GEMS Duties 
GEMS roles closely resemble those roles a department would have established for budgeting, personnel, and payroll processes. The level of security given will be determined by the GEMS role being undertaken.  These are roles are defined below under GEMS Role Definitions.

· Attendance and Leave Coordinator – uses GEMS to maintain attendance and leave records for a department or unit.  Can approve or deny leave on behalf of a supervisor.  Performs leave audits. Need Leave Coordinator role. 

· Appointment Processor – uses GEMS to confirm or determine need for correction of appointment-related data. Updates are provided via paper. Need Department Rep role. 

· Pay Distributor – uses GEMS to confirm or provide updated information regarding the distribution of pay among various authorized accounts.  Request Pay Distribution role.  Who can input pay distribution? The departments will establish which individuals will complete the appointment/position pay distribution forms.  The authority to input on-line pay distribution requires the completion of the GEMS3 Access form and one-on-one training, which is conducted by University Payroll. 

· Reporter - uses GEMS to develop and run reports and public queries.  There are 2 levels of Reporter with Reporter 1 having access to develop and run reports and Reporter 2 having access to run or create reports with minimal data security restrictions.  Reporter1 is included with Department Rep role.

