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Learn to complete the 
2011 Continuation Grant 

(rollover from previous year)

PURPOSEPURPOSE
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LOG INTO MEGSLOG INTO MEGS
The MichiganThe Michigan

Electronic Grants SystemElectronic Grants System
http://megs.mde.state.mi.us/megs/login.asp
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INITIATING AN APPLICATIONINITIATING AN APPLICATION
Main MenuMain Menu

Initiate an application for FY 2011 Grant(s)
• Select 21st CCLC (FY-2011) from the drop down list; or 
• Select 21st CCLC Cohort F (FY-2011).
• Click INITIATE.
This will takes you to next page.
Remember only level 4’s or 5’s can initiate applications.
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SELECT THE APPLICATIONSELECT THE APPLICATION
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2121stst CENTURY WALK THROUGHCENTURY WALK THROUGH
Application MenuApplication Menu

• Header Details

• Grant Information

• Management 
Activities

• General Information

• Budget Pages

• Program Information
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• Main Menu – Returns the user to the page with all applications initiated by
the user’s agency.

• Application Menu – Returns the user to the “home page” for the 
application.  A feature built into this link is a JavaScript menu that allows 
quick access to other parts of the application.  This menu has links to budget 
pages and program information.

• Help – Takes the user to specific help information for each page. 
• Errors – Tracks the progress of the application and alerts the user when any 

critical part is not completed.  All errors must be addressed in order to 
submit the application.

• Logout – Logs the user out of MEGS.
• Application and User Information – Indicates the application that is 

currently being worked on, the applicant agency, the application number, and 
the current user’s name.

Main Menu

Application Menu
Errors

Application and User Information

HEADER DETAILSHEADER DETAILS
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GRANT INFORMATION GRANT INFORMATION 
Assurances and CertificationsAssurances and Certifications
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SPECIFIC PROGRAM ASSURANCESSPECIFIC PROGRAM ASSURANCES

Grantee agrees to comply with all applicable requirements of all State statutes, Federal laws, 
executive orders, regulations, policies and award conditions governing this program. Grantee 
understands and agrees that if it materially fails to comply with the terms and conditions of the grant 
award, the Michigan Department of Education may withhold funds otherwise due to the grantee 
from this grant program, any other federal grant programs or the State School Aid Act of 1979 as 
amended, until the grantee comes into compliance or the matter has been adjudicated and the 
amount disallowed has been recaptured (forfeited). The Department may withhold up to 100 percent 
of any payment based on a monitoring finding, audit finding or pending final report.

Funds made available under this section will be used to supplement, and to the extent practicable, 
increase the level of other federal, state, and local funds expended for the Federal 21st Century 
program. In no case shall Federal 21st Century funds be used to replace or supplant current federal, 
state, or local funding for existing programs.

The following provisions are understood by the recipients of the grants should it be awarded:

1. Grant award is approved and is not assignable to a third party without specific approval.

2. Funds shall be expended in conformity with the budget. Line item changes and other deviations 
from the budget as attached to this grant agreement must have prior approval from the Early 
Childhood and Parenting Programs Administrator of the Michigan Department of Education.

3. The Michigan Department of Education is not liable for any costs incurred by the grantee prior to 
the issuance of the grant award.

4. Payments made under the provision of this grant are subject to audit by the grantor.

GRANT INFORMATION GRANT INFORMATION 
Assurances and CertificationsAssurances and Certifications
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MANAGEMENT ACTIVITIESMANAGEMENT ACTIVITIES
Control Access to This ApplicationControl Access to This Application

Add Users From ApplicationAdd Users From Application

To Give Users Access to the Application 

• Go to the “Add Users to this Application” table at the bottom of the page.

• Enter the MEIS Account IDs of the users to be given access to the application.  

• Select a security level for each new user based on his/her function in the application 
process.

• If the user is a contact person for the application, select the Main Contact.

• Click the SAVE button to update MEGS. 
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MANAGEMENT ACTIVITIESMANAGEMENT ACTIVITIES
Control Access to This ApplicationControl Access to This Application

Edit/Remove Users From ApplicationEdit/Remove Users From Application

• Use the “Edit/Remove Users From 
This Application” table at the top of 
the page.

• Identify users to delete or to 
temporarily limit their access.

• To edit the user’s access, make the 
appropriate changes and click Save.

• To remove the user, click the box in 
the “Mark Remove” column to the left 
of the user’s name and click Save.

• The removed user will no longer 
have access to the application unless 
the user is given access again.

Assigned contacts are displayed on this page.
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MANAGEMENT ACTIVITIESMANAGEMENT ACTIVITIES
View a PDF of the ApplicationView a PDF of the Application

• Once data is saved, the 
individual pages can be   
printed in PDF format.

• The entire 21st CCLC 
Application is 
generated overnight, 
and can be saved as a 
PDF file on the 
desktop.
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MANAGEMENT ACTIVITIESMANAGEMENT ACTIVITIES
View a  Blank PDFView a  Blank PDF

•• You can print a copy You can print a copy 
of the blank form.of the blank form.



April 14, 2010 14

GENERAL INFORMATIONGENERAL INFORMATION
Grant Contact andGrant Contact and Fiscal Agent InformationFiscal Agent Information

To Assign or Change the Main Contact:

• Go to the Control Access link to make 
the assignment.

• When the assignment is saved, the 
user will be displayed on the Grant 
Contact and Fiscal Agent Information 
page. 

Fiscal Agent’s Information:

• Fiscal Agent Information 
comes from the Educational 
Entity Master (EEM).

• MEGS gets latest updates 
from the EEM.

• Be sure your district or 
agency has up to date info in 
the EEM.
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GENERAL INFORMATIONGENERAL INFORMATION
CoCo--Applicant Agency InformationApplicant Agency Information

• Information pulls forward 
to 2011 from the last 
approved grant 
amendment.

• Be sure it is still correct.
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GENERAL INFORMATIONGENERAL INFORMATION
Project AbstractProject Abstract

• This is a one-page description of 
the project.

• Most sections from previous 
application are brought forward.

• You must review and revise your 
project outcomes and evaluation 
plan and give us your plan for 
next year.

• It is recommended that you 
create your narratives in a 
program that has spell-check.

• Then you may copy and paste the 
information into the correct area.

• Less is more.

Enter NEW information based on previous year program 
improvement plan developed using MSU Statewide 
Evaluation, EZReports, Local Evaluation, and YPQA 
data.  Be concise and specific about outcomes.
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GENERAL INFORMATIONGENERAL INFORMATION
Check each sectionCheck each section

Must review 
each page and 

check here
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GENERAL INFORMATIONGENERAL INFORMATION
Sites for the GrantSites for the Grant

• Check ALL sites to the grant
– One page per site
– Make sure each page says YES
– Be sure to fill in ALL 

information 
– Update License information 

CHECK EXPIRATION DATE
– Site coordinator’s name and     

e-mail MUST be updated
• Check buildings for each site
• Buildings must have district code 

and building code
• Building code must have leading 

zero.
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GENERAL INFORMATIONGENERAL INFORMATION
Staff PlanStaff Plan

• Select site.
• Select function code.
• Select description.  

– If other, provide 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.
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GENERAL INFORMATIONGENERAL INFORMATION
Staff PlanStaff Plan

To add additional staff click Add and a new blank screen will appear.  Do this for each staff 
category for each site.  At least one staff type must be entered per site.  

To edit previous staff plan screen, select the page from the drop down to view.  Click the 
go button.  Remember to click save after editing.  
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GENERAL INFORMATIONGENERAL INFORMATION
Staff Plan DownloadStaff Plan Download

• Download and print the staff 
plan by clicking on Staff Plan 
Download.  

• An Excel Spreadsheet will 
appear. 

• Use this to enter totals into 
your budget by function code 
under salaries, benefits, and 
FTE/Hours.  

Tip:  Copy and paste from this spreadsheet into the budget item 
description field on the “Add Budget Item” page.  It may be helpful to 
print a copy of the spreadsheet for use as you complete the Budget.
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GENERAL INFORMATIONGENERAL INFORMATION
Contractors/VendorsContractors/Vendors

• Select site.
• Select function code.
• Add description.
• Enter number of 

staff, hours, days, 
weeks, and rate per 
hour.  

• Purchased services 
will populate when 
you click save.



April 14, 2010 23

GENERAL INFORMATIONGENERAL INFORMATION
Contractors/VendorsContractors/Vendors

To add additional contractors/vendors click Add and a new blank screen will appear.  Do 
this for each contractor/vendor for each site.  

To edit previous contractors/vendors screen, select the page from the drop down to view.  
Click the go button.  Remember to click save after editing.  
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GENERAL INFORMATIONGENERAL INFORMATION
Contractors/Vendors DownloadContractors/Vendors Download

• Download and print the 
contractors/vendors by 
clicking on 
Contractors/Vendors 
Download.  

• An Excel Spreadsheet will 
appear. 

• Use this to enter totals into 
your budget by function code 
under purchased services.  

Tip:  Copy and paste from this spreadsheet into the budget item 
description field on the “Add Budget Item” page.  It may be helpful to 
print a copy of the spreadsheet for use as you complete the Budget.
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BUDGET PAGESBUDGET PAGES
Budget NavigationBudget Navigation

Budget Tabs and Quick Links
These features allow for easy navigation between the budget pages.

• The tabs are color coded for easy recognition.
• The yellow tinted tab signifies the current page. 
• The VIEW PDF tab will display a PDF of the current budget page.

Quick links are located at the bottom of the budget pages, and take the 
user to pages where multiple budget items can be added.

The yellow tinted button 
denotes the page that the user 
is currently on

The blue tinted buttons denote pages 
that are available to navigate to
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BUDGET PAGESBUDGET PAGES
Budget SummaryBudget Summary

• The budget totals are displayed 
with function codes along the left 
side and object codes across the 
top.  

• Budget totals are changed 
automatically when new budget 
items are added to the grant.

• Edit Contact Information if it has 
changed.

You will not enter data into this chart.
Budget Detail will be computed and 
appear in this summary page.

Last year’s amounts will 
NOT pull forward.
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BUDGET PAGESBUDGET PAGES
Budget DetailBudget Detail

• Budget Detail page is an in-depth 
look at all budget items. 

• It is not necessary to include Local 
Agency Share but it may be 
helpful for us to see.

• Only the function codes listed 
are allowed for 21st CCLC, 
follow the 21st CCLC budget 
guidance provided online at 
www.michigan.gov/21stcclc.

• As items are entered into the 
system, this page is automatically 
updated and displays the totals.

• Item description is a link to the 
page where the entry can be 
edited.
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BUDGET PAGESBUDGET PAGES
Add/Edit/Delete Budget ItemAdd/Edit/Delete Budget Item

Add a Budget Item:Add a Budget Item:
• Click the Add Budget 

Item tab.
• Select function code 
• Provide a description 

of the budget item.
• Enter amount(s) in 

the box(es) beneath 
the appropriate Object 
Code(s).

Edit a Budget Item:Edit a Budget Item:
• Use Edit Budget Detail link or
• Access from Budget Detail

Delete Budget Item:Delete Budget Item:
• Use Delete Budget Detail link
• Delete from Update Item 

page
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BUDGET DETAILBUDGET DETAIL
• Be specific.
• Enter the total salaries, total hours, and 

total benefits from the staff plan page for 
each function code (yellow highlighted 
rows).  

• Everything must add up!
• Budget for EZReports @ $600.00/site.
• Budget enough for staff development.
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BUDGET DETAILBUDGET DETAIL
• Administration PLUS in-direct is limited to 10%.  

• Calculate Indirect:

$68,182$68,182==Equals maximum indirect amountEquals maximum indirect amount

x 10%x 10%Times indirect rateTimes indirect rate

$681,818$681,818==Equals amount to budgetEquals amount to budget

÷÷ 110%110%Divided by 100 plus indirect rate %Divided by 100 plus indirect rate %

$750,000$750,000Total AllocationTotal Allocation
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PROGRAM IMFORMATIONPROGRAM IMFORMATION
Program Information Page SummaryProgram Information Page Summary

This gives you information about the sections in  
the grant application.
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SUBMISSION OF THE 21SUBMISSION OF THE 21STST CCLC Grant CCLC Grant 
ErrorsErrors

• MEGS performs a check for technical errors and will present the 
information on this page.

• Run the error checking until the screen indicates:
NO ERRORS HAVE BEEN DETECTED IN THIS APPLICATION. 

• Now you are ready to “Submit” the application!
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SUBMISSION OF THE 21SUBMISSION OF THE 21STST CCLC GRANT CCLC GRANT 

To Submit an Application:To Submit an Application:

• Notify Authorized Official (AO), Level 5. 

• AO clicks the SUBMIT APPLICATION
button. 

• Conditions page will be displayed. 

• After reading and agreeing with the 
conditions, click the I AGREE button. 

• MEGS will display a confirmation page.

• MEGS will notify the identified. 
administrator and the application Main. 
Contact by email that the application has 
been received by MDE.
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Application Status Levels

Consultant Set Status Levels
• Review In Progress
• Modifications Required
• Program Office Review Complete
• Grant Funds Available

Applicant Set Status Levels
•Application In Progress
•Application Submitted
•Modifications In Progress
•Modifications Submitted
•Amendment In Progress
•Amendment Submitted
•Report In Progress
•Report Submitted
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• Click the VIEW COMMENTS link in 

the header of the page.

General Comments

• A separate popup window opens 
and displays the comments.
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Modifications Process

Modifying the Application:Modifying the Application:

• Modifications Required: the Modify Application button is “lit.”

• Levels 4 and 5 can click Modify Application to begin revising the 
application, which changes the status to Modifications in Progress.  

• Once the status is Modifications in Progress, additional changes are 
made by clicking the View/Edit button.

• Changes made to the application are shown by clicking the 
Modifications Summary link on the Application Menu.

• Level 5s can submit the modified application by clicking the Submit 
Modifications button on the Application Menu.



April 14, 2010 37

Frequently Asked QuestionsFrequently Asked Questions
•• When is the continuation application due?When is the continuation application due?

– May 13, 2010
•• When will funding begin?When will funding begin?

– July 1, 2010 - Application must be submitted and approved. 
•• What do we do if we need to make substantial changes after our What do we do if we need to make substantial changes after our 

2121stst CCLC MEGS continuation application has been approved?CCLC MEGS continuation application has been approved?
– You must contact an MDE consultant for approval to make changes 

prior to submitting an amendment.  
– All amendments require a detailed explanation of changes made.  

•• Can we change the budget?Can we change the budget?
– Any budget Function Code that changes more than 10% requires 

MDE consultant approval before an amendment in MEGS is 
submitted (ex: funds from FC 111 move to FC 112 and the total for 
one or both function codes change more than 10%).
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•• Will there be additional training opportunities?Will there be additional training opportunities?
– Hold August 24-25th for the 2010-11 Kick-Off
– Details about training and workshops will be announced

•• Where can we get help?Where can we get help?
– Password related:  Call MDE Help Desk (517) 335-0505
– 21st Century Community Learning Centers Questions:

• Lorraine Thoreson ThoresonL@michigan.gov
• John Taylor TaylorJ8@michigan.gov
• Pat Hennessey HennesseyP1@michigan.gov
• Amanda Stoel Stoela@michigan.gov
• Call us 517-373-8483

More Frequently Asked More Frequently Asked 
QuestionsQuestions


