
GEM SETTING UP YOUR OWN CATEGORIES PAGE 1 OF 10 

 © On2it Software Ltd 
O:\On2it\GEM\Training\ Initial Training Modules\GEM - 2. Setting Up your own Categories.doc Version 1 - 3 October 2009 

SETTING UP YOUR OWN CATEGORIES 

This brief introduction is designed to introduce you to GEMΩǎ ΨIƛŜǊŀǊŎƘƛŎŀƭ /ŀǘŜƎƻǊƛŜǎΩ ŀƴŘ how you can 

setup your own to be used for many different purposes. 

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.  The User Manual concentrates on the detail of 

how to use the system.  These modules give more of an overview of what a feature is for and different 

ways of using it. 

Business Categories 
There are literally thousands of Business Categories in GEM ς ŀƭƭ ǘƘŜ Ψ.ǳǎƛƴŜǎǎ /ƭŀǎǎƛŦƛŎŀǘƛƻƴǎΩ ƛƴ Ψ¸Ŝƭƭƻǿ 

tŀƎŜǎΩΣ Ǉƭǳǎ ǎƻƳŜ - ŎƻǾŜǊƛƴƎ ŀƭƭ ǎŜŎǘƻǊǎ ƻŦ ǘƘŜ ŜŎƻƴƻƳȅΦ  ¦ǎŜǊǎ ŎŀƴΩǘ ƳŀƪŜ ǳǇ ǘƘŜƛǊ ƻǿƴ /ŀǘŜƎƻǊƛŜǎ ǿƘŜƴ 

adding a new business, because Users will then use different words to describe the same thing ς making 

it almost impossible to find similar businesses.   

.ŜŎŀǳǎŜ D9aΩǎ /ŀǘŜƎƻǊƛŜǎ ŀǊŜ ƻǊƎŀƴƛǎŜŘ ƛƴ ŀ ƘƛŜǊŀǊŎƘƛŎŀƭ ǎǘǊǳŎǘǳǊŜΣ ŜȄŀŎǘƭȅ ƭƛƪŜ ²ƛƴŘƻǿǎΩ 

Directories/Folders, it is possible to pick highly specific Business Categories or more general ones. 

²ƘŜƴ ȅƻǳ ŦƛǊǎǘ ŎǊŜŀǘŜ ǎƻƳŜƻƴŜΩǎ ǊŜŎƻǊŘ ƛƴ D9a ȅƻǳ Ŏŀƴ ƎƛǾŜ ǘƘŜƳ ŀ Primary Business Category.   

This can be done in a number of ways: 

¶ LŦ ȅƻǳ ƪƴƻǿ ǘƘŜ /ŀǘŜƎƻǊȅΩǎ ƴŀƳŜΣ ǎƛƳǇƭȅ ǎǘŀǊǘ ŜƴǘŜring it, 

ŀƴŘ ƛǘ ǿƛƭƭ Ψŀǳǘƻ ŎƻƳǇƭŜǘŜΩ ŦƻǊ ȅƻǳΦ 

¶ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ Ψtǳƭƭ-Řƻǿƴ !ǊǊƻǿΩ [ƛǎǘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ 

control to display them in alphabetic order.  Simply scroll-

down to find the one you want.   

¢ƘŜ ǇǊƻōƭŜƳ ƛǎ ǘƘŀǘ ǎƛƴŎŜ ǘƘŜǊŜ ŀǊŜ ƻǾŜǊ оΣллл Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩΣ ƛǘ Ŏŀƴ ōŜ ŀ ƭƻƴƎ ǎŎǊƻƭƭΦ  {ƻ ƛǘ ƛǎ 

probably easier to use the Select Button alongside the control.  This will display the:  

Select Primary Business Category Form 

 ¢Ƙƛǎ ƎƛǾŜǎ ȅƻǳ о ŘƛŦŦŜǊŜƴǘ ǿŀȅǎ ƻŦ ǎŜƭŜŎǘƛƴƎ ŀ ΨtǊƛƳŀǊȅ .ǳǎƛƴŜǎǎ 

/ŀǘŜƎƻǊȅΩΥ 

¶ Treeview ǊŜǾŜŀƭǎ ǘƘŜ ƘƛŜǊŀǊŎƘƛŎŀƭ ƴŀǘǳǊŜ ƻŦ D9aΩǎ 

categories.  Just expand the structure until you find the 

category you want, select it and click OK.   

This is good if you are not sure what to call it, but you do know 

which part of the economy a business fitǎ ƛƴǘƻΦ  LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ 

where it fits, then searching in this way can take time as well.  So 

one of the remaining ways might be better:  
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¶ Yellow Pages ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǎŜŀǊŎƘ ōƻǘƘ ǘƘŜ Ψ/Ǌƻǎǎ wŜŦŜǊŜƴŎŜǎΩ ŀƴŘ Ψ.ǳǎƛƴŜǎǎ /ƭŀǎǎƛŦƛŎŀǘƛƻƴǎΩ 

ǘƘŀǘ ȅƻǳ ŦƛƴŘ ƛƴ Ψ¸Ŝƭƭƻǿ tŀƎŜǎΩ ǘƻ ŦƛƴŘ ŀ ǇŀǊǘƛŎǳƭŀǊ 

Category.    

This means you might be able to find the Category 

ȅƻǳ ƴŜŜŘ ŜǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ǳǎŜ ǘƘŜ ǊƛƎƘǘ ǿƻǊŘǎΦ   

The disadvantage of this approach is that not all 

ōǳǎƛƴŜǎǎ ǘȅǇŜǎ ŀŘǾŜǊǘƛǎŜ ƛƴ Ψ¸Ŝƭƭƻǿ tŀƎŜǎΩ ς 

Farmers, for example.  {ƻ ȅƻǳ ǿƻƴΩǘ ŦƛƴŘ ǘƘŜ 

Category you want using this approach. 

¶ Text Search looks for the occurrence of any text 

ǎǘǊƛƴƎ ƛƴ Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩΦ  {ƻ ƛǘ ǎŜŀǊŎƘŜǎ ŀƭƭ 

Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩ ς even those NOT listed in 

Ψ¸Ŝƭƭƻǿ tŀƎŜǎΩΦ  

Again, just select the Category you want and click 

OK. 

Selecting Multiple Categories 
Of course many businesses operate in multiple Business 

Categories.  It is also possible, as we shall see, to use 

ΨIƛŜǊŀǊŎƘƛŎŀƭ /ŀǘŜƎƻǊƛŜǎΩ ŦƻǊ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ǇǳǊǇƻǎŜǎ ŀǎ 

well.   

To alloŎŀǘŜ ƳƻǊŜ ǘƘŀƴ ŀ ΨtǊƛƳŀǊȅ .ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊȅΩ ȅƻǳ 

need to use the Categories ¢ŀō ƻƴ ǘƘŜ Ψ9ƴǘƛǘƛŜǎΩ CƻǊƳΦ 

!ǎ ȅƻǳ Ŏŀƴ ǎŜŜ ŦǊƻƳ ǘƘƛǎ ŜȄŀƳǇƭŜ Ψhƴнƛǘ {ƻŦǘǿŀǊŜΩ Ƙŀǎ ŦƻǳǊ 

Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩΣ ǘƘǊŜŜ ƻŦ ǿƘƛŎƘ ŀǊŜ Ψ¸Ŝƭƭƻǿ tŀƎŜǎ 

/ƭŀǎǎƛŦƛŎŀǘƛƻƴǎΩ ŀƴŘ ƻƴŜ ǿƘƛŎƘ ƛǎ bh¢ in Yellow Pages.  Its 

ΨhǊƎŀƴƛǎŀǘƛƻƴ ¢ȅǇŜΩ ƛǎ ŀ Ψ[ƛƳƛǘŜŘ [ƛŀōƛƭƛǘȅ /ƻƳǇŀƴȅ ς 

tǊƛǾŀǘŜΩΦ  ²Ŝ ƘŀǾŜ ŀƭǎƻ ƎƛǾŜƴ ƛǘ ŀ ΨbŜǿǎƭŜǘǘŜǊ /ŀǘŜƎƻǊȅΩ ǎƻ 

ǿŜ ŘƻƴΩǘ ǎŜƴŘ ŀ ŎƻǇȅ ƻŦ ƻǳǊ ƻǿƴ ƴŜǿǎƭŜǘǘŜǊǎ ǘƻ ǘƘŜ 

company itself. 

To assign one or more Categories use the Select 

Categories Button.  This will display the: 
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Select Categories Form 

This shows you can create ΨCategorȅ ¢ȅǇŜǎΩ ŦƻǊ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ǊŜŀǎƻƴǎ ŀǇŀǊǘ ŦǊƻƳ Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩΦ   

 

 

 

 

 

 

 

 

 

 

 

 

When you display ǘƘŜ Ψ{ŜƭŜŎǘ /ŀǘŜƎƻǊƛŜǎΩ CƻǊƳ ŦƻǊ tŜƻǇƭŜ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ ŀ ŘƛŦŦŜǊŜƴǘ ǎŜǘ ƻŦ Ψ/ŀǘŜƎƻǊȅ 

¢ȅǇŜǎΩ ǘƻ ŎƘƻƻǎŜ ŦǊƻƳ compared to Organisations.  This is because it would be confusing to ask what 

ΨhǊƎŀƴƛǎŀǘƛƻƴ ¢ȅǇŜΩ ŀ tŜǊǎƻƴ ƛǎΣ ƻǊ ǘƘŜ vǳŀƭƛŦƛŎŀǘƛƻƴǎ ŀƴŘ 9ȄǇŜǊƛŜƴŎŜ ŀƴ hǊƎŀƴƛǎŀǘƛƻƴ has.  So when new 

Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜǎΩ ŀǊŜ ǎŜǘǳǇ ƛƴ D9aΣ ȅƻǳ Ŏŀƴ ǎǇŜŎƛŦȅ ǿƘƛŎƘ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩ ǘƘŜȅ ŀǇǇƭȅ ǘƻΦ   

²Ŝ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ŜȄǇŀƴŘ ǎƻƳŜ ƻŦ ǘƘŜ Ψ/ŀǘŜƎƻǊȅ 

¢ȅǇŜǎΩ ȅƻǳ ǎŜŜ ŀōƻǾŜ and see how they are structured.   

You can select multiple categories at the same time by 

checking as many boxes as you like before clicking OK. 
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How to Setup Categories 
¢ƘŜ Ψ{ŜǘǳǇ /ŀǘŜƎƻǊƛŜǎΩ CƻǊƳ ƛǎ ŀŎŎŜǎǎƛōƭŜ ǘƘǊƻǳƎƘ ǘƘŜ Setup Menu and the Categories Option.   

 

 

¢ƘŜ Ψ{ŜǘǳǇΩ aŜƴǳ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ŦƛƴŘ Ƴƻǎǘ ƻŦ ǘƘŜ ǘƘƛƴƎǎ 

ȅƻǳ Ŏŀƴ ǎŜǘǳǇ ƛƴ D9aΦ  ό¢ƘƛƴƎǎ ȅƻǳΩƭƭ ƴŜŜŘ ǘo use less 

ƻŦǘŜƴ ŀǊŜ ƛƴ ǘƘŜ ΨD9a !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ǇǊƻƎǊŀƳ ǘƘŀǘ ƛǎ ƻƴ 

the Windows Start Menu.) 

²ƘŜƴ ǘƘŜ Ψ{9¢¦t ς 

/ŀǘŜƎƻǊƛŜǎΩ CƻǊƳ ŦƛǊǎǘ 

opens, it will display: 

Category Types that can 

be used for different 

purposes, 

Sub-Categories of the the 

currently selected 

Category Type, 

Entity Types that the 

selected Category Type 

applies to. 

Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜǎΩ ŀǊŜ  

simply top-ƭŜǾŜƭ /ŀǘŜƎƻǊƛŜǎ ǘƘŀǘ ƘŀǾŜ ƴƻ ΨtŀǊŜƴǘ /ŀǘŜƎƻǊȅΩ ǘƘŜƳǎŜƭǾŜǎΦ  ¢ƘŜȅ Ŏŀƴ ōŜ ōǊƻƪŜƴ Řƻǿƴ ƛƴǘƻ 

as many Sub-Categories as you like ς in exactly the same way as Directories/Folders in Windows. 

Business Categories 

If you use the small + and ς signs to expand and collapse 

Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ŀƭƭ ǘƘŜ 3,000 odd 

pre-ŘŜŦƛƴŜŘ Ψ¸Ŝƭƭƻǿ tŀƎŜǎΩ .usiness Classifications that the 

system comes with.  These have been organised into a 

ƘƛŜǊŀǊŎƘƛŎŀƭ ǎǘǊǳŎǘǳǊŜ ǘƘŀǘ ŎƻƴŦƛǊƳǎ ǘƻ ǘƘŜ Ψ{ǘŀƴŘŀǊŘ LƴŘǳǎǘǊȅ 

/ƭŀǎǎƛŦƛŎŀǘƛƻƴΩ ƻǊ Ψ{L/ /ƻŘŜΩ ǎȅǎǘŜƳ ǘƘŀǘ ƛǎ ǳǎŜŘ ƛƴ ōoth 

Australia and New Zealand.  They have also been 

supplemented with Business Categories that do not appear in 

Yellow Pages because those Trades or Professions do not 

normally advertise.   

Having Categories organised into a hierarchical structure makes it very easy to find everyone in 

Ψ.ǳǎƛƴŜǎǎ {ŜǊǾƛŎŜǎΩΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ŀǎ ŀƭƭ ȅƻǳ ƴŜŜŘ ǘƻ Řƻ ƛǎ ǎŜƭŜŎǘ Ψ.ǳǎƛƴŜǎǎ {ŜǊǾƛŎŜǎΩ ŀǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 

includes everyone in all of its sub-ŎŀǘŜƎƻǊƛŜǎ ŀǎ ǿŜƭƭΦ  .ǳǘ ǿŜΩƭƭ ǎŜŜ ƳƻǊŜ ƻŦ ǘƘŀǘ ƭŀǘŜǊ ǿƘŜƴ ǿŜ ƭƻƻƪ ŀǘ 

the FIND Form. 
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You can add to Business Categories for your own purposes, modify their names, drag-and-drop them 

into different places into the structure, but you will NOT be able to delete any Business Category that 

ŎƻǊǊŜǎǇƻƴŘǎ ǘƻΣ ƻǊ Ŏƻƴǘŀƛƴǎ ŀ ŎŀǘŜƎƻǊȅ ǘƘŀǘ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻΣ ŀ Ψ¸Ŝƭƭƻǿ tŀƎŜǎ .ǳǎƛƴŜǎǎ /ƭŀǎǎƛŦƛŎŀǘƛƻƴΩ.  This 

ƛǎ ǘƻ ǇǊŜǾŜƴǘ ŀƴȅƻƴŜ ŘŜƭŜǘƛƴƎ Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩ ōȅ ŀŎŎƛŘŜƴǘ ς thereby destroying the classification of 

every business in your system!  You CAN delete any Business Category that you add yourself.   

Add, Modify or Delete Categories 

!ǇŀǊǘ ŦǊƻƳ ǘƘŜ ǊŜǎǘǊƛŎǘƛƻƴǎ ƻƴ ŘŜƭŜǘƛƴƎ Ψ.ǳǎƛƴŜǎǎ /ŀǘŜƎƻǊƛŜǎΩ ǘƘŀǘ ƘŀǾŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ Ψ¸Ŝƭƭƻǿ tŀƎŜǎ 

.ǳǎƛƴŜǎǎ /ƭŀǎǎƛŦƛŎŀǘƛƻƴΩ ŀƭǊŜŀŘȅ ƴƻǘŜŘΣ ȅƻǳ Ŏŀƴ ŀŘŘΣ ƳƻŘƛŦȅ ƻǊ ŘŜƭŜǘŜ ŎŀǘŜƎƻǊƛŜǎ ŀǘ ǿƛƭƭΣ ŜǾŜƴ Ψ¢ƻǇ-[ŜǾŜƭΩ 

Categories that you can use for any purpose you like.   

To add, modify or delete a Category either use the Buttons along the bottom of the form, or select a 

ŎŀǘŜƎƻǊȅ ƛƴ ǘƘŜ ΨǘǊŜŜ-ǾƛŜǿΩ ƻŦ ǘƘŜ /ŀǘŜƎƻǊȅ {ǘǊǳŎǘǳǊŜΣ ǘƘŜƴ ǊƛƎƘǘ-ŎƭƛŎƪ ƛǘ ǘƻ ŘƛǎǇƭŀȅ ŀ ΨǎƘƻǊǘ-ŎǳǘΩ ƳŜƴǳ ŀƴŘ 

select the option you want.   

Exercise ς Adding Categories 

The trial data that comes with GEM includes a Ψ/ŀǘŜƎƻǊȅ tȅǇŜΩ 
that looks like this:   

 

ADD some categories until it looks like this: 

Hint:  {ŜƭŜŎǘ ΨvǳŀƭƛŦƛŎŀǘƛƻƴǎΩ .9Chw9 ŎƘƻƻǎƛƴƎ !55Φ 

 

bƻǿ ŀŘŘ ŀ Ψ{ŎƘƻƻƭ vǳŀƭƛŦƛŎŀǘƛƻƴΩ ς Ψ±/9Ω ƻǊ Ψ±ƛŎǘƻǊƛŀ 

/ŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ 9ŘǳŎŀǘƛƻƴΩ with the Subjects shown.   

NoǘŜ ǘƘŜ ǳǎŜ ƻŦ Ψ±/9Ω ŀǎ ŀ ǇǊŜŦƛȄ ŦƻǊ ŀƭƭ ǘƘŜ ±/9 {ǳōƧŜŎǘǎΦ  

¢Ƙƛǎ ƛǎ ǎƻ ǿƘŜƴ ǘƘŜ ƴŀƳŜ ŀǇǇŜŀǊǎ ƻƴ ǘƘŜ Ψ/ŀǘŜƎƻǊƛŜǎΩ ¢ŀō ƻŦ 

ǘƘŜ Ψ9ƴǘƛǘƛŜǎΩ CƻǊƳ ȅƻǳ ǿƛƭƭ ƪƴƻǿ ŜȄŀŎǘƭȅ ǿƘƛŎƘ ǉǳŀƭƛŦƛŎŀǘƛƻƴ 

you are talking about. 

Now add some University Qualifications until it looks like 

this: 

Exercise ς Moving Categories 

But if we wanted to be able to find anyone with any sort of 

chemistry degree, we would need to add an another 

Ψ¦ƴƛǾŜǊǎƛǘȅ vǳŀƭƛŦƛŎŀǘƛƻƴΩ ŎŀƭƭŜŘ Ψ/ƘŜƳƛǎǘǊȅ 5ŜƎǊŜŜΩ ŀƴŘ ǘƘŜƴ 

drag-and-drop the existing Chemistry Degrees into it until it 

looks like this: 

5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǎŜƭŜŎǘ ŜŀŎƘ 

Degree before you drag-

and-drop it. 
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Exercise ς Modify Categories 

If you were in NZ, you would probably be more interested in 

NZQA qualifications instead of VCEs.  So modify your 

Qualifications to look like this: 

!Ǝŀƛƴ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ {ŜƭŜŎǘ ōŜŦƻǊŜ ȅƻǳ ŎƘƻƻǎŜ aƻŘƛŦȅΦ 

When you modify a Category Name like this it modifies the 

name of the Category throughout the system ς even ones 

that have already been allocated.   

Exercise ς Delete Categories 

²ŜΩƭƭ ƴƻǿ ǊŜǘǳǊƴ /ŀǘŜƎƻǊƛŜǎ ǘƻ ǘƘŜ ǎǘŀǘŜ ǿŜ ŦƻǳƴŘ ƛǘ ǿƘŜƴ 

we started.  We are going to do this by deleting the whole of 

ǘƘŜ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜΩ ōŜŎŀǳǎŜ ǿe also want to show you how 

to creŀǘŜ ŀ ƴŜǿ Ψ¢ƻǇ [ŜǾŜƭΩ /ŀǘŜƎƻǊȅ ƻǊ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜΩΦ   

{ƻ ǎŜƭŜŎǘ Ψ{ƪƛƭƭΣ vǳŀƭƛŦƛŎŀǘƛƻƴǎ ϧ 9ȄǇŜǊƛŜƴŎŜΩ ŀǎ ǎƘƻǿƴ ŀƴŘ ǳǎŜ 

the delete button on the bottom of the form, or right-click it 

ŀƴŘ ŎƘƻƻǎŜ Ψ5ŜƭŜǘŜ /ŀǘŜƎƻǊȅΩΦ   

¢Ƙƛǎ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ Ψ5ŜƭŜǘŜ /ƻƴŦƛǊƳΩ 5ƛŀƭƻƎ .ƻȄΦ   

You should always be careful when deleting Categories, as it will delete them throughout the system ς 

even for ones that have already been allocated.  This is an action that cannot be un-done.  Re-adding the 

same Category will not solve your problem, as all prior allocations will also have been deleted.   

Adding a Top-Level Category or óCategory Typeô 
Top-[ŜǾŜƭ /ŀǘŜƎƻǊƛŜǎ ƻǊ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜǎΩ ŀǊŜ ǎƛƳǇƭȅ /ŀǘŜƎƻǊƛŜǎ ǘƘŀǘ 

ŀǊŜ ƴƻǘ ǇŀǊǘ ƻŦ ŀ ΨtŀǊŜƴǘΩ /ŀǘŜƎƻǊȅΦ   

²ƘŜƴ ŀŘŘƛƴƎ ŀ Ψ¢ƻǇ-[ŜǾŜƭΩ /ŀǘŜƎƻǊȅΣ ƛǘ ŘƻŜǎ ƴƻǘ ƳŀǘǘŜǊ ǿƘƛŎƘ 

existing Category is already selected, just click ADD Category as 

normal.  This will display the Add/Modify Category Dialog Box.   

¢ƻ ŀŘŘ ŀ Ψ¢ƻǇ-[ŜǾŜƭΩ /ŀǘŜƎƻǊȅ ŎƘŜŎƪ Top Level Category.   

This will change the Title on the form, add an Entity Types Tab and 

add Choose Colour controls, as shown.   

DO NOT ǳǎŜ ǘƘŜ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩ ¢ŀō ŀǘ ǘƘƛǎ ǇƻƛƴǘΦ  ¢ƘŜǊŜ ƛǎ ŀ .ǳƎ ƛƴ 

the program, which will cause problems if you do.  There is a simple 

work-around however.  Just enter the new Category name, save the 

Category by clicking OK.  Then re-open the Dialog Box before using 

ǘƘŜ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩ ¢ŀōΦ   
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5ŜŦƛƴƛƴƎ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩ ŦƻǊ ŀ ¢ƻǇ-Level Category 

¢ƘŜ Ψ9ƴǘƛǘȅ ¢ȅǇŜǎΩ Tab enables you to define the Entity Types to 

which a Top-Level Category applies.  For ŜȄŀƳǇƭŜ Ψ{ƪƛƭƭǎΣ 

vǳŀƭƛŦƛŎŀǘƛƻƴǎ ŀƴŘ 9ȄǇŜǊƛŜƴŎŜΩ ƻōǾƛƻǳǎƭy applies to a Person.   

However if you are running a Personnel Agency and want to match 

jobs to candidates, then you might want to have them apply to 

tǊƻƧŜŎǘǎ ŀǎ ǿŜƭƭΦ  ¢Ƙƛǎ ƛǎ ōŜŎŀǳǎŜ ȅƻǳ Ŏŀƴ ǊŜƴŀƳŜ ΨtǊƻƧŜŎǘǎΩ ǘƻ ΨWƻōǎΩ 

and then use the same set of Categories to FIND Jobs for 

Candidates, or Candidates for Jobs.   

Optional/Mandatory enables you to define how you want the 

system to behave when adding someone new: 

¶ Optional, without Warning means you can add someone 

ƴŜǿ ǿƛǘƘƻǳǘ ŀŘŘƛƴƎ ŀ /ŀǘŜƎƻǊȅ ŦǊƻƳ ǘƘƛǎ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜΩ ŀǎ 

ǘƘŜ ǎȅǎǘŜƳ ǿƻƴΩǘ ŎŀǊŜΦ   

¶ Optional, with Warning means that if you add someone 

ƴŜǿ ŀƴŘ Ŧŀƛƭ ǘƻ ŀŘŘ ŀ /ŀǘŜƎƻǊȅ ƻŦ ǘƘƛǎ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜΩ ȅƻǳ 

will be given a warning.   

¶ Mandatory means that you will be unable to add someone 

new without adding ŀ /ŀǘŜƎƻǊȅ ƻŦ ǘƘƛǎ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜΩΦ   

Ψ/ƘƻƻǎŜ ColourΩ for a Top-Level Category 

This enables you choose the colour you want to display all 

/ŀǘŜƎƻǊƛŜǎ ƻŦ ǘƘƛǎ Ψ¢ȅǇŜΩ ƛƴΦ   

There are only three choices ς the default, plus a couple of colours.   

Exercise ς !ŘŘƛƴƎ ŀ b9² Ψ¢ƻǇ-[ŜǾŜƭΩ /ŀǘŜƎƻǊȅ 

wŜ !55 ǘƘŜ Ψ¢ƻǇ-[ŜǾŜƭΩ /ŀǘŜƎƻǊȅ Ψ{ƪƛƭƭǎΣ vǳŀƭƛŦƛcations & 

9ȄǇŜǊƛŜƴŎŜΩς complete with sub-Categories, as shown.   

Hint ς see above. 

Using óCategory Typesô 
¸ƻǳ Ŏŀƴ ǳǎŜ Ψ/ŀǘŜƎƻǊȅ ¢ȅǇŜǎΩ ŦƻǊ ƳŀƴȅΣ Ƴŀƴȅ ǇǳǊǇƻǎŜǎΦ  {ŜǾŜǊŀƭ ƻŦ ǘhese are illustrated in the trial data 

that comes with GEM.  We suggest that you expand them and have a look for yourself.  Hopefully these 

examples and the brief notes below may well give you some ideas ƻƴ Ƙƻǿ ȅƻǳ Ŏŀƴ ǳǎŜ ΨIƛŜǊŀǊŎƘƛŎŀƭ 

/ŀǘŜƎƻǊƛŜǎΩ ƛƴ your own business.   

Client Categories 

{ƛƴŎŜ ȅƻǳ Ŏŀƴ ƎƛǾŜ ǎƻƳŜƻƴŜ ǘƘŜ /ŀǘŜƎƻǊȅ Ψ9ȄƛǎǘƛƴƎ /ƭƛŜƴǘΩΣ ŜǾŜƴ 

though it has sub-categories, you can use this structure to find: 

¶ Existing Clients, 

¶ Past Clients, 
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¶ Potential Clients, 

¶ Existing Clients who are not poor payers, 

¶ Poor Payers only, 

¶ Preferred Clients only. 

Supplier Categories 

These are ǎƛƳƛƭŀǊ ǘƻ Ψ/ƭƛŜƴǘ /ŀǘŜƎƻǊƛŜǎΩΦ   

IMPORT Categories 

A set of Categories like this enables you to keep track of where your imported data originally came from. 

Initial Contact 

Enables you to keep track of where you originally met people.   

Maori Tribes 

/ŀǘŜƎƻǊƛŜǎ ƭƛƪŜ ǘƘƛǎΣ ƻǊ Ψ9ǘƘƴƛŎƛǘȅΩΣ ΨbŀǘƛƻƴŀƭƛǘȅΩ ŜǘŎΦΣ ŜƴŀōƭŜ ȅƻǳ ǘƻ ǘǊŀŎƪ 

where people came from ς ƛŦ ǘƘŀǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ȅƻǳΦ   

Newsletter 

These categories enable you to keep control of any Newsletters you 

produce on either an opt-in or opt-out basis.   

If you sent newsletters to everyone apart for those 

ǿƛǘƘ ŀ ŎŀǘŜƎƻǊȅ ƻŦ ΨbŜǿǎƭŜǘǘŜǊ ς 5ƻ bh¢ {ŜƴŘΩΣ ǘƘŜȅ 

would go out to everyone apart from people whose 

emails you know are invalid, your competitors, 

people who can only accept Text E-mails, and those that have unsubscribed. 

Alternatively you can send it only to people who have requested it.  The choice is yours.   

Organisation Types 

These Categories enable you to track what types of 

Organisation you are dealing with.   

They are a different colour because they were setup to 

display in the colour shown.   

Project Categories 

Categories like these enable you to categorise your Projects 

in whatever way you like.   
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Sales Pipeline 

If you want to create a Sales Pipeline, like the one shown here, 

it is necessary to number the steps in chronological order as 

shown.   

The pipeline shown enables us to: 

¶ Track Enquiries Received, and 

¶ People wŜΩǾŜ ƳŜǘ ŀǘ ǾŀǊƛƻǳǎ ǘǊŀŘŜ ǎƘƻǿǎΦ   

¶ Import data from multiple data sources and rate 

everyone according to their Business Categories as 

potential Clients or Partners.   

¶ Contact them to ensure we have their details correct, 

and get permission to send details by E-mail.   

¶ Make initial contact by various methods and follow up 

as often as required.   

¶ Record Software downloaded from our website. 

¶ Track CD Orders. 

¶ Keep track of which version of software everyone has.   

¶ Track software activations, subsequent trials and system 

registrations. 

Seminar Attendees 

Enables you to track who attended any Seminars you may have held. 

Exercise ς Creating a Sales Pipeline 

Create a Sales Pipeline that looks like this: 

5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŀƭƭƻǿ ŜƛǘƘŜǊ ōƻǘƘ hǊƎŀƴƛǎŀǘƛƻƴǎ and People into the pipeline. 

Evolve your Categories Dynamically 
DoƴΩǘ ǿƻǊǊȅ ƛŦ ȅƻǳ ŘƻƴΩǘ ƎŜǘ ǘƘƛƴƎǎ ǊƛƎƘǘ ŦƛǊǎǘ ǘƛƳŜΦ  .ŜŎŀǳǎŜ ȅƻǳ Ŏŀƴ add new categories at any stage, 

change the names of existing ones and drag-and-drop them into new locations in the hierarchical 

structure, you have total flexibility to change the way you do things at any time.   

Lƴ ǘƘŜ ŀōƻǾŜ {ŀƭŜǎ tƛǇŜƭƛƴŜ ǿŜ ƻǊƛƎƛƴŀƭƭȅ ƘŀŘ ƴƻ ǇǊƻǾƛǎƛƻƴ ŦƻǊ Ψ9ȄǇƻΩǎ 

ŀƴŘ ¢ǊŀŘŜ {ƘƻǿǎΩΦ  ²ƘŜƴ we started going to trade shows we initially 

created a completely separate set of categories to track visitors to our 

stands.  Then we realised that meeting people at trade shows, was 

just another way of making contact.  So we merged that activity into 

the main Ω{ŀƭŜǎ tƛǇŜƭƛƴŜΩΦ   

As an example of how you can deliberately setup your Categories to 

change them dȅƴŀƳƛŎŀƭƭȅ ƭŜǘΩǎ ƭƻƻƪ ŀǘ Ƙƻw we track the Version of 

GEM everyone has.  LŦ ǿŜ ŜȄǇŀƴŘ ΨнΦ D9a ±ŜǊǎƛƻƴΩ ƛƴ ƻǳǊ Ψ{ŀƭŜǎ 

tƛǇŜƭƛƴŜΩ, we will see:  




