MR MN-GEMS

MM Grants Electronic Management System

QUICK GUIDE

Sending Emails in MN-GEMS

Email notifications typically alert the recipient(s) that they have an action/task to complete
in MN-GEMS. Email notifications have a short message outlining the required action or task
and a link to record in the system. Emails can be sent from records in either the Grants
Module (Funding Proposal & Grants) or Agreements Module to other users at UMN.

All emails are tracked within the History tab of the MN-GEMS record.

) Important: Ensure you're sending emails from the correct record to maintain a
centralized history. For example, if your email is about a specific Award, send it from the
Award workspace. If it relates to a proposal, send it from the Funding Proposal workspace.
You can find your current workspace in the top right corner:
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Follow the steps below to send an email from the MN-GEMS:

Last updated April 14, 2026 Page 1 of 2



1. Navigate to the desired Workspace in either the Grants or Agreements module and
select the Send Email activity.
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2. Complete the applicable fields in the Send Email pop out window. When entering the
comments, it is best practice to include your name as the sender after the message.

3. When complete, select OK. The email will be sent and you will return to the
Workspace.

4. Select the History tab to review the message. MN-GEMS will send an email
notification to the selected recipients that includes the message entered in the Send
Email activity.
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