
How to Enter Training/Workshop Attendees into GEMS 

1. Log into GEMS. 

a. Option 1 {Preferred Way): Add different trainings as services  to the library pending 

approval; Add “Workshop Category”  

b. Option 2:  Add different trainings as services 

2. Before you begin entering Trainings or Workshops make sure all ECE Professionals are 

entered—this will save you time and keep you from having to switch between 

Program/Professionals/Classrooms and Training/Workshops. 

3. Select the Organization-Wide Data Tab: 

 

4. Next, select the Trainings/Workshops tab. If the Training/Workshop has already been 

entered, search records and select by using the Back/Next arrows or click Grid and scroll 

over and down to search by date/name of Training/Workshop, etc.  However, if you have 

NOT entered the Training/Workshop then click Add.  Fill in Service Title & ID, 

Workshop Name, Trainer Name, etc. and save entry.  The system will assign the 

Training/Workshop a record number found on the top left-hand side.   

 



  

5. Once you select the correct record, click on the Edit (see above) button—record is in Edit 

Mode when you see highlighted data, example below.  You will not be able to make any 

changes if you are not on edit mode.  Next, click Add/View Attendees. 

 

  

 

6. The screen below will appear.  Select attendees by clicking Select and click Save.  To 

sort in alphabetical order, i.e. by First Name, Last Name, or Program, click on gray band.   

You can also look-up attendee by name in the search box—type name and click on 

spinning-blue arrow.  Select name and save.   

 



   
7. Once you finished entering attendees you will be back on this screen.  The number 

attendees should match your roster.  Once everything is entered, save Record by clicking 

on save icon.   

 

 
 

 


