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Purpose

[l To further explain the new Staff Plan,
Contractors/Vendors pages and Budget Detail
entry, the Michigan Department of Education
has created a step-by-step procedure for

completing these pages and entering items into
the Budget Detall.

Please follow these instructions carefully.

Don’t hesitate to contact your lead consultant if
you have questions.

B Pat Hennessey — hennesseypl@michigan.gov

B John Taylor — taylorj8@michigan.gov

B |orraine Thoreson — thoresonl@michigan.gov

[ O
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Step 1: Log into MEGS

-~
I

MlCHlGArgi '
Education

MEGS: Michigan Electronic Grants System

Welcome to MEGS, the Michigan Electronic Grants System.

This system allows Michigan's schools to create, manage, submit, track, and amend their grant applications. Please type your
MEIS login and password in the text boxes below and click the "login® button to begin using MEGS.

Login:

Password:

rmdn to request one.

e
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Step 2: Select 2010-2011 215t CCLC
Application (in RED)—Click on View/ZEdit

21st Century Community Learning Centers Top
Application #0910-3752 Battle Creek Public School= Status: Grant Funds awvailable

Description: ED8060-Cohort E

Grants Access Lewvel Granted By
Application for 2009-2010 Authorized Official
WIEW | EDIT | ameno appuication | view nerorts | VIEW HISTORY | awano Packet

21st Century Community Learning Centers
Application #0910-3751 Battle Creek Public School= Status: Grant Funds awvailable

Description: EDB061 - Cohort E
Grants Access Level Granted By
Application for 2009-2010 Authorized Official
WIEW | EDIT | ameno arpuicarion | view rerorts | VIEW HISTORY | awano packet
21st Century Community Learning Centers Top

Application #1011-1099 Battle Creek Public School=s

Description: ED8029 - Cohort E

Access Level Granted By

) 10-2011 authorized Official
beLete apruicamion | view rerorts | VIEW HISTORY

Application for N
WIEW [ EDIT
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Step 3: Click on Staff Plan

GENERAL INFORMATION

: F Grant Contact and Fiscal Agent Information

------ \ﬂ Project Director Information

------ ﬁ‘ Co-Applicant and Consortium Members

= \ﬂ Add/Review Co-Applicant and Consartium Members

----- \ﬂ Project Abstract
----- \ﬂ Sites for the Grant

----- = ~taff Flan Dawnload
----- \ﬂCnntractnrsHUendnrs
- é Contractors/Vendors Download

May 27, 2010
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Step 4: Complete
Staff Plan

Select Site
Select Function Code

01 N

Enter Number of Staff of
that type, Hours, Days,
Weeks, and Rate Per Hour

Enter benefits by
percentage in decimal

[

format (12% = .12) <\

[0l FTE/Hours, Salary, and
Benefits total will populate
when you click SAVE

View Printable Version

Please select a page to view:

Ann J Kellogg Elementary School - 306 Champion Street - Battle Creek - MI - 111 - Assistants/Para Pros v
(5)

CHECK SPELLING SAVE

BATTLE CREEK PUBLIC SCHOOLS (13020)

STAFF PLAN
ANN ] KELLOGG ELEMENTARY SCHOOL - 306 CHAMPION STREET - BATTLE CREEK - MI -
111 - ASSISTANTS/PARA PROS

Select Description
B |f Other, type im

Instructions

¢ Use this form to summarize the 110 Basic Program Information for your program by detailing
the number of staff type you plan to or are using at each site, the number of hours per day,
the number of days per week, number of weeks per year, and the rate per hour.

¢ Each site requires a staff plan budget.

o After data for a line is entered, click SAVE.

o Click Add to add another staff member/type.

Site Name: ogg Elementary School - 306 Champig
Function Code:
. _—
Description: aigaf=/Para Pros v

Other: ’Assistants!Para Pros «
Number of Staff: |3

Site Coordinators
Assistants/Para Pros
Group Leaders
Teachers

Other

N

Hours Per Day: |3
Days Per Week: |5

Number of Weeks
Per Year:

Rate Per Hour: |{g

TE/Hours:
Salary:
Benefits: (121

Benefits total:

Please select a page to view:

Ann J Kellogg Elemer ool - 306 Champion Street - Battle Creek - MI - 111 - Assistants/Para Pros v
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Step 4: Complete Staff Plan,
continued

Viiew Printable Version

TO add Staff' Slease select 3 page o view | DOV Bay - 48475 iaple Diive - DollarBay- M ¥ [ao] ()
CIICk Add o |} oueoxserne | swe | oeer |

Complete form
for each Staff

Note: Do this for each staff category
Type and for each site. Don’t forget summer
Function Code programming (Function Code 119).
= At least one staff type must be entered
C||Ck Save per site or you will receive an error.

Note: If you click Add after you have entered all the staff, a blank staff plan
page will appear. This will cause an error. Delete the blank page.
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Step 4: Complete Staff Plan,
continued

To edit previous staff:

[0 Select page from the drop down menu
0 Click GO
0 Make edits
0 Click SAVE
Plezse select = page to view
Cobumn Elementary School - 38 Fairhome - Battle Creek - MI- 117 - Other - Cook v([eo]

Ann J Kellogg Elementary School - 306 Champion Street - Battle Creek - MI- 111 - Assistants/Para Pros
Ann J Kellogg Elementary School - 306 Champion Street - Batile Creek - MI- 111 - Site Coordinators
Coburn Elementary School - 39 Fairhome - Batile Creek - Ml - 111 - Other - Cook

Coburn Elementary School - 33 Fairhome - Battle Creek - Ml - 111 - Site Coordinators

ADD CHECK SPELLING

l\ SAVE DELETE
VIEW PDF \/
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Step 5: Print Staff Plan
Download

Click on Staff Plan Download
An Excel spreadsheet will appear (example below)

Print spreadsheet (you may need to change print settings to print on
one page.)

Use ONLY the yellow highlighted rows to enter totals into your Budget
Detail by SITE and FUNCTION CODE

O OO0

. D ays H umber of
Site Hame Function |, o o ription Humber of [Hours |, Weeks Per [Rate Per Hour [FTE Hours |Salany IBeneﬁts IBeneﬁts Total [Total
Code Staff Per Day
Week v ear
Blea verton High schoo 11 5] =ite Coordinstors 1 75 4] ETS 25 4420 T560|  355,11.00] 45 16%, $15,006.00]  $50,067 .00
Beaverton Mol Schoo TT35[Te achiers s S LR E! kT pric Ted oro|  T14,550.67 L3 Iz ora oA T6,.009.16
Biea verton Hioh Schoo TT5[Te achers T = o05sT s o]z i) TEG. 217 T35.07 2 06 L TE10.66 T 407 52
Diea werlon High Schoo 1 1§ASS|3'tantS.fPara Pros= 1 1 .944.207 4 g 1.4 == F3.191.72 16 HoT0. . .
Blea verion High Schoo TT15[Te achers i R 7 LEEE o oo %1221 o L RS LRGSR
Beaverton High Schoo TTS[Teachers b LS 7 s T a PEE! TT.555.60 L Tooo.o0 T 505,00
Beaverton High Schoo TTS[COther T =A7153 7 s TO.35) TS T2,350.60 L T30 T2 050,50
E000 Crock et K oad -
Bleaverton - kil 113] sitedFunction Subtotal 2a71 74| $61,900.74]% §20,142.36|] $52,043.10
Bea verton Mol Schoo TTo[Te achiers i BT ! 5 ] TS O0s To.990 .40 L Tora.ra L=
Beawerion High Schoo TT0| E=sistar = ara Pros i RS E! g 1.9 R TT.005 15| L TG0 o0 G
Blea verion High Schon TTa| Ot her il EEELEE E! T0 55 R | To1 .61 L EEER] o0 51|
Beaverton High Schoo TTO[Cther T TE E! (= TO.35) =] To=1.00 L TO0. 56 Tr=0.06
Beaverton High Schoo TTO[Cther T = E! i T a TR TZ.o54.00 L TA26. 24 T3 000, 29
S0O0 Crock et Foad -
Bleaverton - kil 119] sitedFunction Subtotal 773957 $10,09714]% 1 61554 $11,712.68
Beaverton Foh Schoo Tte T ot al Tran To|  F01.097.00 T2 7or.00] 395.755.70

Note: It may be helpful to leave the Excel spreadsheet open when entering the budget. This way you
can copy and paste the site name from this spreadsheet into the Budget Item Description field on the
Add Budget Item page.
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Step 6: Enter Staff Pl
Budget Detall

an in

Capital
Du‘;:luy

Budget

Budget
Summary Detail

; PIusfMinus

Quick Links: Add Personnel | Add Other | Add Capital Qutlay | Download Budget Detail

O

District Code | Grant Number CFDA Number | Project Type | Starting Date Ending Date Fiscal Year
| 13020 | 112110 | | sazszc | Reguiar | 070172010 | 06/307/2011 | 2011 |

O

Select the appropriate Function Code
for this budget item:

| 7

Provide a specific description for this budget item. Do not repeat the Function Code description selected in the

EnEer H [=] HO al EIITIOL,IHE EISSOCIEIEEH WIEF EF =] BUHQEE IEEI’IT. EnEer El amcunE Inonly one BOX unless EF =] |Iem is

Personnel. Personnel must have both Salaries and Benefits. To enter Capital Outlay, use the Quick Link: Add
Capital Outlay.

Indicate if budget item r

cal .

LV E

Purchased Services (2000, Supplies & Materizls Other Expenszes (7000,

5|ﬁm%—5 ;——-

f Safaries, enter the FTE or Hours:

To add staff:

Click the Add Budget
Item tab

Select function code
(either 111, 112, 113,
or 119)

Enter the name of the
site (nothing else)

Enter amount(s) from
the yellow highlighted
rows on the Excel
spreadsheet in Salaries,
Benefits and Hours

Click Add Item

FTE Hours!
\ L — -
<+ Note: Each yellow highlighted row
VIEW BUDGET SUMMARY I VIEW BUDGET DETAIL I VIEW CAPITAL OUTLAY iS a Separa’te item to be entered On
[ ADD BUDGET ITEM |ubaET sumMARY PLUSMINUS]| -
the Budget Detail.
May 27, 2010 10
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Step 6: Enter Staff Plan In
Budget Detall - Example

b i Add Edit | Delete ;
Budget Budget Capital Budget Budnet Budaet Budget Summary
summary Detail Outlay il Dotail Detail Plus/Minus
Quick Links: Add Personnel | Add Other | Add Capital Qutlay | Download Budget Detail
District Code Grant Number Project Number CFDA Number Project Type Starting Date Ending Date Fiscal Year
12020 112110 84.287C Regular 07 fol/2010 06f30/2011 2011

Grant Budget Items

110 Basic Programs

Purchased Supplies Other
FTE / Services B Capital Expenses
Func. Hours Salaries Eenefits 3000, Materizals Cutlay 7000,
Code Description {h] 1000 2000 4000 5000 5000 2000 Total
111 &Ann J Kellegg Elementary School - 306 27200 34,880 4,220 £38,100
Champicn Street - Battle Creek - MI
111 Coburn Elementary School - 35 1440k £21,.760 22,6323 24,2532
Fairhome - Battle Cresk - MI
111 Fremeont Elementary School - 115 E. i1z2g0h £20,.420 22,478 £22,958
Emmett Street - Eattle Cresk - MI
S440h 577,120 55,331 86,451

Sub-Total

[0 Note: This example is of a grant with only three elementary sites.
Summer programming is also not displayed. Don’t forget to enter
each site’s summer programming staff at each site under function
code 119.

May 27, 2010 11 _
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Step 7: Complete

Contractors/Vendors Page

Select Site

Select Function Code

View Printable Version

Blezse sslect = pags to view:

Ann J Kellogg Elementary School - 306 Champion Street - Battle Creek - MI - 119 - YMCA

¥ (3

CHECKSPELLING | SAVE | DELETE |

[ |

BATTLE CREEK PUBLIC SCHOOLS (13020)

CONTRACTORS/VENDORS
ANN J KELLOGG ELEMENTARY SCHOOL - 306 CHAMPION STREET - BATTLE CREEK - MI- 119 - YMCA

Add Description

Enter Number of

Staff, Hours, Days,
Weeks, and Rate Per
Hour

Purchased Services

amount will populate
when you click SAVE

Site Name:
Function Code:
Description:

Number of Staff

Rate Dol

QW Services
—

Instructions:

Use this form to summarize the 110 Basic Program Information for your program by detailing the number of
vendor staff you plan to or are using at each site, the number of hours per day, number of days per week,
number of weeks per year, and rate per hour.

+ If vendor staff are used each site requires a vendor staff plan.

After data for a line is entered, click SAVE.

Click Add to add another vendor.

Ann J Kellogg Elementary School - 306 Champion Street - Battle Creek -

o)
b
4

Hours Per Day 2
Days Per Week 5

Number of Weeks Per Year |g

o0

6,000

_—

Plesze select = page to view:

hool - 306 Champion Street - Battle Creek - M1 - 113 - YMCA v (2)

Ann J Kellogg Eleme

app_ | checkspeung | save ) peete
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Step 7: Complete
Contractors/Vendors Page
continued

To add additional contractors/vendors:
O Click Add

[l Complete form

0 Click Save

View Printable Version

Flease sslect = page to view: | DOllar Bay - 48475 Maple Drive - Dollar Bay - M A (2)

/.a.h cHEcksPELLING |  save | DeLeE
VIEW PDF

Note: If you click Add after you have entered all your contractors/vendors,
you will get a blank Contractors/Vendors page. This will cause an error.
Delete the blank page.

May 27, 2010 13 HlCHIGAN@
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Step 7. Complete Contractors/Vendors
Page continued

To edit previous contractors/vendors:

[0 Select page from the drop down menu
0 Click GO
[0 Make edits
[0 Click SAVE
View Printable Wersion
Ann J Kellogg Elementary School - EDEF;?E:I;ri;ij:::c;t?epe?EEE:tt;:gl:'eek- M- 119 - YMCA 3)

\

Ann J Kellogg Elementary Schoal - 306 Champion Street - Battle Creek - M- 111 - ABC Arts
Ann J Kellogg Elementary School - 306 Champion Street - Battle Creek - MI- 111 - YMCA

ADD | cHeEcksPELLING save J| bDeELETE

WIEWY LI
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Step 8: Print
Contractors/Vendors Download

O

=
L
=

Click on Contractors/Vendors Download
An Excel spreadsheet will appear (example below)

Print spreadsheet (you may need to change print
settings to print on one page)

Use ONLY the yellow highlighted rows to enter totals

into your Budget Detail by SITE and FUNCTION CODE

Humber of

Function Humber of |[Hours Per |Days Per|Weeks Per Rate Per |Purchased
Site Name Code D escription Staff Day Week Y ear Hour Services
Fordson High School 113|Boys to MEM Counseli 1 1 1 g 45 $360.00]
Fordson High School - 13800 Ford. Rd. -
Dearbarn - 113]Site/Function Subtotal $3E0.00
Fordson High School Site Total $35EI.EIEI|
Miller Elernentary - 11 1|United States Tennis 2 1 3 12 a0 w ,EIEIEI.EIEII
Miller Elementary - T MAC A, 2 1 2 32 a0 %3 ,2EIEI.EIEI|
Miiller Elermentary - 4824 Lois - Dearborn -
Il 111|5itefFunction Subtotal 4 28000
killer Elernentary - 119 hAT A, 4 2 4 B 5001 82 ,AEIEI_DEII
Miller Elementary - 45324 Lois - Dearborn -
Il 1195ite/Function Subtotal $2 40000
Miller Elermentary - Site Total b5 ,EBEI.EIEI'

May 27, 2010
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Step 9: Enter Contractors/Vendors

In Budget Detall

Budget
Detail

Budget
Summary

Capital Budget Summary
Dutlay Blus/Minus

—
Quick Links: Add Personnel | Add Other | Add Capital Outlay | Dowmloau o2~ Netail
District Code | Grant Number | Project Number | CFDA Number | Project Type | Starting Date
| Regular I 07/01/2010

Ewiagalate | Fiscal Year |
u

06/30/2011

13020 | 112110 [ [ asa.2src

Application for 2010-2011 Budget Item for Battle Creek Public Schools

Select the appropriate Function Code Indicate if budget item represents
for this budget item: |§al agency share.

| vl 3

To add
contractors/vendors:

[0 Click the Add Budget
Item tab

[1 Select function code
(either 111, 112, 113,

Provide a specific description for this budget item. Do not repeat the Function Code description selected in the

Enter the dollar amount associated with the budget item. Enter an amount in only one box unless the item is
Personnel. Personnel must have both Salaries and Benefits. To enter Capital Outlay, use the Quick Link: Add
Capital Outlay.

laries [ ; Gt . fichased Services (3000, supplies & Materials Other Expenses (7000,
Salaries (1000} EBenefits (2000} 4000) (5000) 8000)

or 119)

[0 Enter the name of the
site (nothing else)

[0 Enter amount in the

IR I N i —

If Salaries, enter the FTE or Hours:
FTE| | Hours| |

ADD ITEM ‘————

VIEW BUDGET SUMMARY | VIEW L | VIEW CAPITAL OUTLAY
| ADD BUDGET ITEM |BUDGET sumMARY pLUS MINUS]

Purchased Services box
[0 Click Add Item

A /
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Step 9: Enter Contractors/Vendors
In Budget Detall - Example

Budget
Suminmary

Quick Links:
Distict Code

Budget
Detail

K Viewr
C tal
Dc:_ﬁ':l ;;, I.nncpl:-'ﬁui_npe

Grant MNumber Project Number

Add Edit Delete
Budget Budget Budget
Item Detail Detail

Add Personnel | Add Other | Add Capital Outlay | D

CFD A Number

Budget Summary -

Plus/Minus

rnload Budget Detail

Project Type

Staring Date

Ending Date

Fiscal Year

BZ25F12000 102110 * 84.28FC Regular 03/ /012009 10/31,/,2012 2011
Grant Budget Items
110 Basic Programs
Purchased Supplies Other
FTE ¥ Services E=N Capital Expenses
Func. Hours Salaries Benafits 2000, Matarials Outlay Tooo,
Code Description [hl 1aao ZOoo 4000 S0oao [=3ujuju] g00a0 Total
111 mMiller Elementary - 4224 Laois - 4,250 4,250
Dearborn - MI
111 Riwer ©aks Elementary - 2OFSS Ann $£3.200 $3.200
Arbor Trail - Dearborn Heights - MI
STt $7.420 $7.450
110 Basic Programs
Purchazed Supplies Other
FTE ¥ Serwvices 2 Capital Expenses
Func. Hours Salaries Benafits 2000, Matarials Outlay Tooo,
Code Description Lh) 1aao ZOoo 4000 S0oao [=3ujuju] g00a0 Total
113 Fordson High Schaool - 12800 Fard, Rd. $£3E0 £330
- Dearborn - MI
Sub-Total SFEEE SFEEE
110 Basic Programs
Purchased Supplies other
FTE f Services 2. Capital Expenzes
Func. Hours Salaries Benefits =000, Materials Cutlay Fooo,
Code Cescription [kl 1000 ZOooo 4000 S000 [=3ninjn] s000 Total
119 Miller Elementary - 4224 Lois - $2.400 $z2.400
Dearborn - MT
Sub-Total $z2.400 $=2.400
May 27, 2010 17
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Step 10: Checking for Errors
and Submission

tain beny Help Logout

Application Menu Repart Men v Emrorz 3eport Errors Yiew Comments

[0 Click Errors - MEGS will perform a check for technical errors and will
present the information on this page.

General Information / Program Information

o Staff Plan: 111 All fields must be completed, zero is acceptable,
o Contractors/endors: All fields must be completed, zero is acceptable,

Errors may be caused by a blank page. Click the link and delete the blank
page or correct the problem.

Run the error checking until the screen indicates:
NO ERRORS HAVE BEEN DETECTED IN THIS APPLICATION.
[0 Now your level 5 is ready to “Submit” the application!

GLIEHIT APPLICATION
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Questions

If you have any questions, please
contact your lead consultant:

B Pat Hennhessey —
hennesseypl@michigan.gov or
(517) 241-4779

B John Taylor — taylorj8@michigan.gov or
(517) 241-3946
B Lorraine Thoreson —

thoresonl@michigan.gov or
(517) 241-4974
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