the user selectthe record and click the b%@_____—- #8

Approval Type Approve User v
Assign person's organization to | Aspen Ski Lodge v *__-— #9
Set person's role to Authorized Signer v ] 110
Active Date 10/12/2015 q\

. #11

<|_ ECTED USER |

#1217 final step - once all selections are made.

Export Results to | Screen v | Sort By | - SELECT — vasc v | [
W Name New Organization Requested Organization Contact info Phones
1 Title
#7 =P | Test, Test Falzse Aspen Ski Lodge 123 Main Street Fhone 1: 6546546544
UserName: TestTest2015 Title: Test Aspen, CO 45654-5455  Fax: (555) 333-6566
Email: County: Hinsdale County Registration Phone: 555-555-5555

rschlesinger@komen.org

Date Requested: 10/12/2015

13) The new user will receive an automatic email notification telling them they have been
approved in the system and can now access GeMS.

Updated 7/17 12
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User Homepage

When a user logs into GeMS, they will land on the User Homepage. The content of the page
and links across the top of the screen are described on the next page.

- Header Detail below

R Welcome Ski
Project Director

@ View Available Proposals

@ My Inbox

rave 16 new massages
Select the Open My Inbox button below to open your System message inbox

—J

© My Tasks

——

Header Detail;

susandc. r
Komen.

LG UG My CG Applications  » My SG Applications » My CG Reports » My SG Reports  » My Legacy Grants

My Administration | My Training Materials | My Organization{s) | My Profile | Logout

User Tabs

1 My Home: Brings the user back to their homepage
1 My CG Applications: Access to all current and past community grant applications
1 My SG Applications: Access to all current and past small grant applications, if

applicable

1 My CG Reports: Access to all current and past community grant progress and final
reports

1 My SG Reports: Access to all current and past small grant final reports, if applicable

1 My Legacy Grants: Access to all grants funded to an organization prior to 2012

1 My Administration: Administrator functions, user approval; this tab will only appear for
authorized users

1 My Training Materials: Link to GeMS User Manual

1 My Organization: Current information about your organization (this information can be

updated at any time by authorized users). NOTE: If the organization is awarded funding,
the address on the My Organization page is where the grant check will be mailed.

1 My Profile: Individual user information that can be updated at any time
0 This is where you can change your password

Logout: Logout of the system

View Available Proposals: Initiate a new grant application offered by the Affiliate

My Inbox: System notifications regarding system users and application status

My Tasks: List of current tasks you must complete

= =4 =4 =4
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Automatic E-Mail Notifications

Automatic email notifications may be sent to you periodically throughout the grant year. These
messages will be sent by the system according to an automatic process or as the result of a
user-triggered event. These messages might be triggered by the submission of an application,
an application being sent for modifications, or when a pending due date is approaching. These
messages are intended to help you know what is occurring in the system that pertains to you or
your organization. These messages may also be sent by Komen Affiliate personnel. These
messages are designed to help keep you up to date with the progress of your application while
also serving as reminders when action is required on your part.

In order to receive these messages it is important that you include an active, frequently
used email address when creating your profile in the system. If you provide an incorrect
email address or an address to an account that is either inactive or full, you will not be able to
receive these important messages.

Helpful Hints:

1 Before you start typing on any page in GeMS, make sureafl S a vbutbon is
located in the upper right-hand corner.

1 Ifyoudonotseeai S a \buwton, then any additions or edits made will be lost. The presence of
the i S a \bwtton on an application page is dependent upon the status of the application and/or
the role of the user. For example, if the status of the applicationisi Appl i cati ono Su
changes to the application can be made. Therefore, the i S a \bwtton will not appear.

1 Always hitn S a \toes@ave your data. If you do not hit i S a \amd dou navigate away from the
screen, your data will be lost.

9 If you scroll over the first aid kits, help content will be available for that specific question.

1 The system will log out after 45 minutes with no activity. If the system logs out automatically, the
last data entered will not be saved if the save button was not selected prior to the log out.

9 If you copy and paste text from Word, you must hit the backspace button within the text field for
the character count to be shown.

1 Print versions of the blank report and completed report are available within the fivianagement
T o o kestion of the report menu.

T Al ways use tfBa doktao wheretnyifggo return to a previous page.
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Enhanced Navigation

To access forms and features within an application requires hovering over the menu bar
towards the top of the screen.

susandc. r
Komern.

» My Home »My CG Applications »My SG Applications » My Conflicts of Interest » My CG Reports My SG Reports My Legacy Grants

My Reports | My Administration | My Organization(s) | My Profile | Logout

0 Menu G Forms Menu 0 Status Changes 0 Management Too 50 Related Documents and Messages '
0 Back

CGA-2017-HQ001-SKI-00005
Details

To hover over the item means to momentarily place your mouse icon over the selection and
additional information will appear below.

] )
susanca. r
Komen.

»My Home » My CG Applications »My SG Applications » My CG Reports +My

@ e @ A o o a d
Q Back Status Page Name Note
é CG Application RFA
Details
ofile

APPLICATI] ion Summary

Project Title:

Address:
City, State, Zi

B
Big
Organization| =
oag
(o]
B

Project Direct

Accessing an Existing Application

1) User selects iivly CG Applications.o

LD P My CG Applications  PYly 5G Applications ¥ My CG Reports My SG Reports  » My Legacy Grants

My Administration | My Organization(s) | My Profile | Logout

“SHOWRELF"|

2) Search for the application via the various fields. We suggest using the i St afield and
selecting the appropriate status from the dropdown list, and then for i Y e enteting the
grant year.

3) Click the i E x e cbuttoretowards the upper right corner of the page.
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TRy TG DI e My SG Applications  » My Conflicts of Interest  »My CG Reports  »My SG Reports  » My Legacy Grants

My Reports | My Administration | My Organization{(s) | My Profile | Logout

Q Back
KOMEN Document Tab Search - CG Applications

Document Tab Search

ClickinExecut
once selections

For more detailed instructions, select the Show Help button. have been made

CG Application Types | v|

CG Application Name | |

Person | |
Status [ G Application : Application In Progress < =
Organization | |
Year [2016 < '

4) Select the name of the grant you would like to access for viewing/editing from the

i R e s séctios. ®he application name will be a hyperlink in blue and start with CGA
(Example: CGA-2016-XXXXX-XXX-XXXXX).

Export Results to | Screen ¥ |Results Per Page |20 ¥ | Sort By |- SELECT - v | ASCENDING v
MNumber of Results 1

Document Type Organization

Current Status
== Application In Progress

CG Application Aspen Ski Lodge
1

CGA-2015-C0O102-SKI-00003
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Application Snapshot

The Application Snapshot page is the homepage for each application. It provides key
information for the application and is completed as the application moves through the statuses.

susanec. r
Komen.

r My Home My CG Applications »My 5G Applications » My Conflicts of Interest  » My CG Reports  » Myl

My Reports | My Administration | My C

9 Wenu 9 Forms Menu O Siatus Changes 9 Management Tools O Related Documents and Messages

Q Back

Application
Name

CGA-2017-HQO01-KOMEN-00021

Details

APPLICATION SNAPSHOT

Organization Name: KOMEN TestOrg1 €— | mported from fiMy Organization(

Project Title: Fatient Navigation €<— | mported from the @AProject Prof

Address: 1234 Looney Tunes Way N . .

City, State, Zip: Dallas, Texas 12345¢— | mported from AMy Organization(

Project Director: Daisy Duck |

Project Director Email: ncopple@komen.org - : - : o
Project Director/ Authorized Signer attached to the application

Authorized Signer: Daffy Duck

Authorized Signer Email: ncopple@komen.org |

Requested Amount: 310020000 < | Imported fromthe Applicationés Projec tl

Award Amount: $1DD.2CIEI'.DD:>WiII popul ate once grant is cha

Payments Processed: $100,200.00 |

Application Status: Grant Awarded €——f Applicationb6s current status

Related Documents and Status Progress and Final Reports associated with application

CGPR-2017-HQO01-KOMEM-00015 - Payment Processed

The document information at the top of the pageisthea p p | i c anigue systénrsname
(CGA-2017-XXXXX-XXX-XXXXX). This is how the application will be referenced within the
system and within emails sent regarding the application. This name cannot be changed.
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The CG Application Menu

TheAn CG App!l i c astdivided intdhanowus&ections to help organize the application
tasks and information. These sections are displayed and described below.

Forms Menu

The i F o rMasuocontains all of the forms associated with the application. To view the
application forms:

1) Hover over i F o rMamsu.o

9 Ienu 3 Status Changes 9 Management Tools 0 Related Documents and Messages

&} Forms vieny|

2) Click on the name of the form you wish to view/edit/complete.

@ e ® ~ o 2 o
0 Back Status Page Name Note

¢ CG Application RFA
Details

APPLICATI

W

Organization

Project Title:
t Target Demographics 4—

Plan - Goal and

Address:
City, State, Zi|

H ONNER

Project Direcf
Draiact Dirae

If you need to see a listing of the when a page was last modified, click on the i F o rMarsudand
you will see a complete listing of the pages and the dates they were initially and last saved and
by which user.

g Project Profile géa;tzgﬁt;nqn 01 PM E?:EZI’B?IU cskza 12 PM|
[Eg Organization Summary ?giSEDDﬂugljt:WS 24 PM

Qf Project Priorities and Abstract ?gig,:fgnau;lz;ﬂg 58 PM

[Ef Project Narative EROD 1Y 42043 P

(@] Project Target Demographics ?gusfzgwu;ﬁ.za 59 PM

[ Project Work Plan - Goal and Objectives ?fg‘usfzgw%_zs 24 PM g’?éég#‘:ﬁ 25:57 P
@ Project Work Plan Summary

B Key Personnel/ ?fgiusfvzgwu;ﬁ.z? 37 PM ?faa‘;fzgg ﬁ 27:58 P
[Eg Consultants/Sub-Contracts ?fg‘g}fzgﬂ%zs 43PM

[Eg Supplies Egig,?lzﬂDﬂuglji'Bﬁ 43PM

o
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Status Changes

The i St aChangesosection allows the Project Director and Authorized Signer to change the
status of an application or report. Status options are dependent on the current status of the
document and the role of the user. Certain GeMS features may not be available until the
application is in the appropriate status. When it is time to change the status of the
application:

1) Hover over the fiStatus Changes.o

Q Menu Q Forms Menu 4) Status Changes ¢3 Management Tools O Related Documents and Messages

2) Cl i c kA ptph ey AButtentunder the appropriate status.

+My Home » My CG Applications My SG Applications » My CG Reports My SG Reponi

G Menu O Forms Menu O St - a a
Possible Statuses
Q Back
CGAl AUTHORIZED SIGNATURE REQUIRED
CG

Detals [(RPPLVSTATUS' [ o

APPLICATION CANCELLED
APPLICATION SNAPSHO] [ ) <—

Organization Name:
| Project Title:

Address:
City, State, Zip:

Project Director:
Project Director Email:

Ll Authorized Signer: IS

Management Tools

T h eMarfagement Tools" section allows certain administrative responsibilities, such as the
ability to add/edit people to the application, print the blank or completed application, and view
the status history of the application. Functionality is based on user role.

1) Hover over the fiManagement Tools.0

9 Ienu 9 Forms Menu O Status Changes p Management Tools p Related Documents and Messages
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lgl CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

lgl CREATE FULL BELANK PRINT VERSION
Select the link above to create a blank printable version of the document.

T

ADD/EDIT PEOPLE
elect the link above to perform actions such as adding people, changing a security role, or altering people's active dates on this document.

e

MY ACTIVITIES SEARCH/REPORTS
Select the link above to perform a search and output the results from the My Activities.

%A STATUS HISTORY
Select the link above to view the status history of this document.

Q CHECK FOR ERRORS
Select the link above to check the entire document for errors.

% VIEW MODIFICATION HISTORY
Select the link above to view various modifications that people have made to specific pages in the document.

Add/Edit People

As new users are approved for access to the system, they will automatically be added to
applications and reports that are initiated after their approval.

If for any reason, the Project Director needs to attach users to an application or report they can
do thisbyusingthefi Add/ Edi linkhdeoipMama ge memwt Tool s

1) Hoveroveri Managememt Tool s

2) Clickhn Add/ Edi.a Peopl e

& ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

3) To grant a user access to an application, you simply check the box next to their name and
click i S a \atehe top of the page.

41 f for any reason you need t kcationeyowosimply a user ds
uncheckthebox next to theiSaveame and click i
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» My Home My CG Applications »My SG Applications » My CG Reports »My SG Reports » My Legacy Grants
My Organization(s) | My Profile | Logout
0 Back
CG Application Menu - People
The functionality on this page will allow you add, delete or edit people on this document.
Use the keyword search function fo locate a person you would like to add. Select the check box next to the name j
Cr, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove . ~ hY
After you perform your modifications, remember fo select the SAVE button to save your changes. CI IC k n S &x Mfter
CGA-2016-HQO01-SKI-00002 maklng
Details H
selections
Enter a name or partial name: | M
Il Person Organization(s) Role Active Dates Assigned
——— ./ Megan Ski Lodge AS Aspen Ski Lodge {Authorized Signer) Authorized Signer r g';z{gm
; ; ) ) ) - - 81312015 F Grant
[ Jill Project Director Aspen Ski Lodge (Authorized Signer) Authorized Signer » System
Ski AS ) ) - - 81312015 L Grant
Ema Aspen Ski Lodge {Authorized Signer) Authorized Signer v System

Related Documents and Messages (Progress & Final Reports)

The fRelated Documents and Messagesosection is where you will find items related to an
application or grant. Related Items include Progress and Final Reports as well as any automatic
messages sent regarding the grant.

1) Hover over the fRelated Documents and Messages.o

9 Ienu 9 Forms Menu O Status Changes 9 Management Tools Q Related Documents and Messages

T
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2) Click on report name in blue to access the report (ex. CGPR-2016-XXXXX-XXX-
XXXXX).

9 Menu G Forms Menu 0 Status Changes 0 Management Too =
Q Back

CGA-2017-HQO01-KOMEN-00021 Initiate alan CG Progress Report 2017 ——IJ
Details - .
CGPR-2017-HQOD1-KOMEN-00015 Unique report name

APPLICATION SNAPSHOT
Organization Name: KOMEN Test Org 1
Priority Subject Receiver

Project Title: Patient N: i

rolect fite anent Navigation CGA-2017-HQOD1-KOMEN-00021 / Contract Modifications  Blue
Address: 1234 Looney Tunes Way Requested Carter
City, State, Zip: Dallas, Texas 12345 - —
Project Director: Daisy Duck
Project Director Email: ncopple@komen.org

Only the Project Director will have access to
initiate progress and final reports.

Click on the report name in blue to create a new report:
(ex. Initiate a/an CG Progress Report 2017 or Initiate a/an CG Final Report 2017)

9 Menu 9 Forms Menu O Status Changes 0 Management Too! 3
Q Back

Initiate a/an CG Progress Report 2017

CGA-2017-HQ0O01-KOMEN-00021
Details CGFR-2017-HQ)

To initiate a new
report

CGPR-2017-HQOD1-KOMEN-00015

APPLICATION SNAPSHOT
Organization Name: KOMEN Test Org 1
Priority  Subject Receiver

Project Title: Patient Navigati

roject Title atient Navigation CGA-2017-HQID1-KOMEN-00021 / Contract Modifications  Blue
Address: 1234 Looney Tunes Way ted Carter
City, State, Zip: Dallas, Texas 12345 - .-
Project Director: Daisy Duck
Project Director Email: ncopple@komen.org
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Application Navigation

You do not have to complete the pages of the application in any particular order.

To access a form, simply click on the page names below (ex. fProject Profiled  f®rganization
Summary@. After clicking on a specific page name, you can access the remaining pages by
scrolling to fNavigation Linksoat the bottom of the page.

Status Page Name
e CG Application RFA 4—| Link to the RFA |

O Project Profile
O Organization Summary - Click on the name of the application
|:'| Project Priorities and Abstract €1 page yog would like to work on
completing
O Project Marrative <
D Fresdliul ey NOTE: there is no action to take on the
i Project Work Plan - Goal and Objectives (3) < fiProject Work Plan Summary Page.o This is an
_ automatic report that will populate based on
& Project Werk Plan Summary youri Proj ect Work Pl an Go
O Key Personnel/Salaries
O Consultants/Sub-Contracts
O Supplies
O Travel
O Patient Care
O Other
O ndirect Cost
o

Project Budget Summary

Forms Completion

When filling out an application form, it is suggested you first complete all of those fields for

which you have information. Not everyone in each organization will have all of the information
necessary to complete each form. Complete as much of it as you can and then click thei Sa v e 0
button. Fields followed by red asterisks (*) are required fields.

Updated 7/17 23



Susan G. Komen® GeMS Affiliate Grantee User Manual

In the creation of some forms, the 1 A dlltbon is used to create additional fields so the
applicant can list each item that falls under a particular category.

Project Work Plan - Objectives, for example, will typically consist of more than one item. Any
form that has an i A d liitbon allows you to have multiple instances of that particular form. The
following picture shows the available i A d lilitbon on a page where multiple pages can be
created.

N
When multiple pages have been created for a particular form, you can choose between them. A
dropdown menu will appear on the far right of the button toolbar. Select the item and hit the
AGObutton and it will take you to that itembs pag:

Q Back

Details

CGA-2015-DC100-Kore33-00017

You are here: = CG Application Menu = Forms Menu = Application

Minimize/Eliminate Barriars - E >

When additional pages have been created, a number in parentheses will appear after the form
name to indicate the number of pages connected with the particular link. Multipage forms will
not display a Created Byoor flLast Modified Byoname/date.

PROJECT WORK PLAN - OBJECTIVES

X3
a

@ Project Work Plan - Objectivef (5]

— Project Work Plan Summary

Automatic Calculations

When possible, GeMS will automatically calculate totals for you. Click the i S a \bwtén to
perform calculations i calculations will not occur until the i S a \bwtton is selected. Please refer
to the example below for details.

Name of Consultant Agency Affiliation if Applicable Hourly Rate #ofHours Total
Joe Smith Test Affiliate 25 40
John Doe Test Affiliate 30 35
Amy Joe i &3
Save has NOT been selected i
no totals appear
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Name of Consultant Agency Affiliation if Applicable Hourly Rate  #ofHours  Total
Joe Smith Test Affiliate $25 40| $1,000
John Doe Test Affiliate 530 35| $1,050
Amy Joe Test Affiliate 40 31| $1,240

Save HAS been selected 1
totals appear

Totals: $3,290

The iProjectBu d g et S ypageia angtlier example of automatic calculations. When the
Project Budget Summary page is opened, the system will take the values you have entered in
the Budget pages and display the information in the fProject Budget Summaryopage.

From Other Sources
Requested from Komen Cash In Kind Total Required
Salaries and Fringe 530,000 345 530,022
Consultants/Subcontracts F500 5624
Supplies 5132 5158
Travel 606 5634
Patient Care Costs
Screening $2,504.00 225 $2534
Diagnostics $4,810 54,842
Treatment $3,965 $3,099
Transportation §1,845 $1,581
Other 530 - 577
Subtotal — Direct Costs 544 601 545 §225 544,871
Indirect Costs $12,042 $10] 30| $12,082
Total: $56,643 §55 §255 $56,953

Error Messages

If any required field is not completed within an application or report form an error message will
be displayed in red across the top of the page immediately after the i S a \bwtan is clicked.
During form completion it is not necessary to correct errors right away. You may return to the
form at a later time and fix errors. If for some reason any errors remain when you attempt to
submit an application or report, you will receive an error message. The GeMS system will
require the errors be fixed before the application or report submission can be completed.
See the example below.

OPage Error(s)

Please enter the Project Title
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Uploads & Attachments

For some pages, form fields are not enough to capture the type of information that may be
required. In those situations, a file upload field may be provided to allow you to upload a file
instead. Files of the following types are allowed as uploads: bmp, doc, docx, gif, jpg, pdf,
png, ppt, tif, txt, wpd, xIs and xlIsx. To upload afile, click the i B r o vbutteno Uploads
should be 15 megabytes or less.

| Browse... ]
Browse to the folder that contains the file you would like to upload and either double-click the file
or click the file and then click the fiOpeno butto
Choose file @
Look in: |['_JF|Ie Folder ﬂ & & E-
e I ampleuploadie. ]
Recent
Lt
My Documents
44
My Computer
Mymm“k File name: ]sampleuplcadﬁle.bd j Open l
Flesoftype: [l Fies ") =l Cancel

After the page reloads, you must then click the page i S a \bwttén to save the uploaded file.

PDF Version

In many pages, once the pageis saved,ai Pr i n ti o Vb@éttoa will be available that will
automatically create a PDF for you with the data you provided for each form. These
dynamic PDFs can be printed or saved to your computer for reference.

Copy and Paste

Grantees should be cautious when utilizing copy and paste. We suggest you copy to NotePad
first, then to GeMS. Copying to Notepad will remove all formatting. If you copy in Microsoft
Word and then paste into GeMS, the character count for the text box will not appear. Backspace
at the end of what has been pasted in the text box to get the correct character count to appear.
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Text Limits

Grantees must also be aware of the character limits of each text box, as attempting to copy and
paste text larger than the allotted amount of space will yield an error. The character limit may be
found at the bottom left of each text box.

Cata exceeds the allowed length <

<

F'rm'icle a hrief description of the organization’s history. If your program is part of a larger

arganization, briefly explain the mission of the larger entity and your relationship to it.

Provide a brief description of the organization’s history. If your program is part of a larger =
373 of 200

Helpful Tip: If character count has exceeded the allowed length, do not exit the document until you
have edited it down to the allowed character limit. Otherwise, all entered data will be lost.
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Pre-Award Application Revisions Required

If the organization is required to make revisions to the application before final funding can be
approved, the applicant will follow these steps:

1) Project Director will log into GeMS.

2) Fromthefi Us er Ho,oselecteigOepen Myundeélgsidasks. o

© My Tasks

You have 3 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

L'I_IIIII'II Ge——

3) Select the application name for the project in iPre-Award Application Revisions
Requistatusl 0

© My Tasks

Export Results to [ Screen | Sort by: [~ Select - v| d

Date
Received Due

Info Document Type Organization Current Status

KOMEN Test

CG Application Pre-Award Application Revisions Required &/21/2017

Org 1

CG Final Report g’f’g“'}“ e e Soort In Process 6/5/2017

CG Progress Report EEL"1:\J =sl EE FF;\T LD”;:“_‘_ E‘ oot Progress Report in Process 6/5/2017
g MEN-D0D15

4) From the i Apfication Snapshotdopage, hover over i F o rMasudand update each form
that the Affiliate has requested revisions to.

itatus Changes 9 Management Tools 0 Related Documents and Messages

1

5) Once all revisions are completed, hoveroverii St at us @nd sefect thesiOAp p | vy
St atbuterounderin Aut hor i zed &iAgvaatdu rRe viien o s. 0

AUTHORIZED SIGNATURE FOR PRE-AWARD REVIsioNs | Reduested changes have been made and Project
Director is ready for the Authorized Signer to

m < officially submit the application.

APPLICATION WITHDRAWN Project Director has reviewed the requested

E < revisions and determined NOT to submit the

application for award and contract processing.
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6) The Authorized Signer logs into GeMS.
7) Onthe User Homepage, selecti Open My u il d élk &adks.0

8) Select the application name for the project in fAuthorized Signature for Pre-Award
Application Re v i s staius.s 0

© My Tasks
Export Results to Sort by: | Select -- v| E
Info Document Type Organization  Name Current Status g:::‘;wed gz‘;’
CG Application ?if” Test Authorized Signature for Pre-Award Revisions 6/22/2017

9) Confirm revisions have been made to the appropriate sections of the application by
hoveri ng Fovemrrs tidmdsalddting the application pages.

Q Herlg Forms Menu q Status Changes 9 Management Tools O Related Documents and Messages

4

10)Hoveroverii St at us @ndsefect thesfiOA p p | y bBttomundersioP tAward
Application Revisions Submi tted. o

9 Menu 9 Forms Men o Status Changes

Management Tools 0 Related Documents and Messages

PRE-AWARD APPLICATION REVISIONS SUBMITTED Authorized Signer has reviewed the revised

E < application and is ready to officially submit to the
Affiliate for award and contract processing.

APPLICATION WITHDRAWN Authorized Signer has reviewed the revised

m < application and determined NOT to submit the
application for award and contract processing.

11) The Affiliate will now review the edits and if the changes are accepted, the Affiliate will
begin the contract process. If further modifications are needed, the Affiliate will restart
the process by changing the status back to fPre-Award Application Revisions Required. 0
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Contract Acceptance

The Authorized Signer is the only system user permitted to accept the contract for an
organi zat i on o0 lnordeptpdcdeut the contract, follow these steps:

1) The Authorized Signer logs into GEMS.
2) From the User Homepage, select O p en My ulmddédns 0f as ks . 0

© My Tasks

You have 1 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below fo view your active fasks.

L'I_IIIII'I'J G——

3) Select the name of the application in the status fiContract Acceptance Required. 0

© My Tasks
Export Results to Sort by: |- Select - =

Info Document Type Current Status

Date
Received Due

CG Application Contract Acceptance Required 6/22/2017

4) From the Application Snapshot page,ho v er o vFeorr mish eMefin u . 0

G MMen 9 Forms hMenu

4

Status Changes 9 Management Tools 0 Related Documents and Messages

5) SelecttheiCont ract Apageept anceo

D Contract Acceplante «————
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6) The Authorized Signer should review the contract in its entirety. If you AGREE to the
terms and conditions, the Authorized Signer will then:

a) Upl oad t he oGCegfizateiozlrsuranae shdveing evidence of the levels of
coverage required by the RFA and naming Komen as both additional insured and
certificate holder.

b) Upload a current WO9.

Authorized Signatory Contact Information

MName Jill Project Director
Title Autharized Signer
Phone # (654) 654-6544
Email

Please Upload Insurance Certification and Wa

a

Insurance Cerification | Choose File | Mo file chosen
W Choose File | Mo file chasen

a

If you do DO NOT AGREE to the terms of the contract, please turn to page 33 for further
instructions.

7) The contract must be accepted by clicking the box next to the appropriate statement.

a

8) Click i S a \ateh@ top of the page.

O

——

You mustattacha W9 and Certificate of Il nsurance and

you have not followed all of the steps listed above, an error message will appear and you will not be
able to progress through the process.
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