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GEMS Reference Guide      
Overview 
¢ƘŜ Dƭƻōŀƭ 9ȄŜŎǳǘƛƻƴ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΩǎ όD9a{ύ Step-Out-Service (SOS) product is an online web tool that provides NYSE 

Clearing Firms with the ability to transfer all or part of a security position from one clearing member to another. The user may 

choose to add, change, delete, affirm, reject or view SOS transactions by status, date, and symbol or by selecting individual 

transactions that may be adjusted if necessary. The application also supports an MQM messaging interface from clearing firms and a 

History component.  

Revision History  
Date Changes  Pages Affected 

11/16/12 Initial Version All 

5/1/13 Added Instructions to change Password 
Added Multiple Add, Delete and Accept Functions 

13 
18-26 

8/14/13 Added Debit List Functionality (updates were not made to 
the SOS Section to reflect the button on the screens 

30-33 

10/21/13 Added OCS Functionality  34-47 
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GEMS Desktop Requirements  
GEMS is a Flash (Flex) based application that runs in a web browser via HTTPS. While it is not necessary to download/install any third 
party software on your local machine, the user will need to download the Adobe® Flash® Player plug-in; as well as a browser 
certificate verifying the email address used for all credentials. The latest Flash plug-in can be obtained at the Adobe Flash website 
http://get.adobe.com/flashplayer. For the security certificate, the Exchange uses Comodo Email Certificate Validation; the user will 
receive an email with a link to access this certificate. 
 
The minimum hardware configurations are identified in the table below:   

Windows® Mac OS Linux® 

Intel® Pentium® II 

450MHz, AMD Athlon® 

600MHz or faster 

processor (or equivalent) 

PowerPC® G3 500MHz or 

ŦŀǎǘŜǊ ǇǊƻŎŜǎǎƻǊϞ 

 

LƴǘŜƭ /ƻǊŜϰ 5ǳƻ мΦооDIȊ 

or faster processor 

800MHz or faster 

processor 

128MB of RAM 

128MB of VRAM* 

128MB of RAM 

512MB of RAM, 

128MB of graphics 

memory  

The Exchange recommends a monitor with a screen dƛǎǇƭŀȅ ǎƛȊŜ ƻŦ мтέΦ ¢ƻ ƳŀȄƛƳƛȊŜ 

ǘƘŜ ǾƛŜǿƛƴƎ ŜȄǇŜǊƛŜƴŎŜ ŀ ƳƻƴƛǘƻǊ ǿƛǘƘ ǎŎǊŜŜƴ ŘƛǎǇƭŀȅ ǎƛȊŜ ƻŦ мфέ-ннέ may be used.  

 
Required Operating Systems and Browsers  

Windows  

Platform Browser 

Microsoft Windows 7 
Microsoft Internet Explorer 8.0, Mozilla Firefox 3.0, Google Chrome 28.0.1500.95 or 

earlier1 

Microsoft® Windows Vista® 
Microsoft Internet Explorer 7.0, Mozilla Firefox 2.0, Google Chrome 28.0.1500.95 or 

earlier1, Safari 3.0, Opera 9.5, AOL 9 

Microsoft Windows XP 
Microsoft Internet Explorer 6.0, Mozilla Firefox 2.0, Google Chrome 28.0.1500.95 or 

earlier1, Safari 3.0, Opera 9.5, AOL 9 

Microsoft Windows Server 2008 Microsoft Internet Explorer 7.0, Mozilla Firefox 3.0 

Microsoft Windows Server® 2003 Microsoft Internet Explorer 6.0, Mozilla Firefox 2.0 

Microsoft Windows 20002 Microsoft Internet Explorer 6.0, Mozilla Firefox 2.0, Opera 9.5, AOL 9 

Mac OS3  

Platform Browser 

Mac OS X v10.6 Safari 4.0, Mozilla Firefox 3.0 

Mac OS X v10.4  

(PowerPC)2 
Safari 3.0, Mozilla Firefox 2.0, Opera 9.5, AOL for Mac OS X 

http://www.adobe.com/products/flashplayer/systemreqs/#ft1
http://www.adobe.com/products/flashplayer/systemreqs/#ft1
http://www.adobe.com/products/flashplayer/systemreqs/#ft1
http://www.adobe.com/products/flashplayer/systemreqs/#ft2
http://www.adobe.com/products/flashplayer/systemreqs/#ft3
http://www.adobe.com/products/flashplayer/systemreqs/#ft2
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Mac OS X v10.4 (Intel) Safari 3.0, Mozilla Firefox 2.0, Opera 9.5 

Linux4  

Platform Browser 

Red Hat® Enterprise Linux (RHEL) 5 Mozilla Firefox 2.0, SeaMonkey 1.11 

openSUSE® 11 Mozilla Firefox 2.0, SeaMonkey 1.11 

Ubuntu 7.10 or later or 8.04  Mozilla Firefox 2.0, SeaMonkey 1.11 

{ƻƭŀǊƛǎϰ  

Platform Browser 

Solaris 102 Mozilla Firefox 2.0  

 

  

http://www.adobe.com/products/flashplayer/systemreqs/#ft4
http://www.adobe.com/products/flashplayer/systemreqs/#ft2
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Access 
Complete and return the GEMS User Request and Comodo Certificate Authorization form for access to the Step-Out-Service and 
return to brokerservices@nyse.com. Once the GEMS User documentation is received and approved, the user will receive an email 
containing their GEMS username and password credentials as well as an email regarding the installation of the Comodo certificate. 
Current users of GEMS for NYSE AMEX and NYSE ARCA Options may already have access to GEMS. COMODO certificates do expire 
annually. The CRS group audits certificates monthly and contacts users about to expire to renew their certificates. 

 

Comodo Email Certificate Installation and Validation   

The user will receive an email invitation which contains a link to download the browser certificate which validates their email 
address.  Click on the link in the email which opens the default browser and will access the Certificate Manager on the Comodo 
website 

 

 
 
The user will be required to enter a PIN and Passphrase. 
Enter PIN (7 character max) and re-enter to confirm. The PIN is a secure password that the user will employ to install the certificate 
to the browser. Enter passphrase and re-enter to confirm. The Passphrase is meant to be a hint to ǘƘŜ ǳǎŜǊΩǎ PIN and may be used to 
help remember a forgotten PIN. 
 
/ƭƛŎƪ άǎǳōƳƛǘέ 
 
¢ƘŜ ά5ƛƎƛǘŀƭ /ŜǊǘƛŦƛŎŀǘŜ ŘƻǿƴƭƻŀŘ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΤ ŎƭƛŎƪ ƻƴ ά5ƻǿƴƭƻŀŘέΦ 

 
 
Save certificate to the default location specified by ǘƘŜ ǳǎŜǊΩǎ computer. Take note of the file location of the certificate 

 

Install certificate into Browser  
The user will need to install this certificate in the browser located on the computer to be used to access GEMS. This will allow the 
user and only the user to access their ŦƛǊƳΩǎ ŜȄŜŎǳǘƛƻƴ ŘŀǘŀΦ The user will only need to install the certificate once; after that, the 
browser will be certified and the user may directly access the Global Executions Management System (GEMS).  
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Internet Explorer 
Locate the Digital Certificate that was downloaded and double-click the filename. This will initiate the Certificate Import Wizard.  
/ƭƛŎƪ άbŜȄǘέ to continue.   
Pop up screen requesting the user to specify the file to import will appear and will already contain the name of the certificate. Click 
άbŜȄǘέ ǘƻ ŎƻƴǘƛƴǳŜΦ  

 
 

 
 

 

 

The user will need to enter in the PIN number they setup earlier when downloading from the Comodo site. Also, check the box 
άaŀǊƪ ǘƘƛǎ ƪŜȅ ŀǎ ŜȄǇƻǊǘŀōƭŜέ ς this will allow the user to back up the key as protection against a hard disk failure on your PC. Click 
άbŜȄǘέ to continue. 
 

 
 
 

Allow the system to sŜƭŜŎǘ ǿƘŜǊŜ ǘƻ ǎǘƻǊŜ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ōȅ ŎƘƻƻǎƛƴƎ ά!ǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜƭŜŎǘέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέ to continue. 
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The user will receive a pop-up that they have completed the import of the certificate. Click άCƛƴƛǎƘέ ǘƻ ŜȄƛǘ ŦǊƻƳ ǘƘŜ Import Wizard. If 
an additional pop-up confirmation appears, ŎƭƛŎƪ άhYέΦ 

 
Mozilla Firefox 
Dƻ ǘƻ ά¢ƻƻƭǎέ Options !ŘǾŀƴŎŜŘΦ {ŜƭŜŎǘ ǘƘŜ ά9ƴŎǊȅǇǘƛƻƴ ǘŀō ŀƴŘ ŎƭƛŎƪ ƻƴ ά±ƛŜǿ /ŜǊǘƛŦƛŎŀǘŜǎέ 
 

 

 
 

 

{ŜƭŜŎǘ ǘƘŜ ά¸ƻǳǊ /ŜǊǘƛŦƛŎŀǘŜǎέ ǘŀō ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƳǇƻǊǘέ ōǳǘǘƻƴέ 
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The άCƛƭŜ ǘƻ wŜǎǘƻǊŜέ ǇƻǇ ǳǇ ǿƛƭƭ ŀǇǇŜŀǊ ς locate the Digital Certificate you downloaded, ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ άhǇŜƴέ 
 

 
 

The user will need to enter in the PIN number they setup earlier when downloading from the Comodo site. Enter the PIN and click 
άhYέ 

 
 
The user will receive a pop-up that they have successfully restored their certificate. Click OK 
The Certificate Manager will display the certificate in the pop up screen. Click OK to exit. 

 
 
The user is now ready to access the Global Executions Management System! 
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Global Executions Management System (GEMS) 
To login to GEMS, go to https://gems-sos.nyse.com/  

 
The FIRST time the user logs in to the site, they may encounter messages affirming their security ŎŜǊǘƛŦƛŎŀǘŜΤ ǎƛƳǇƭȅ ŎƭƛŎƪ άhYέ ǘƻ 
continue on to the GEMS login screen. Affirmation screens may look like the following: 
Internet Explorer 

 

 
 
OR 
Firefox 
 

 
 

 

If the user attempts to access GEMS without having downloaded or establishing their certificate, they will get an error message, 
either not acknowledging the website, or denying access: 

https://gems-sos.nyse.com/
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If the certificate is installed properly, the user will receive the login screen.  
Please login using the GEMS Username and Password and select the SRO: SOS.  
Click Login 

 

 
 

From the drop down, select the specific company profile for the trades you wish to access. 
Click Ok   

 
 
Once the user is logged in, they will have the ability to view and update Step-Out-Service transactions.  
 
The list of executions returned will only contain those that the user has been given access to, based on the companies they have 
permission to view from their system profile. 
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DASHBOARD 

Once logging into GEMS the first page accessed is the Dashboard which provides general information.  ¢ƘŜ 5ŀǎƘōƻŀǊŘΩǎ ƘŜŀŘŜǊ ǇŀƎŜ 
also displays the name of the user logged in as well as the name of the company profile accessed.  From the Dashboard Tab, the user 
will be able to view system status, action requests for alerts and unaffirmed transactions that are rejected and an overview of 
affirmed, unaffirmed and alerted transactions with a total position chart.    

 
5!{I.h!w5 LƭƭǳǎǘǊŀǘƛƻƴ {!at[9 {/w99bΧΦΦ  
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There are 7 functional items in the Dashboard 

¶ System Status: The System Status section provides information about any condition that may be affecting the processing of 
transactions in GEMS. These alerts will pop up wherever the user is in GEMS. The notifications may range from critical, 
warning, and or information for the current dayΦ LŦ ǘƘŜ ǳǎŜǊ ǎǘŀȅǎ ƭƻƎƎŜŘ ƛƴǘƻ ŀ ǎŜǎǎƛƻƴΣ ƛǘΩǎ ǎǳƎƎŜǎǘŜŘ ǘƘŀǘ ǘƘŜȅ ǇŜǊƛƻŘƛŎŀƭƭȅ 
άǊŜŦǊŜǎƘέ ǘƘƛǎ ǇŀƎŜ ǘƻ display updates.  

¶ Action Required: The Action Required section displays any Alerts entered against the Clearing Firm or any Unaffirmed items 
that were rejected that day.  

¶ Action Positions: The Action Positions section displays statistics about the number and Status of transactions. 
o Unaffirmed/Alert: A count of all open Unaffirmed and Alert items. 
o Unaffirmed: A count of all open Unaffirmed items. 
o Alerts: A count of all open Alert items. 
o Affirmed: A count of items that were Affirmed on the current day 
o Total Position Chart:  A pie chart of total open transactions in GEMS and any Affirmed transactions entered within 

the current day.  

¶ The user can click on any of the Action Positions and will be brought to the search screen with those positions pre-filled as 

the search criteria. For Unaffirmed and Alert positions, all open positions in the system will appear,  for Affirmed positions 

only items Affirmed on the current day will be populated 

¶ In addition on the top of the Dashboard and all GEMS Screens is the option to change your password.  

¶ GEMS Passwords will expire every 90 Days 

¶ You will receive warning messages 10 days prior to your password expiration 

¶ In order to change your Password, click the Change Password button and following pop-up will appear 

 

¶ Input your old Password, new Password and confirm the New Password 

¶ The YES button will highlight when you entered all 3, click on that and the system will give you a message that your 
Password was changed and bring you back to the screen you were on 
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SEARCH 
 

 

¶ From the Trade Search Tab, the user may filter the transactions that they wish to view based on the parameters for which 
they have chosen.  The Search parameters are listed below: 

Search Field Results 

Choose 1 of the following: 

Unaffirmed/Alert Displays all the unaffirmed and alert records that contain your ŦƛǊƳΩǎ clearing number as a Major or 
Contra firm.  Unaffirmed data can be changed or deleted and Alert data can be accepted or rejected. 

Unaffirmed Displays all the unaffirmed records that contain your ŦƛǊƳΩǎ clearing number as a Major or Contra firm.  
Unaffirmed data can be changed or deleted. Status equals UNF. 

Alert Displays all the alert records that contain your ŦƛǊƳΩǎ clearing number as a Major or Contra firm.  Alert 
data can be accepted or rejected. Status = ALT. 

Affirmed Displays all affirmed SOS transactions resolved on the current business day (unless otherwise 
specified) that contain your clearing number as a Major or Contra Firm.  No actions can be taken on 
these records. Status = AFF. 

Delete Displays all SOS transactions deleted on the current business day (unless otherwise specified) that 
contain your clearing number as a Major or Submitting Firm.  No actions can be taken on these 
records. Status = DEL. 

Fill in the desired fields from below 

Date Displays all SOS transactions that meet the search criteria  for the  specified date 

Symbol Displays all SOS transactions that meet the search criteria for the specified symbol 

MPID Displays all SOS  transactions that meet the search  criteria for the specified MPID 

Buy/Sell Displays all SOS transactions that meet the search criteria and your firm is on the specified Side. 

 

¶ Any basic search must consist of at least one of the show only buttons being selected; Unaffirmed/Alert, Unaffirmed, Alert, 
Affirmed, Deleted.  

¶ The Trade Search parameters the user may set to retrieve the trade information include: Date; Symbol; Buy/Sell; Clearing 
Firm; MPID 

¶ The Clearing Firm will default to the Firm the user logged in as and cannot be changed. If the user has access to another 
ŦƛǊƳǎΩ data, they will need to log out and log back in to see the other firm data.  

¶ All Search results, can be exported to Excel 

¶ Once the Trade Search results are present, the user can select a single item and additional action buttons become available 
to Adjust, Delete, Accept or Reject the item. 

¶ ¢ƘŜǊŜ ƛǎ ŀƭǿŀȅǎ ŀƴ ƻǇǘƛƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƻ ŎƭƛŎƪ ǘƘŜ ά!55έ ōǳǘǘƻƴ ŀƴŘ ōŜ brought to the add screen. 

¶ There is a refresh key at the bottom of the screen that will refresh the search and bring in any new items added  
 



 
 

16 
October 2013 GEMS Stepout Service Reference Guide Version 4.0  

 

All searches display the following criteria: 
 

Field Name Description 

Date Displays the Trade Date of the SOS record 

Line # Displays a Sequential Line Number for results on the page 

Status Displays the status of the record is Unaffirmed (UNF), Alert (ALT), Affirmed (AFF) or Deleted (DEL) 

Reject Displays if an item has been Rejected (REJ), is a correction (COR) or is a reversal (REV) 
B/S Displays the Side for your Firm; Buy or Sell 

In/Out Displays if your Firm is Stepping In or Out 

Qty Displays the share quantity of the record 

Symbol Displays the Symbol for the record 

Net Money Displays the Net Money for the record 

Price Displays the Price for the record 
Firm Displays your firm 

Contra Firm Displays the firm who is counter-party  

Major MPID Displays your MPID 

Contra MPID Displays the MPID for the counter-party 

Control Number System assigned number 
Account ID Account ID or other information entered by your firm 

Time Time Record was added 

 

  

Search 

Criteria 

Search 

Results 
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SOS ADD 

 
 
When a user wants to add a transaction, they click on the Add button and are brought to a pop-up screen 
where they will add the details of the transaction. Available fields for an add transaction are as follows: 
 

Field Name Description 
Clearing Firm Defaulted based on login 
Trade Date Defaulted to current date, can be backdated, and cannot be dated in future. Required Field. 
Symbol {ŜŎǳǊƛǘȅ {ȅƳōƻƭΦ aǳǎǘ ōŜ ǾŀƭƛŘ ǎȅƳōƻƭΦ wŜǉǳƛǊŜŘ CƛŜƭŘΦ 

Buy/Sell ¦ǎŜǊ ŎƘƻƻǎŜǎ ŦǊƻƳ ŀ ŘǊƻǇπŘƻǿƴ ǿƘŜǘƘŜǊ ǘƘŜȅ ŀǊŜ ōǳȅƛƴƎ ƻǊ ǎŜƭƭƛƴƎΦ wŜǉǳƛǊŜŘ CƛŜƭŘ 

StepIn/Out ¦ǎŜǊ ŎƘƻƻǎŜǎ ŦǊƻƳ ŀ ŘǊƻǇπŘƻǿƴ ǿƘŜǘƘŜǊ ǘƘŜȅ ŀǊŜ ǎǘŜǇǇƛƴƎ ƛƴ ƻǊ ǎǘŜǇǇƛƴƎ ƻǳǘΦ wŜǉǳƛǊŜŘ CƛŜƭŘ 

Cor/Rev ¦ǎŜǊ ŎƘƻƻǎŜǎ ŦǊƻƳ ŀ ŘǊƻǇπŘƻǿƴ ƛŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ƛǎ ŀ ǊŜǾŜǊǎŀƭ ƻǊ ŀ ŎƻǊǊŜŎǘƛƻƴΦ [ŜŦǘ ōƭŀƴƪ ƛŦ ƛǘ ƛǎ 
ƴŜƛǘƘŜǊΦ 

Quantity*  {ƘŀǊŜǎΦ wŜǉǳƛǊŜŘ ŦƛŜƭŘΦ 

Net Money*  hǇǘƛƻƴŀƭ ŦƛŜƭŘ ǊŜǉǳƛǊŜŘ ƛŦ ǇǊƛŎŜ ƛǎ ƴƻǘ ŜƴǘŜǊŜŘΦ  
 

Price*  hǇǘƛƻƴŀƭ ŦƛŜƭŘ ǊŜǉǳƛǊŜŘ ƛŦ bŜǘ aƻƴŜȅ ƛǎ ƴƻǘ ŜƴǘŜǊŜŘΦ bǳƳŜǊƛŎ мм ŎƘŀǊŀŎǘŜǊǎ όƛƴŎƭǳŘŜǎ ŘŜŎƛƳŀƭ Ǉƻƛƴǘύ 

Contra Firm /ƭŜŀǊƛƴƎ CƛǊƳ ƻƴ ƻǘƘŜǊ ǎƛŘŜ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ пπŎƘŀǊŀŎǘŜǊǎ ŀƭǇƘŀΦ wŜǉǳƛǊŜŘ CƛŜƭŘΦ 

Major MPID ¦ǎŜǊ Ŏŀƴ ŜƴǘŜǊ ǘƘŜƛǊ atL5 ƻǊ ƻǘƘŜǊ ƛŘŜƴǘƛŦƛŜǊΦ пπŎƘŀǊŀŎǘŜǊǎ ŀƭǇƘŀκƴǳƳŜǊƛŎΦ hǇǘƛƻƴŀƭ CƛŜƭŘΦ 

Contra MPID ¦ǎŜǊ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ atL5 ƻŦ ǘƘŜƛǊ ŎƻǳƴǘŜǊπǇŀǊǘȅΦ пπŎƘŀǊŀŎǘŜǊǎ ŀƭǇƘŀκƴǳƳŜǊƛŎΦ hǇǘƛƻƴŀƭ CƛŜƭŘΦ 

Account ID (old comments) ¦ǎŜǊ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ !ŎŎƻǳƴǘ L5 ό¢ŀƎ мύ ƻŦ ǘƘŜ ƻǊƛƎƛƴŀƭ ƻǊŘŜǊ ƻǊ ƻǘƘŜǊ ƛŘŜƴǘƛŦȅƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴκ CǊŜŜ 
CƻǊƳΣ ƻǇǘƛƻƴŀƭ ŦƛŜƭŘΦ /ƘŀǊŀŎǘŜǊ он ōȅǘŜǎΦ 
 

Reversal/Correction ¦ǎŜǊ ŎƘƻƻǎŜǎ ǊŜǾŜǊǎŀƭ ƻǊ ŎƻǊǊŜŎǘƛƻƴ ŦǊƻƳ ŀ ŘǊƻǇπŘƻǿƴΦ 5ŜŦŀǳƭǘǎ ǘƻ ōƭŀƴƪ ŦƻǊ ǊŜƎǳƭŀǊ ǘǊŀƴǎŀŎǘƛƻƴΦ  

 

ϝbh¢9Υ hƴ ǘƘŜ {h{ !ŘŘ {ŎǊŜŜƴΣ vǳŀƴǘƛǘȅ ƛǎ ǊŜǉǳƛǊŜŘ ŀƭƻƴƎ ǿƛǘƘ bŜǘ aƻƴŜȅΣ ƻǊ tǊƛŎŜΦ LŦ ŀƭƭ ǘƘǊŜŜ ŀǊŜ ŜƴǘŜǊŜŘΣ ǘƘŜȅ ŀǊŜ ƪŜǇǘ ŀǎ 
ŜƴǘŜǊŜŘΦ LŦ ƻƴƭȅ vǳŀƴǘƛǘȅ ŀƴŘ bŜǘ ƳƻƴŜȅ ŀǊŜ ŜƴǘŜǊŜŘΣ ǘƘŜ tǊƛŎŜ ƛǎ ŎŀƭŎǳƭŀǘŜŘΤ ƛŦ ƻƴƭȅ vǳŀƴǘƛǘȅ ŀƴŘ tǊƛŎŜ ŀǊŜ ŜƴǘŜǊŜŘ bŜǘ aƻƴŜȅ ƛǎ 
ŎŀƭŎǳƭŀǘŜŘΦ 
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¶ hƴŎŜ ŀƭƭ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŜƴǘŜǊŜŘ ǘƘŜ ǳǎŜǊ Ƙƛǘǎ ǘƘŜ {ǳōƳƛǘ ōǳǘǘƻƴ ŀƴŘ ƛǎ ǇǊƻƳǇǘŜŘ ǿƛǘƘ ŀƴ ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ 

ǿŀƴǘ ǘƻ ŀŘŘ ǘƘƛǎ ǘǊŀƴǎŀŎǘƛƻƴέ ōƻȄ ǘƘŀǘ ǘƘŜȅ Ƴǳǎǘ ŎƻƴŦƛǊƳ ōŜŦƻǊŜ ǘƘŜ transaction is submitted. 

 

 

Multiple Adds  

 

 

Import Button available 

on all screens for 

Multiple Adds 
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Users can elect to perform multiple άŀŘŘǎέ by using the GEMS SOS Add Excel Spreadsheet and the Import 

Tab available from any GEMS Screen. First the user fills out the spreadsheet below (the actual spreadsheet 

will be sent to all firms under a separate cover).  

Date 

Symbo

l 

B/

S I/O 

Clear 

Firm 

Contra 

Firm Qty 

Net 

Money Price 

Major 

MPID 

Account 

ID C/R 

Contra 

MPID  

M  M M M M M M C C O O O O 

M = Mandatory 

C = Conditional 

O = Optional 

¶ Date = MM/DD/YYYY 

¶ Symbol is compressed, no spaces or special characters 

¶ B/S is filled in with άōuyέ or άǎellέ 

¶ I/O is filled in with άƛnέ or άƻutέ 

¶ Clear Firm is your own Clearing Firm Alpha or 4-digit number (does not require leading zeroes) 

¶ Contra Firm is Alpha or 4-digit number (does not require leading zeroes) 

¶ /κw ƛǎ ŦƛƭƭŜŘ ƛƴ ǿƛǘƘ άǊŜǾέ ƻǊ άŎƻǊέ 

¶ The fields in red and underlined are mandatory  

¶ Either Price or Net Money is mandatory 

o Quantity, Price and Net money need to be added as straight numbers, no dollar signs or 

commas.  

¶ After entering all the items to add (up to 500 rows), the user saves the Spreadsheet as Tab Delimited 

¶  The user then ŎƭƛŎƪǎ ƻƴ ǘƘŜ άLƳǇƻǊǘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ƻŦ the screen 

¶ A new screen is displayed with an Option to Load File.  

o The system prompts the user to select a file from their computer 

o The user selects the Excel file they saved 

o The rows will appear in a grid in GEMS 

If there were any syntax errors (missing a mandatory field, having a letter in the price etc.) the system will 

highlight the row and provide an error message 

o If the user receives an error, they will need to redo the spreadsheet and import again 

¶ Once importŜŘΣ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ά{ave to Databaseέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ Ǌƻǿǎ ŀǊŜ ŀŘŘŜŘ ǘƻ ǘƘŜ 

system 

¶ If there are any errors, the user will be brought back to the grid with an error message stating what 

the issue is. 

bh¢9Υ 5ǳǊƛƴƎ ǘƘŜ ά[ƻŀŘ CƛƭŜέ ƻǊ ά{ŀǾŜ ǘƻ 5ŀǘŀōŀǎŜέ steps, none of the Adds will be processed if an 

error is detected. 
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Grid where entries appear after Importing Spreadsheet 

 

 

  

Load File Button 
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Example of an error message when Importing spreadsheet 

 

Error message displays which row had an issue and what the issue was. 

SOS ADJUST/DELETE 

 

This screen is used so the user can Adjust or Delete any Unaffirmed items previously entered for their Firm.  
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¶ From the Search Results screen, select a single row of an Unaffirmed record. 

¶ The Adjust/Delete button on the bottom of the screen becomes visible. 

¶ Click on that button and a box appears with the details of the record chosen 

¶ The user can update any of the fields on the record except their own Clearing Firm 

¶ Once all the data ƛǎ ǳǇŘŀǘŜŘΣ ǘƘŜ ǳǎŜǊ Ƙƛǘǎ ǘƘŜ ǎǳōƳƛǘ ōǳǘǘƻƴ ŀƴŘ ǘƘŜȅ ŀǊŜ ǇǊƻƳǇǘŜŘ ǿƛǘƘ ŀƴ ά!ǊŜ ȅƻǳ ǎǳǊŜέ ōƻȄ ǿƘƛŎƘ Ƴǳǎǘ 

be confirmed to make the change. 

¶ If the user decides not to put through the change as entered, they will click the Cancel button and return to the 

Adjust/Delete screen after confirming that they want to cancel their changes. 

¶ LŦ ǘƘŜ ǳǎŜǊ ǿŀƴǘǎ ǘƻ 5ŜƭŜǘŜ ǘƘŜ ¦ƴŀŦŦƛǊƳŜŘ ƛǘŜƳΣ ǘƘŜȅ ǿƛƭƭ ǎŜƭŜŎǘ ǘƘŜ ά5ŜƭŜǘŜΩ ōǳǘǘƻƴ ŦǊƻƳ ǘƘŜ !ŘƧǳǎǘκ5ŜƭŜǘŜ .ƻȄΦ 

¶ ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǿƛǘƘ ŀƴ ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ǘƘƛǎ ǘǊŀƴǎŀŎǘƛƻƴέ ōƻȄ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ŎƻƴŦƛǊƳŜŘ ǘƻ 

complete the deletion. 

Multiple Deletes  

 

Users can select multiple Unaffirmed items to Delete in one action.  

¶ From the search screen, the user clicks the boxes next to any Unaffirmed row they wish to delete and the Multi 

Delete button at the bottom of the screen becomes available 

¶ User clicks Multi Delete and a Pop-up Window appears 

Select Boxes for Multiple 

Deletes and Accepts 

Multi Delete Button 
















































