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Step-by-Step

2010-2011 
21st Century Community Learning Centers 

Continuation Application

Staff Plan, Contractors/Vendors, 
and 

Budget Detail
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Purpose

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 Detail.  
Please follow these instructions carefully.  
Don’t hesitate to contact your lead consultant if 
you have questions.

Pat Hennessey – hennesseyp1@michigan.gov
John Taylor – taylorj8@michigan.gov
Lorraine Thoreson – thoresonl@michigan.gov
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Step 1: Log into MEGS
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Step 2: Select 2010-2011 21st CCLC 
Application (in RED)–Click on View/Edit
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Step 3: Click on Staff Plan
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Select Site
Select Function Code
Select Description  

If Other, type in detail.
Enter Number of Staff of 
that type, Hours, Days, 
Weeks, and Rate Per Hour  
Enter benefits by 
percentage in decimal 
format (12% = .12)
FTE/Hours, Salary, and 
Benefits total will populate 
when you click SAVE

Step 4: Complete 
Staff Plan
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Step 4: Complete Staff Plan, 
continued

To add staff: 
Click Add
Complete form 
for each Staff 
Type and 
Function Code
Click Save

Note: Do this for each staff category 
for each site.  Don’t forget summer 
programming (Function Code 119).  
At least one staff type must be entered 
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: 
Select page from the drop down menu
Click GO
Make edits
Click SAVE
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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

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.  

Step 5: Print Staff Plan 
Download
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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

Step 6: Enter Staff Plan in 
Budget Detail

Note: Each yellow highlighted row 
is a separate item to be entered on 
the Budget Detail.  
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Step 6: Enter Staff Plan in 
Budget Detail - Example

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.  
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Select Site
Select Function Code
Add Description
Enter Number of 
Staff, Hours, Days, 
Weeks, and Rate Per 
Hour  
Purchased Services 
amount will populate 
when you click SAVE

Step 7: Complete 
Contractors/Vendors Page
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Step 7: Complete 
Contractors/Vendors Page 
continued

To add additional contractors/vendors: 
Click Add
Complete form
Click Save

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.  
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Step 7: Complete Contractors/Vendors 
Page continued

To edit previous contractors/vendors: 
Select page from the drop down menu
Click GO
Make edits
Click SAVE
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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

Step 8: Print 
Contractors/Vendors Download
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To add 
contractors/vendors:  
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 in the 
Purchased Services box 
Click Add Item

Step 9: Enter Contractors/Vendors 
in Budget Detail
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Step 9: Enter Contractors/Vendors 
in Budget Detail - Example
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Step 10: Checking for Errors 
and Submission

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

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. 
Now your level 5 is ready to “Submit” the application!
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Questions

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

Pat Hennessey –
hennesseyp1@michigan.gov or 
(517) 241-4779
John Taylor – taylorj8@michigan.gov or 
(517) 241-3946
Lorraine Thoreson –
thoresonl@michigan.gov or 
(517) 241-4974 


