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Preparing an upload template 
1. Open the 10 Cents a Meal invoice submission template. You must use this template. Do not alter 

the column headings.   

2. Type or copy/paste the purchased items 

3. Required fields: 

a. Product 

b. Farm 

c. Farm County 

d. Unit 

e. $ Amount 

4. Save the template on your computer with a name that makes sense to you. For example, 

October Farmer’s Market, or July GFS. 

Submitting the data 

1. Log in to your account in GEMS/MARS. If you do not have access to GEMS/MARS, here is a 

document with instructions for setting up a User. 

 

 

https://www.michigan.gov/documents/mde/GEMS_-_Getting_Access_10-15-18_636123_7.pdf
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If you are completing a new security form, you will choose the form for Sub-Recipient User 

 

 

2. Under “My Pending Tasks,” select “Create a 10 cent submission.” 

 

3. A window will then pop up on the page where you can select the District and Month you are 

submitting invoice data for. In addition, you can give the submission a title, such as the 

distributor. Then click “Submit.” 
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4. Your new submission will now appear at the top of “My Pending Tasks.” Click on this new task. 

 

5. A pop-up will then appear for you to upload your prepared invoice Excel file template.  

a. Step 1: click on “Choose File”  

b. Step 2: select your relevant Excel file  

c. Step 3: click on “Load Template.” As a reminder, these fields are required in your Excel 

file: Produce Item, Farm, Farm County, Unit, and Cost Amount. 

 

1. 
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These Fields are Required: 

 

 

3. 

2. 
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6. Each product in the invoice will then appear as an entry in your invoice submission. You can now 

enter in the “Total Meal Count for Month” and click “Save” to submit for approval. Meal Count 

is a required field, but if you do not have that number available you can enter in “0.”  

You should then see a pop-up with the message: “Data submitted successfully.” 
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Editing an Invoice Submission – Original submission was made by you 

1. Changing a line item: If you need to make edits to a submission (removing or changing a product 

entry), you will first add additional rows to your updated Excel file that show additions or 

subtractions in the Unit and $ Amount of Product. An example is shown below.  

 
Adding items:  If you need to add items to a submission, you will need to create a new Excel 

template file, and upload following steps 4 through 6 of “Submitting an Invoice.” 

2. Once you’ve updated your Excel file, click on your already-created submission in GEMS/MARS. 

 

3. The submission window will appear, where you can click “Choose File,” upload your updated 

Excel file, and click “Load Template.”  

 

 

 

 

 

1. 2. 
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4. Your updated file will now appear with the rows indicating the changes being made to a product 

entry. Check that the changes are accurate, then click “Save” to submit the updated Invoice. 

 

5. NOTE: This submission editing procedure is only available if the status of your submission is 

“Pending.” If your submission has already been approved or denied, you will need to create a 

new submission for those changes following Step 2 through 6 of “Submitting an Invoice.” 

6. If you need to remove the submission entirely, you can click on the Red X under “Remove” at 

the right-side of “My Pending Tasks.” 
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Editing an Invoice Submission – Original submission was made someone other than you  
1. If you want to add to or view a submission made by the other authorized user in your 

institution, start with “Create a 10 cent submission” 

 

2. Before selecting a district and month, click the link to add another user’s submission to your task 

list 

 

3. You may then proceed with the steps for “Editing an invoice submission.”  
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Checking the Status of Your Submission 
4. To check the status of your submission, log-in to GEMS/MARS. From here, click on the 

submission you want to check. Under the column “Submission Status,” you can view which 

invoices have been approved or denied. 
 

 

5. In the same way, you can check the Payment Status column to see when submissions have been 

paid. 


