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GETTING USED TO THE USER INTERFACE 

This brief introduction is designed to familiarise you with the GEM User Interface and get you used to 

the range of Forms it uses.   

This is not intended to be a substitute for the User Manual, accessible through the Start Menu, or on-

line help system that you can always get by pressing F1.   

Windows Start Menu 
The On2it Software ς GEM options on the Start Menu, shown 

here in Windows Vista, are: 

¶ GEM Networking This is the main program that you will 

use on a daily basis.  

ό¢Ƙƛǎ ŀǇǇŜŀǊǎ ŀǎ ΨwŜƭŀǘƛƻƴǎƘƛǇ D9aΩ ŀǘ ǇǊŜǎŜƴǘΦύ 

¶ GEM Administration contains all the administrative 

functions that you will use only occasionally. 

¶ GEM Administration Manual contains the details of how 

to use the GEM Administration Program.   

¶ GEM Upgrade is used to upgrade your system to the 

latest version, whenever you receive an upgrade patch. 

¶ GEM User Manual contains the details of how to use the 

main program. 

¶ GEM Video enables you to watch a Video giving you an overview of the system.  You are strongly 

rŜŎƻƳƳŜƴŘŜŘ ǘƻ ǿŀǘŎƘ ǘƘƛǎ ƻǊ ǊŜŀŘ ǘƘŜ Ψ{ȅǎǘŜƳ hǾŜǊǾƛŜǿΩ ƛƴ ǘƘŜ ¦ǎŜǊ aŀƴǳŀƭ ōŜŦƻǊŜ ǳǎƛƴƎ 

GEM.   

The Login Screen 
When the system first opens it displays: 

This warns you when your 30 Day Trial will expire.  

It also allows you to tell the system where you are 

so that it can display the correct dial codes to 

everywhere else.   

You only ever need to specify local phone numbers 

in GEM as it already knows the dial codes to nearly 

ŜǾŜǊȅǿƘŜǊŜ ƛƴ ǘƘŜ ²ƻǊƭŘΦ  LŦ ƛǘ ŘƻŜǎƴΩǘ, it will 

prompt you for them. 
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Initial Display 
Once you have logged in you will see: 

 

Well it may look like this as the form displayed on the right will depend upon the form that you last had 

open on that side ς so you can carry on where you left off.   

System Conventions 
Before we rush into introducing you to the various forms in the system we will cover some of the 

conventions that apply throughout the system. 

Fields with a Blue Background are used to imply that the information they display are not normally 

required to be input, as the system will work it out for you.   

Double-/ƭƛŎƪƛƴƎ ŀƴȅƻƴŜΩǎ bŀƳŜ anywhere in the system will display their record on the left-hand side 

of the screen. 

Combo Boxes like this are used to select from options that may already exist.  If you click the pull-down 

arrow on the end of the Box, you will be able to see all the pre-existing options.  You can either scroll 

down and select the required option, or just start typing in the 

box - ƛŦ ǘƘŜǊŜ ƛǎ ŀ ƳŀǘŎƘƛƴƎ ƻǇǘƛƻƴ ƛǘ ǿƛƭƭ Ψŀǳǘƻ ŎƻƳǇƭŜǘŜΩ ŦƻǊ 

you.  (Combo boxes are not case-sensitive.  They work better, in 

fact, if you always use lower-case.)   

You should NOT assume you are restricted to items in the pull-down list, as obviously the system could 

not possibly be pre-loaded with every possible Job Title of everyone in the World.  So this particular 

Combo Box is pre-loaded with just the Job Titles of everyone who is in the system, as this then makes 

using existing titles easier. 

If you enter the Name of someone who does not exist, you will usually be given the option of creating a 

new record for them.  This is because in GEM you are not just adding text into a box but creating links 

between records.  
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Working with Data Grids like this: 

 Indicates the Current Record 

 Indicates a record currently being edited 

 LƴŘƛŎŀǘŜǎ ŀƴ Ψ9ƳǇǘȅΩ wŜŎƻǊŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǊŜŎƻǊŘ ǎŜǘ   

To copy data in a particular column from the row above press the <crtl>, <shift> and <quote> Keys on 

your keyboard simultaneously.   

To Select a RŜŎƻǊŘ ŎƭƛŎƪ ǘƘŜ ΨwŜŎƻǊŘ 

{ŜƭŜŎǘƻǊΩ .ǳǘǘƻƴ ŀǘ ǘƘŜ ƭŜŦǘ-hand end of 

the Data Grid. 

To Delete a Record use the <Delete> Key on the Keyboard.  This will delete the currently selected 

record. 

To re-size a column, simply drag the right-hand end of the column heading. 

To re-position a column, click the column heading to select the entire column and drag the column 

heading to the desired location.   

To sort on any column right-click in it and then select Sort Ascending or Sort Descending. 

The Save Button saves the current record to the database.   

The New Button saves the current record if has not already been saved and creates a new blank record 

for you. 

The OK Button saves the current record to the database and creates a new blank record for you.  It is 

the same as using the Save button and then the New button.  (So effectively the New and OK Buttons do 

the same job.) 

The Save and OK Buttons  do not normally need to be used, as records will normally be written 

to the database whenever you move from one Record, Tab or Form to another.  Just occasionally you 

may need to use them, however.  This is because the pre-existing options behind Combo Boxes are 

normally loaded when a Form first opens.  So if you have added an option that you want to see in 

Combo Box after the Form has loaded, you might not be able to find it.  In these circumstances you will 

need to use the Save Button to force a Record to be written to the database and then re-open the Form 

in question, or use Records, Refresh ŦǊƻƳ ǘƘŜ aŜƴǳ .ŀǊ ǘƻ ΨǊŜ-ǉǳŜǊȅΩ ǘƘŜ CƻǊƳΦ 

The Find Buttons are context sensitive.  So if you are on the Organisations Tab, the FIND Form will look 

for an Organisation for you.  If you are on the People Tab it will look for a Person for you.  If you click the 

Find button nearest to the Name of the CEO or Manager it will look for someone, already in the system, 

ǘƻ ōŜŎƻƳŜ ǘƘŜ /9h ƻǊ aŀƴŀƎŜǊΦ  LŦ ȅƻǳ ǳǎŜ ǘƘŜ CƛƴŘ .ǳǘǘƻƴ ƴŜŀǊŜǎǘ ǘƻ ǎƻƳŜƻƴŜΩǎ ²ƛŦŜκtŀǊǘƴŜǊ ƛǘ ǿƛƭƭ 

look for someone to become their Wife/Partner and so on.   

Double-Clicking Phone Numbers or clicking Buttons alongside them, will dial phone calls for you.  

όtǊƻǾƛŘŜŘ ȅƻǳ ƘŀǾŜ ŀ aƻŘŜƳ ƛƴ ȅƻǳǊ ƳŀŎƘƛƴŜΣ ŀƴŘ ǘƘŜ ǇƘƻƴŜ ƭƛƴŜ ƛǎ ŎƻƴƴŜŎǘŜŘ ǘƘǊƻǳƎƘ ŀ Ψ¸ {ǇƭƛǘǘŜǊΩ ǘƻ 

both your Modem and your phone.) 

Double-Clicking Fax Numbers, or clicking Buttons alongside them, will send Faxes for you. 
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Double-Clicking E-mail Addresses will send E-mails for you.   

Double-Clicking a Website Address will open the Website for you. 

Navigating Record Sets 

Occasionally you will see Forms that have buttons at the bottom that look like this: 

   The functions of the useful buttons are: 

 

Go to FIRST, PREVIOUS, NEXT, LAST, NEW Record  

óEntitiesô Form 
The Ψ9ƴǘƛǘƛŜǎΩ CƻǊƳ will always be displayed on the left.  This Form enables you to Select any of the 

existing Organisations, People or Projects that are already in the system, or add a New one.   

   

The ǎŜŎƻƴŘ Ǌƻǿ ƻŦ ¢ŀōǎ ŎƘŀƴƎŜǎ ŘȅƴŀƳƛŎŀƭƭȅ ŘŜǇŜƴŘŀƴǘ ǳǇƻƴ ǘƘŜ Ψ9ƴǘƛǘȅ ¢ȅǇŜΩ ǎŜƭŜŎǘŜŘΣ ǎƻ ǘƘŀǘ ȅƻǳ 

may enter the appropriate data for an Organisation, Person or Project.   

The first Tab for an Organisation, Person or Project always displays; the information that makes an 

Ψ9ƴǘƛǘȅ ¢ȅǇŜΩ different from any other, their principal relationships and main contact details.  The 

remaining Addresses, Depts./Subs., Staff, Family, Categories, Diary, Notes, Photos, Details Tabs and so 

on, ŘƛǎǇƭŀȅ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ƛǎ ǎƘŀǊŜŘ ōŜǘǿŜŜƴ ŘƛŦŦŜǊŜƴǘ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩΦ   
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The Address Tab 

The Addresses Tab enables you to create as many Addresses of 

as many Address Types as you like for everyone in the system.   

By recognizing an Address from its associated Phone Number the 

system automatically tracks who else shares the same Address.  

So if you change the Address for anyone of them, it changes for 

all of them. 

If someone leaves home, you simply Delete this Address for 

them and give them a New one.  

 

 

 

The Depts./Subs. Tab 

This shows the 

Departments and 

Subsidiaries of the current 

Organisation.   

If you click on the Tree 

View button it will show 

the Organisational 

Structure for the entire 

group of which it is a part.  

The system simply deduces 

this from the Parent 

Organisation for each 

Organisation.   

These Tree-±ƛŜǿ CƻǊƳǎ ŀǊŜ ŀƭǿŀȅǎ ΨaƻŘŀƭΩΦ  This means the 

system will wait for you to select what you want, or close the 

form.  If you therefore try to click on any other form the system 

will just beep at you - nothing else happens.   

The Staff Tab 

This shows the Work and Home contact details for all members 

of Staff of the current Organisation. 

 

 

 


