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Applying for the Fruit and Vegetable Program in MEGS

Applying for the Fruit and Vegetable Program in MEGS
1. Purpose
Applications for the FY2006 Fruit and Vegetable Program will be made using the Michigan Electronic Grants System (MEGS).  This document provides guidance for applicants in how to use MEGS to complete the application.
2. MEIS Account

You need to have a valid Michigan Education Information System (MEIS) account, before attempting to log in to MEGS.  If you do not have a MEIS account, go to http://meis.mde.state.mi.us/userman and follow the steps to obtain one.  If you need help establishing a MEIS account, or to reset your password, contact the MDE Helpdesk at (517) 335-0505.

Be sure to record the assigned user id, MEIS account id and initial password.  Then, in MEIS immediately change the initial password to one you will remember.

3. Initiating an Application

Your agency should already have one or more persons with MEGS authority as an Authorized Official (Level 5).  An Authorized Official must log in to MEGS and initiate the Fruit and Vegetable application.
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Each application will include one school.  If your agency wants to apply for multiple schools, initiate additional applications for each of those schools.

4. Controlling Access to the Application

If staff have not used MEGS before, the Authorized Office must “Add Users to MEGS”.  They must have the user’s MEIS id (see Section 2) to perform this step.
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The Authorized Official must add the Food Service Manager/Director to the application, and designate that person as the main contact for the application.
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Authorized Officials have likely performed these steps before for other MEGS grants.  If Authorized Officials need guidance in this process, they can refer to the MEGS Website Training Presentation “MEGS Training for 2005”.

5. Accessing MEGS
After you have been granted access to MEGS and to the Fruit and Vegetable application, you can perform these steps.

1. Open Internet Explorer (version 6.0 or above) or Netscape (version 7.0 or higher).  Access MEGS at http://megs.mde.state.mi.us/megs/.   On this page, select Login to MEGS.
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2. From the initial page, you can also access the MEGS Website.  The website provides access to further information on how to use MEGS, including answers to common questions and further training materials.
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3. Login to MEGS using your MEIS login name and password.
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4. After you log in, your Main Menu should contain a block for the Fruit and Vegetable application.  Click View/Edit to proceed.
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6. Tips on Navigating in MEGS

While in MEGS, AVOID use of the browser Back and Forward buttons.  Always use links and buttons provided on the MEGS pages themselves.

A standard blue header bar is available, containing common functions.  Use “Help” to access more information about the current page. 
“Logout” permits you to log out from MEGS; when returning, all data previously saved in the application will be available to continue.
On the Application Menu, “Important Information” presents information important for you to review before you complete the application.

“View a PDF of this application” and the PDF buttons on the pages provide an Adobe Acrobat Reader Portable Document Format (PDF) of that information in a separate window, for easy consistent printing.

Sometimes links or buttons are “greyed out”, unavailable for your use.  MEGS controls the availability based upon security levels and status of the application.  For example, once your application is submitted, you can view it but not Save any changes unless the application is returned for modifications, or approved and an amendment is initiated.
7. Completing the Application General Information Section
The Application Main Menu is shown below.
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1. Select “Add/Review Schools”.  If a school has already been added, it will appear on this page.  If it hasn’t been added, click Add A School.
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2. On the “Add A School” page, enter the five digit building code for the school, and Click Save Selections.
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3. Use the button on the page to return to “Add/Review School.  Confirm that the school appears.  Then, click “Application Menu” in the blue header on the top of the page, to return to the Application Main Menu.

8. Completing the Application Program Information Section
1. The required pages in the Program Information Section will now be shown.  Click on “School Data”.
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2. Click Save, and many of the items will be loaded/completed for you.  Enter the data requested in the remaining boxes.  You may Save repeatedly as you enter and/or change the data.  

Always click Save before leaving this and all pages in MEGS on which you have made changes.
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3. In the header, click “Application Menu”, then click on “Proposal”.  Answer the items.  Click Save.

[image: image13.png]ek spere | _swve [ oo ] oeee

NORTHVIEW PUBLIC SCHOOL DISTRICT (41025)
NORTHVIEW HIGH SCHOOL (41025)

BUILDING CODE: 02768

1. Tell us briefly how your school intends to implement the program. For example, are you planning to have
carts or stands in the hallway, offer fruits and vegetables in the classrooms or have free vending machines?
What time(s) of day would the fruits and vegetables be made available?
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2, Please discuss any partnerships your school will have to support the program, Examples may include, but
are not limited to: partnership w/ local hospital, grocery stores, American Heart Association, etc
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3. Tell us briefly why we should choose your school. How will students benefit from the program? What do you
anticipate to be your major barrier to success and how will you overcome it?





9. Checking for Errors

1. When you have finished entering all information, you must click on the Error button in the header to check for errors.  
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2. If the application has any errors, error messages will be shown.  Click on the links in the error messages to go to the appropriate page, correct the error, re-save the page, and again check “Errors”.
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3. When you get no errors, your application can be submitted.
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10. Submitting Your Application

Only Authorized Officials (Level 5) can submit the application.  From the Application Menu, click Submit Application.  A Confirmation of Submission will be presented; when agreement with terms is indicated, the application is submitted.  The Food Service Manager/Director will receive an automated e-mail from MEGS confirming submission of the application.

11. Modifications

1. After your application is submitted and reviewed, it could be returned for modifications.  If it is returned, an automated e-mail will be sent notifying your agency of the need for changes.  An Authorized Official (Level 5) or Application Administrator (Level 4) can click “Modify Application” from the Main Menu.
2. Use View Comments to review comments made by MDE about changes required.  You can also enter and save comments to MDE.
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3. Navigate to the appropriate pages, make changes and Save.  Check for errors and resubmit the modified application, using the same processes as used for the original submission.
12. Questions?

If you have questions or problems: Contact the School Meals Office at 517/373-3347.
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