The Quick Guide to Using MEGS (Version 7)

The Michigan Electronic Grant System (MEGS) is an on-line grant application system designed to facilitate the grant process.

Getting Started
To use MEGS you will need:

· A computer with an Internet connection.
· An email address.

· A web browser - Microsoft Internet Explorer version 6.0 (or higher) or Netscape Navigator version 7.

· Internet Explorer is the best browser to use with MEGS. 

· A MEIS Account.  If you do not have one go to http://meis.mde.state.mi.us/userman/, click the text Create a MEIS Account, and then follow the instructions.  

· An authorized official (level 5) for your agency who has completed and returned the MEGS security form to the Michigan Department of Education. (The form and instructions are at http://136.181.114.7/megs/MEGS-Security-Agreement.pdf )
Initiating the Application 

Either an Application Administrator (level 4) or one of district/recipient MEGS authorized officials must initiate the application in MEGS.  He/she can give access to people in your agency who will be involved in completing and reviewing the application.  

Helpful Hints

The following information is shown in the header for all pages in MEGS: name of the application, name and district code of fiscal agent for the application, application number (0304-1200) and status, and name and application security assignment of the MEGS user.

Caution:  Do not use the Back button on your Internet browser.  Navigate within MEGS by using application buttons or the links provided in the header and footer of each MEGS web page.  

Read the instructions and use the Help link for a more detailed explanation of the page you are on.  Keep updated on any information that is posted by the program office administering the grant program.

MEGS has a supporting website: http://136.181.114.7/megsweb/ 
What to Do If You Have Questions or Need More Information

Step 1:  Click the Help link in the header or footer of every page.  The Help link contains information that is specific to the web page that you are on.  Read the text, which contains both technical and program-related support. 

Step 2:  For technical questions and MEIS password questions, call the Michigan Department of Education help desk at: (517) 335-0505 or send an email message at: help-desk@michigan.gov.  

Step 3:  For content-related questions, contact your grant consultant. 

How to Login to MEGS

Step 1:  Close all of your Internet browser windows.  Open a new browser window and go to: 


http://meis.mde.state.mi.us/megs     

Step 2:  Click the blue Login to MEGS button.  This will take you to the MEGS login page.

Step 3:  Type in your MEIS login and password in the specified boxes.  Click the gray Login button.  If the log-in is successful, you will see the MEGS Main Menu Page.

How to Logout of MEGS

Every page has a Logout link in the header or footer.  Click this link to logout of MEGS.  All of the information that you saved will be there the next time that you login.
Initiating an Application in MEGS

Note: This can be performed by Authorized Officials (level 5) or Application Administrators (level 4).
Step 1:  Login to MEGS following the How to Login to MEGS instructions. 

Step 2:  Select the application that your agency wishes to apply for in the drop down box at the top of the page then click the Apply for a New Grant button.
Step 3:  Select the funding source(s)/grant(s). Click the circle under Apply Now next to the funding source.   Click the Apply button.  Note:  You can come back to this page (Review Grant Selections from the Application Menu.) and change your selections at any time in the application process. 

Step 4:  You are now on the Application Menu Page.  This page acts as the “homepage” for your grant application.

Step 5:  Click the Main Menu link in the header or footer of the page to return to the Main Menu and note that the application is now listed on this page.  The status will be Application in Progress.  The status of the application will change throughout the grant process.  To learn more about the statuses, click the Main Menu Help link.

Add Users to MEGS  Note: Only Authorized Officials (level 5).
Step 1: Identify individuals that will need access to MEGS and record their MEIS account IDs.  An example of the MEIS Account ID Number is A7007231. 

Step 2: From the Main Menu Page, click the link that says Add Users to MEGS.

Step 3: Follow the instructions on this page.  Verify the MEIS number, and then confirm the entry with Save. 

Review Agency Members registered in MEGS.  On the Main Menu use the Contact Information link to see all users in MEGS.  
Edit Your Contact Information  
Step 1: From the Main Menu Page, click the link that says Edit Your Contact Information. 

Step 2: Once you are finished, click the Main Menu link in the header or footer to return to the Main Menu Page.

Control  Access to Applications. Only Authorized Officials (level 5) or Application Administrators (level 4).  

Once people have a MEIS account that is entered into the MEGS system, you can assign them access to applications. 

Step 1: From the Application Menu Page, click the link that says Control Access to this Application.  
Step 2: The Edit/Delete Users from Application table shows all users with access to the application.  Users can be deleted, made inactive (temporarily deny access), made active (if marked as inactive), or assigned as a grant contact.

Step 3:  Add users in the bottom portion of the page:  Add Users to Application.   Add the MEIS number, assign a security level and use the Save button.   

Agency Members can also be added to grants using the Application Security link on the Main Menu.  Level 5 and level 4 users for specific grants can add users to grants without navigating to the Application Menu.  

How to Add Consortium/Grant Members to the Application

Note:  This can only be performed by Authorized Officials (level 5) or Application Administrators (level 4).  
A grant consortium is formed when districts/agencies with allocations from the state join together and authorize one district/agency to serve as the fiscal agent.  The fiscal agent submits the application and provides services and/or funds to its consortium members.  Districts/agencies participating in this arrangement are consortium members.  Grant members are districts/agencies that do not receive an allocation directly from the State, but do receive grand funds or as outgoing transfers from a fiscal agent.   MEGS allows fiscal agents to add Consortium Members or Grant Members based on grant legislation. 

Step 1:  From the Application Menu Page, under GENERAL INFORMATION, click the link that says Consortium/Grant Member Information.

Step 2:  Follow the instructions on the page.  

Step 3:  Once you have added a consortium member, the consortium member’s authorized official will have the opportunity to accept or decline the invitation.  On the Consortium/Grant Member Information Page, the date that the authorized official accepts or rejects is shown in the fourth column.  An “A” next to the date means that the invitation has been accepted.  An “R” next to the date means that the invitation has been rejected.

Note 1:  After you add a consortium member, the consortium member will not be able to apply for the application as a fiscal agent unless the consortium member’s authorized official declines the invitation to become a consortium member.

Note 2:  Grant members are automatically added to the application.  Their authorized officials do not accept or reject the invitation.

Note 3:  Authorized officials of consortium members accept the invitation by:

a) logging into MEGS, 

b) clicking the View/Edit button next to the name of the application they have been invited to join 

c) clicking the link that says Grant/Consortium Acceptance Information
d) clicking the circle that notes whether or not the agency will receive funds or just services from the fiscal agent 

e) clicking the Accept Invitation button.  The invitation can be rejected by following steps 1-3 and then clicking the Do Not Accept button. 

How to View/Edit an Application 
Step 1:  Login to MEGS.

Step 2: All applications that you have access are listed on the Main Menu Page.  To view/edit an application, click the View/Edit button next to the name of the application.

Step 3:  This is the Application Menu Page for the application.  You can verify your grant information by reviewing the information in right hand corner above the header.  Note your grant security level. 

Step 4:  IAW with your security level you can begin viewing or editing portions of the application by clicking the links that are listed under general information, budget pages, and program information.  If the application allows attachments, you can upload them by clicking the links under the attachment section.  

Step 5:  When you have finished viewing or editing a page, click the Application Menu link in the header or footer of the page to return to the Application Menu.  Note:  Make sure to click the Save button if you are editing information (adding information or making changes to existing information) to save your changes before leaving the page.

How to Submit an Application

Note:  Only Authorized Officials (level 5) of the fiscal agent are able to submit the application.

Step 1:  Go to the Application Menu of the application that you want to submit.  Scroll to the bottom of the application menu and click the button that says Submit Application.

Step 2:  Errors in your application will prevent submission of the application.  A list of errors will be presented.  Click the links to locate and then correct the errors.  Then go back to the Application Menu and click the Submit Application button again.  Note:  You can also view the errors by clicking on the errors link in the header and footer of the web pages before you click the Submit Application button.

Step 3:  If you do not have any errors in your application, you will be forwarded to a page that allows you to certify the submission of the application.  After you have read everything on this page, click the I Agree button. 

Step 4:  A page verifying the submission of the application will be displayed.  Print this page for your records.  An email will be sent to the main contact person listed for the application and also to the fiscal agent’s superintendent confirming the receipt of the application.  The submission confirmation will be displayed on the Application Menu.

Step 5:  If you want to continue using MEGS, click the link that says Click here to return to MEGS. This link will take you back to the MEGS Main Menu Page. The status of the application will be Application Submitted.

Note 1:  Once you submit an application, you can no longer delete it or edit any of its contents.

Note 2:  If the State of Michigan requests that you modify your application, the status will become Modifications     Required.  A Modify Application button will be activated.  The Application Administrator can click this button to begin making changes to the application.  The authorized official of the fiscal agent for the application must submit the modifications. 

Note 3:  If the application is awarded funding, the status will become Grant Funds Available to Applicant and the fiscal agent can go to the Grant Accounting System to submit financial reports and draw funds.  The application will also be able to be amended.  An Amend Application button will be activated next to the application in the Main Menu Page when it is permissible to amend the application.  

Note 4:  For detailed instructions on modifying or amending an application, click the Help link in the Main Menu Page header or footer.

Submitting Required Reports in MEGS

On the Main Menu in the grant section, there is an option for View Reports.  Available reports and specific information on the report requirements are contained in this section.  Once completed the grant report can be submitted by a level 5 or the level 4 of the grant.    
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