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 GEMS My Profile Overview

 Organization Roles

 Reimbursement Requests

 Budget Adjustments

 Non-Budgetary Adjustments

 Reporting
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PRESENTED BY: Allyson Teem
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New Feature

Filter Option

Quantity Unit Cost Federal Share
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Select appropriate Option

Governor’s Crime Commission
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Click

Name file accordingly

Find PDF file to upload
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Enter description of next steps for project to proceed/begin

Select all boxes that apply
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Click

Choose PDF Only
Select “NEW” Date

Enter organization Name

Governor’s Crime Commission



If you have questions, ask 
them in the chat box.
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 MY PROFILE 
◦ Organization Roles
◦ Project Access
◦ SAM
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 Always notify Grant Administrator via email of any key 
role staff changes. 

 Your NCID is for you only to access GEMS and must not 
be shared.
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ORGANIZATION ROLES
 **(All persons needing GEMS access must obtain an NCID through 

https://ncid.nc.gov):

 Authorizing Official (AO).
◦ Signatory to grant award.  
◦ Chief point of oversight for project.  

 Financial Officer (FO).
◦ Provides financial oversight to project
◦ Agency financial policies and procedures
◦ Federal financial policies and procedures

 Project Director (PD).
◦ Signatory to grant award.  
◦ Responsible for execution of project.  
◦ Primary point of contact with GCC.

 Organization Administrator.
◦ Submits all SAM updates to GEMS.
◦ Approves all requests for organization roles (AO, FD, PD)
◦ Assigns AO, FO and PD to open projects.
◦ Approves/Denies requests for project access
◦ Deactivates access/roles, if needed.
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Select appropriate project.

Enter justification here.

Governor’s Crime Commission
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Click

Select

Select

Governor’s Crime Commission
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Select

Click

Click

Search for Person/Role to Deactivate

Governor’s Crime Commission
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Select Category

Click

Click

Select Project Select Director

Select Official

Governor’s Crime Commission



If you have questions, ask 
them in the chat box.
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 All reimbursements must be submitted monthly from the 
1st to the last day of the month.

 Reimbursements are submitted based on actuals not 
budgeted. 

 Submit reimbursements in the month the expense was 
incurred. (Wait until paid and cleared to submit) 

 Make sure to select yes for final reimbursement

 NEW! Last request is due 60 days after end of period of 
performance.
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Reimbursements Rules for specific grants:
 Period Start/End Dates – since equipment grants typically 

are not submitting monthly reimbursements, the 
subrecipient should enter the period of time the purchases 
occurred (from quote gathering to payment). It’s ok if the 
period is longer or shorter than one month.

 Importance of Photos – photos are very important for 
equipment grants – best practice is to photograph 
equipment as it arrives. Be sure to include photos of serial 
numbers or asset tags for larger purchase and all firearms.
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Click

Enter time period by month
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Edit 
reimbursement 
Dates

Total requested

Transaction ID

Add Document
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LABEL DOCUMENT AS PERSONNEL, SUPPLIES, ETC. LABEL PAGE NUMBERS. ENTER PAGE 
NUMBERS INTO DOC # BOX AFTER UPLOAD. 

Upload PDF file 
document only
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.
Add Reimbursement

Add Document/s

MATCH & 
FEDERAL 
SHARE

FEDERAL 
SHARE 
ONLY

MATCH 
ONLY
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Select lines for 
reimbursement

Select cost category
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Enter page #. EX: P1-P3

Enter Quantity = 1

Name of 
Employee/Contractor

Enter description 
Title

Click
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Click to submit



PRESENTED BY: Matt Stuart
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 Always notify your Grant Administrator of any budget 
changes in a detailed email prior to submitting an 
adjustment. 

 Always notify Grant Administrator via email of any key 
role staff changes. 

 Always ask you Grant Administrator when in question 
of allowability. 

9/16/2021 34



 HOW TO SWITCH FROM YEAR 1 TO YEAR 2

◦ 1) Create new adjustment

◦ 2) Freeze/delete remaining lines in year 1 to move them to surplus. 

◦ 3) Submit and wait for approval

◦ 4) Grant Administrator Approves/Waits for secondary Approval from 
team lead. 

◦ 5) Grant Administrator switches you to year 2 in the system

◦ 6) Create a new BADJ if need to allocate surplus to year 2 budget. 
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Budget Adjustment Rules for specific grants:
EQUIPMENT ONLY: 

 When adding new budget line items for equipment, it is 
preferable to give general names in the budget.

 An example is to list “Radios” as the budget line name, 
instead of “Kenwood Radio Model XTS.” The more specific 
you are, the greater of a chance you’ll have to submit 
another budget adjustment if that model is not available, 
or if needs or prices change.
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Click

Governor’s Crime Commission
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Select Option

Enter detailed description to describe reasoning for submitting the budget adjustment 
request. 

Governor’s Crime Commission

Click Save

Are you switching from year 1 to year 2? 
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Click to add 
new line Click to freeze 

entire year/All 
lines at once

Sort categories
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Click

Select appropriate 
category

Governor’s Crime Commission
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Select personnel type

Governor’s Crime Commission
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Enter Position Title

Quantity in months

Enter name/s

Select position type Select job type

Enter accurate percentage 
of time worked on project

Enter detailed job duties obtaining to 
personnel position

Governor’s Crime Commission
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Funds spent = Freeze Option

Funds not spent = Delete Option

Governor’s Crime Commission
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Click

Enter Cash Match for cash expenses

Enter In-kind Match for donations

Governor’s Crime Commission
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If you have questions, ask 
them in the chat box.
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PRESENTED BY: Thomas Cook
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 Non-Budgetary Adjustments are submitted to make 
non-financial changes to a federal award.

 Non-Budgetary Adjustments are frequently, but not 
exclusively, personnel adjustments and grant period 
extensions.
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Non-Budgetary Adjustment Rules for specific grants:

 Grant Period Extensions – may be needed for equipment 
grants when items are on backorder, or have not arrived by 
the project end date. Work with your Grant Admin to 
determine if additional time is needed.

 Project Changes – Scope changes for equipment grants 
should be discussed with your Grant Admin to make sure 
the change still meets the funding priority and is allowable 
under the federal award.
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Click 

Select Option

Governor’s Crime Commission
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Click 

Select Option

Governor’s Crime Commission

Requires prior 
Approval
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Make sure to save! 

Enter a detailed justification for the grant extension 

Enter “New” proposed Extension date  

Governor’s Crime Commission
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Select Option

Click 

Governor’s Crime Commission
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Click 

Governor’s Crime Commission
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Click 

Add Fringe Information 

Detailed job functions 

Select Position Type

Enter Position title

Governor’s Crime Commission

Enter Employee/s name/s

Select Appropriate option
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Select Option

Click 

Governor’s Crime Commission
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Current abstract of project

New proposed abstract of project
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Current Timeline information

New proposed Timeline of project
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Current Goals of project
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Current objectives of project
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Enter the NEW justification of proposed changes for the project.



If you have questions, ask 
them in the chat box.
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 PMT  
 Initial Subaward Report(VOCA ONLY)
◦ VOCA – Victims of Crime
◦ CESF – Coronavirus Emergency Supplemental Funding
◦ BYRNE JAG 
◦ JUVENILE JUSTICE

 VAWA – STOP – Violence Against Women
 PROJECT PROGRESS REPORT
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North Carolina Governor’s 
Crime Commission 65

ACROYNMS Due Dates Report Names

NOGI October - Grant Opening Notice of Grant Implementation

ISAR/SAR October - Grant Opening Initial Sub-Grant Award Report

BJA PMT Quarterly - October/January/April/July Bureau of Justice Assistance PMT

PMT Quarterly - October/January/April/July Performance Measurement Tool Reports

PPR Annually - October Project Progress Report

STOP Annually - October VAWA Annual Progress Report

BA 60 days prior to grant expiration Budget Adjustments

NBA Before grant expires Non-Budgetary Adjustments



 If your reports are late your agency will be put on hold.

 Submit your reports in a timely manner

 If you have any issues submitting your reports, contact 
your Grant Administrator
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FOR VOCA PROJECTS ONLY -
Complete when opening project

Click link to compete part 2 of SAR – Sub-Award Report
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Sample Pages: Select each option appropriate to your 
project and submit
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Sample Pages: Select each option appropriate to your 
project and submit
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Sample Pages: Select each option appropriate to your 
project and submit
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Click to download VAWA Report
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Sample VAWA REPORT

Make sure to Validate 
report in Adobe Prior to 
Submission into GEMs
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Sample VAWA REPORT

Make sure to Validate 
report in Adobe Prior to 
Submission into GEMs



Governor’s Crime Commission 84

Sample VAWA REPORT

Make sure to Validate 
report in Adobe Prior to 
Submission into GEMs
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Upload Validated PDF Version

Click
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Enter detailed description for project results

Click
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Enter detailed description for project activity results

Click

Governor’s Crime Commission
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Click

Enter detailed comments regarding project.

Governor’s Crime Commission



THANK YOU FOR ATTENDING THE 2021 GOVERNOR’S CRIME 
COMMISSION ANNUAL GRANT WORKSHOPS

GCC Point of Contact email: 
GCC_Grants_Management@ncdps.gov
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