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Activating Users in GEMS/MARS

There are two possible roles for district/agency (non-MDE) system users; sub-
recipient administrator and sub-recipient user. Administrators have the authority

to activate/deactivate systems users for their district/agency.

Sub-recipient Administrator (administrator) logs in at the GEMS/MARS home

page https://mdoe.state.mi.us/GEMS/user/login.aspx to access the system.

GEMS/MARS Application

(*) - Required

The Michigan Department of Education (MDE) is required by law to monitor
implementation of Federal and State programs at the local level to ensure funds and other

resources are spent or used appropriately in accordance with State and Federal law and

Education policy. GEMS is the Grant Electronic Monitoring System and supports this
monitaring process. To access the GEMS application, you must have a valid MEIS ID and
an ‘Active’ user status in GEMS. *Password: |-----u--nn |

v OK

*User Name: |Your MEIS login |

If you have any problem accessing the application, please contact GEMS Help Desk at
(517) 373-1806 or at MDE-GEMS@michigan.gov. Please include your full name and
complete telephone number (with area code) when you contact the Help Desk.

Enter User Name and Password. il
ws CreateUser
Note: Password is case tive.

|:- Forgot User Name | |L?_| Forgot Password |

Michigan Department of Education | GEMS Home | Contact GEMS | Contact Information | State Web Sites
Privacy Policy | Link Policy | Accessibility Policy | Security Policy
GEMS Copyright © 2012 State of Michigan
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Click on Admin Tasks>Activate Users .

Mo = GEMS/MARS Application

L Setup Calendar . (*) - Required Timeout : 20 mins Apr-09-14
o  Activate Users

Agsign Users to Program

1 Update User Profile

Eirs

& Last Name: | 4

uUserLogin: | | # Status: @ Al © Active ©) nactive ©) Cancelled
e | = v

-~

User Name : AkinsKar [K Akins] , Agency : Holland City School District

Michigan Department of Education | GEMS Home | GEMS Menu | Contact GEMS | Contact Information | State Web Sites
Privacy Policy | Link Policy | Accessibility Policy | Securnity Policy
GEMS Copyright @ 2012 State of Michigan

There are two mode options on this screen explained on the next two pages.
Administrators will need to be in “Change” mode to activate/deactivate a sub-

recipient user (user).
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Review

In this mode, administrators can view all the users assigned to their respective
sub-recipients (districts/sponsors). You cannot make any changes in this mode.

(i + Admin Tasks - Activate Users (*) - Required Timeout: 20 mins MNow-22-13

# Change | B Review |

Enter / Select required fields and click search.

First Name: | | & Last Name: | &
User Login : [ | & Status: @ Al © Active © Inactive © Cancelled
e E e
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Change

In this mode, you can change the status of the users.

Enter selection item(s) such as last name, then click the Search button to find the
user to activate or deactivate. If the user does not appear, please remind them to
do their profile. Information on doing their profile can be found on the “Getting
Access to GEMS/MARS” PowerPoint at www.michigan.gov/gems-mars. Users
should choose the role Sub-Recipient User and the sub-recipient should be the
district/sponsor.

(*) - Required Timeout: 19 mins May-08-14
First Name: | | & Last Name: | &
User Login: [ | & Status: @ Al © Active © Inactive © Cancelled
Sub-Recipient: | = | #
| B v
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Activate /deactivate the user as necessary by checking the box under “Active” to
the right of the district/sponsor name.

[i ] * Admin Tasks i Activate Users (*) - Required Timeout : 20 mins Oct-19-12
# Change Review
Enter | Select required fields and click search.
First Name: | | ¥ Last Hame: | | ¥
Userlogin: | | & Status: @Al O Active O Inactive O Cancelled
Role: | = @
|. Full Name Role Role Description Sub-Recipient
GEM31 Test sUB E Sub-recipient User Bloomingdale Public School District E] E'J
GEMS4 Test SUB []|Sub-recipient User Bloomingdale Public School District = O )

Click the ‘Save’ button to save your changes. (‘Cancel’ button will discard
changes.) If the changes were accepted, a confirmation window will appear.

-

Meszage from webpage E

ii Records were successfully updated

Click ‘OK’ to close window and return to Activate Users screen.
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The user will receive an email similar to the one below informing them they are

activated.

From: MDE-GEMS @michigan.gov Sent:
To:

(@

Subject: User Activation for in GEMS

Dear
Your user profile with user_name has been activated in GEMS.
Tolog in, go to hitps:/mdoe state mi us/GEMS and use the "GEMS Login" screen to enter your user name and password.

Once you have logged into GEMS, you can access the various functions assigned to your role using the three tiered menu system. Access to some screens is restricted at
a grant program level. If you're unable fo access a function or grant program that you believe you need access to, contact your Administrator.

For more information, including an instructional PowerPoint, visit the GEMS/MARS information page at http-/michigan gov/mde/0 4615,7-140-5236 63101— 00 html.

GEMS Application Administrator
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Assigning Users to Programs

Assigning Users to Programs is used to assign the existing users to different
programs associated with the GEMS/MARS. In this screen, you can view all the
users associated with different programs and also add new users to the programs.
After activating a new user, you will need to complete this step to actually assign
them to your district.

Click on: Admin Tasks - Assign Users to Programs

Review

In this mode, administrators can view the assigned users to various programs.
Administrators cannot make any changes in this mode.

ﬂ Wi = Admin Tasks * Assign Users to Program

(*) - Required Timeout: 20 mins MNov-22-13

Setup

Enter / Select required fields and click search.

*Program:
*Review Type :

*Sub-Recipient :

HEHEENH

User.

v

=l
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Setup

In this mode, administrators can change an existing user or add an area of
responsibility and permission status.

(i T = Admin Tasks  Assign Users to Program (*) - Required

Enter / Select required fields and click search.

Timeout : 20 mins MNowv-22-13

*Program: SMP E School Mutrition Program

*Review Type :  CRE [=]|coordinated Review Effort

*Sponsar: 74050 E East China School District

= s
James Jameson Director
Jane Doe Administrator Superintendent E

|

B Sare | |0Cance| |

Click on Search to view sub-recipient/sponsor users for the program.
A check will appear in the box in the permission status column.
Place a check in the box of the Active column if user is active.

Click ‘Save’ button to save changes (‘Cancel’ button will discard changes).

Page 8 of 8



	Activating Users in GEMS/MARS
	Assigning Users to Programs

