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Guardian Portal Guide for the Guardian and Enquiries Management System 

(GEMS) 

 

Registering on the new portal: step-by-step-guide 

 

The link for the new GEMS portal can be found here: 

https://ngoguardianportal.powerappsportals.com/. Please save this to your favourites for 

easy access in the future.  

 

1. Once you have successfully completed your Foundation Training Part 1 and 

have informed the office via enquiries@nationalguardianoffice.org.uk, you will 

be sent an invitation link to register on the new portal. The email will look like 

the below screenshot, and contain the link for you to register: 

 

 

https://ngoguardianportal.powerappsportals.com/
mailto:enquiries@nationalguardianoffice.org.uk
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2. You will then be taken to an invitation page, where you will need to click ‘Sign 

up now’ at the bottom of the page to progress your registration. Do not 

attempt to sign in. 
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3. You then need to type the email address you will be using for your Guardian 

role into the ‘Email address’ field. Please note: this will be the email address 

that also appears on the public directory on our website. You should then click 

on ‘Send verification code’: 
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4. Once you have clicked ‘Send verification code’ you will receive an email with a 

code like the one in the screenshot below. You should then copy and paste 

this code in to the ‘verification code’ box: 
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5. You will then be able to set your own password, as well as inputting your 

preferred first name and surname. This will complete your initial account 

creation: 
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6. Once you have done this, the ‘create’ button will be enabled, and you should be taken to 
the Guardian portal landing page, which looks like this:  
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7. As a Guardian, you should click on the button marked ‘Guardian Access’. You will then 
be taken to your Guardian Profile page, where you can fill in your personal and 
organisation’s information: 
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8. Please note:  you will not be able to type your organisation name in the box labelled 
‘Organisation Name’ – this is a look-up function box only. You should click on the 
magnifying glass symbol to take you a screen that will allow you to search for the main 
organisation you are a Guardian for: 
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9. You are then able to fill in details about yourself. Please note: the information on the 
first page of your profile is optional only and does not need to be completed in order to 
complete your profile.  
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10. On the next page, you will be asked to complete information about your employment in 
the Guardian role. Please note: all of these fields are mandatory. 
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11. You will then be asked to provide information on what Region and/or National Network 
you will belong to as a Guardian. You will also be asked what stage you are in in planning 
your mentor conversation, the date this took place and who you had this with. These are 
mandatory fields.   
 

• If you became a Guardian before April 2021, please enter the date ‘01/04/2021’ 
and input ‘N/A’ into the Mentor Name field.  
 

• If you are a new Guardian and haven’t yet planned your mentor conversation, 
please enter ‘Not Yet Planned’.  
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• You will need to return to the portal after your mentor conversation has taken 
place and change this to ‘Has Occurred’. You’ll then be able to input the date of 
your conversation and the name of who it was with. 
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Linking your Guardian Organisations  

 

12.  The next step of the registration process is to link your profile to the Guardian 
Organisation or Organisations you represent. If this changes, you can add or remove any 
organisations as needed. You can access this area by clicking on ‘My Guardian 
Organisation’ as in the screenshot below: 
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13. Once there, you need to click on the ‘Add Organisation’ button on the right-hand side of 
the page, highlighted in green: 
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14. You will then need to input the information about the Guardian organisation you are 
registering for. This includes the organisational address, CEO or equivalent information, 
organisation type and more. You will need to scroll down to complete the fields.  You will 
also need to do this for every organisation you represent, if you are a Guardian for more 
than one organisation.  
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15. You can either search for your organisation using the look up function by clicking on the 
magnifying glass icon next to the ‘Organisation’ field, as below: 
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16. If your organisation does not appear, you should double check first that you are inputting 

your organisation’s complete name (no acronyms) and that you are using the registered 
name of the entire organisation, rather than a hospital site.   

If you cannot find your organisation, you can add their details by clicking the ‘New’ button at 
the bottom left-hand side of the page (highlighted in green).  
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17. Clicking on the ‘New’ button will then enable you to input all relevant details about your 
organisation.  
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18. Please note: you must delete your name in the Primary Contact field (the green ‘X’ 
button) before clicking the ‘Submit’ button and creating the record. 

 


