Auditors Guide to Using MEGS

Version 1.1 

Background.  The Michigan Electronic Grant System (MEGS) is an on-line grant application system designed to facilitate the grant application and management process.   Auditors properly registered in MEGS will be able to use MEGS to view and/or print applications for grants that have been submitted in MEGS.  Not all MDE grants are available in MEGS.   
The procedure outlined in this document will make it easier for auditors to use MEGS by eliminating the need for an auditor to use separate MEIS accounts to access different districts grant applications in MEGS.  Auditors will be able to use one MEIS account to access a variety of applications, once the district’s Authorized Official has granted access to the application. 
Getting Started.  To use MEGS you will need:

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

· A MEIS account registered in MEGS.  
· To get a MEIS account go to:  http://meis.mde.state.mi.us/userman/, click the text Create a MEIS 
Account, and then follow the instructions.   At the final step, print the account verification form.  
· To register in MEGS:  send the MEIS number to Vonda Combs (combsv@michigan.gov) with instructions to be added to the MEGS Audit Agency. 
· Access to specific grants from district/academy Authorized Officials.  

Note:  MEIS accounts have a username, password, and a MEIS number.  The username and password are used to log-
in MEGS.  The MEIS number is used to grant access to applications in MEGS. 

Note:  MEIS passwords are randomly generated and are case sensitive.  Passwords should be changed immediately 
after they are assigned.  Follow instructions on the MEIS userman page to change your password.

Gaining Access to Applications in MEGS.  MEGS Authorized Officials (Level 5) at every ISD, LEA, and PSA control permission for Auditors to view grants.  Auditors must provide a MEIS account number, and a list of grants in MEGS that are to be viewed by the auditor.   

Giving Access to Applications in MEGS.  Access to applications is controlled by Authorized Officials.  
ISD/LEA/PSA responsibility:  Grant access of auditors to grants.

· Log-In to MEGS.

· Use the View/Edit button for the grant to access the Application Menu.

· From the Application Menu, access the Control Access to this Application link in the Management Activities section.
· From the Control Access to this Application, use the Jump to Add Users to this Application  to add Auditors to the grant.  
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· Enter the auditor’s MEIS account.  Leave the security level as Level 1 (Viewer).  

· Optional: To stop access at a specific date, enter an Inactive Date.  Auditor access will stop on this date.   

· Once properly saved, the auditor will appear in the list of personnel with access to the grant.  

· Authorized officials can specify an ending date for access when the access is granted.

Helpful Hints for using MEGS
The header on all pages in MEGS displays the following information: 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.

Auditors may view screens or print pages.  Use the View PDF button to be able to generate copies of pages the grant.  The PDFs are created using the information stored in MEGS.   There is a one click option available to print the entire application.  This is accessed using the View a PDF of this Application link.  
MEGS has a supporting website: http://136.181.114.7/megsweb/ 
For 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.  

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.
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How to Logout of MEGS

Every page has a Logout link in the header or footer.  Click this link to logout of MEGS.  
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 an application, click the View/Edit button next to the name of the application.  If an application is not displayed on your Main Menu, then you do not have access to that 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.  

Step 4:  Begin viewing portions of the application by clicking the links that are listed under general information, budget pages, and program information.  

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.  

Edit Your Contact Information  
Step 1: From the Main Menu Page, click the link that says Edit Your Contact Information. 

Step 2: Click the Main Menu link in the header or footer to return to the Main Menu Page.
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