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Applying for the 2011 - 2012 Fresh Fruit and Vegetable Program Grant

Applications for the School Year (SY) 2011-2012 Fresh Fruit and Vegetable Program Grant will be made using the Michigan Electronic Grants System (MEGS).  This document provides guidance for applicants in how to use MEGS to complete the application.

MEIS Account
You need to have a valid Michigan Education Information System (MEIS) account before attempting to login to MEGS.  If you do not have a MEIS account, go to https://cepi.state.mi.us/MEISPublic/ and follow the steps to obtain one.  If you need help establishing a MEIS account, or to reset your password, contact the Michigan Department of Education Helpdesk at (517) 335-0505.

Initiating an Application
Your agency should already have one or more persons with MEGS authority as an Authorized Official (Level 5).  An Authorized Official must log in to MEGS and initiate the Fresh Fruit and Vegetable Program application.  Under the Initiate an Action heading, use the drop-down arrow and select Fresh Fruit and Vegetable Program (FY-2012), then click on Initiate.
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Controlling Access to the Application
If staff has not used MEGS before, the Authorized Office must “Add Users to MEGS.”  The Authorized Official must add the Food Service Manager/Director and a Financial Contact as contacts for the application.
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Tnstructions: Authorized users can use this section to add, edit, or delate existing users in this
application.

+ Add Users. Click the Jump to Add Users to Application link. Follow instructions o 2dd users vith
MEIS numbers.

+ Assign Grant Contact(s). Assign grant contact(s) using the drop dovn box to the right of the

+ Remove Users. Stop access to this grant application by removing users from the application.
Chacis the All box in the Mark Remave column or remave individuals by chacking their
individual record, and Saving the page.

+ Temporarily prevent access to the grant. Stop users from having access to the grant, vithout
Galating them. Uss the Inactivats column to et an inactive dats in the Date Active/Inactive
column, Caution: MEGS access vil stop on the inactive date.

+ Update Security Levels. Use the drop-down menus in the User column to update application
security levels,

Access user information, including phone and email, by clicking their name.

Click Save to ratain ail changas.

To view all assigned users, select the view option of ALL and click Go.

o change the view mode, sslectthe view spton and clck go.
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Accessing MEGS

After you have been granted access to MEGS and to the Fresh Fruit and Vegetable Program application, you can perform the following:
Login to MEGS at:   http://megs.mde.state.mi.us/megs/
1. On this page, select Login to MEGS.
2. Login to MEGS using your MEIS login name and password.
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Welcome to MEGS, The M

igan 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.





Tips on Navigating in MEGS
While in MEGS, AVOID use of the browser Back and Forward buttons.  Always use links and buttons provided on the MEGS pages themselves.

A standard blue header bar is available, containing common functions.  Use “Help” to access more information about the current page. 

“Logout” permits you to log out from MEGS; when returning, all data previously saved in the application will be available to continue.

On the Application Menu, “Important Information” presents information important for you to review before you complete the application.

“View a PDF of this application” and the PDF buttons on the pages provide an Adobe Acrobat Reader Portable Document Format (PDF) of that information in a separate window, for easy consistent printing.

Sometimes links or buttons are “greyed out”, unavailable for your use.  MEGS controls the availability based upon security levels and status of the application.  For example, once your application is submitted, you can view it but not Save any changes unless the application is returned for modifications, or approved and an amendment is initiated.
3. After you login, your Main Menu should contain a block for the Fresh Fruit and     Vegetable Program application.  Click View/Edit to proceed.
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Completing the Application 
The main Application Menu is shown below.
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** Review the Important Information About the Fresh Fruit and Vegetable Program Application.
** Review the Assurances and Certifications.
Click on the links in the Management Activities and General Information to begin/continue completing your application.
Management Activities
1. Control Access to this Application - Authorized users can use this section to add, edit, or delete existing users in this application.

2. View a PDF of the application – When application is completed and submitted, will allow user to print copy of completed application.

3. View a blank PDF – Allows user to view all pages of application.
Completing the General Information Section

1.  Grant Contact and Fiscal Agent Information - This page displays information for the   
assigned contacts for this grant. The page also displays the fiscal agent contact 
information that will be used on the grant cover page.
2.  Add Site – This directs you to the Add/Review Site page. 

Select Add a Site to add a new site.  If a site has already been added, it will appear on this page.  
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This application is for one site only. You must add one site following the instructions below. To apply for an
additional site, select Main Menu and initiate another application.

Instructions:

« Toinclude a new site in the application, click the Add a Site button.

+ To remove a site from the application, select the site by clicking on the box next to the site's name and
then click the Remove Selected Site button.

Name| (school/ Fadity)
Code. Code.
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\structions: A District Code (o the Site Agreement Number) and the Building Code of the site that will be
rticipating in the Fresh Fruit and Vegetable Program (FFVP) must be entered below.

nportant: The Building Code is five digits and must start with a zero (e.g., 02340). A leading zero may need
) be added in order to create a 5-digit number.

« Public and non-public schools should enter the 5-digit District Code and 5-digit Building Code of the site.

Example: District Code/Site Agreement Number: 82500
Building Code: 00144

« RCCI self-sponsored site, when the sponsor number and site number are the same, should enter the o-digit
Site Agreement Number of the site as the District Code/Site Agreement Number and "00000" as the Building
Code.

Example: District Code/Site Agreement Number: 250008005
Building Code: 00000

« RCCI sponsor with multiple RCCI sites with alphanumeric Site Agreement Numbers should enter the o-digit
Site Agreement Number of the Site as the District Code/Site Agreement Number and "00000" as the Building
Code.

Example: District Code/Site Agreement Number: 63RCCI008
Building Code: 00000

« RCCI sponsors (usually State Agencies) with multiple RCCI sites with 9-digit numeric Site Agreement
Numbers should enter the first five digits of the Site Agreement Number as the District Code/Site
Agreement Number and the remaining four digits (with a leading zero) as the Building Code.
Example: District Code/Site Agreement Number: 84020

Building Code: 09213




After you have clicked on the Save Selections button, you will be returned to the Add/Review Site page.  Confirm that the site appears.  Then, click Application Menu in the blue header on the top of the page, to return to the main Application Menu.

Completing the Program Information Section
The required pages for the grant application will now be shown in the Program Information section.  
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   1.  Click on Proposal.  Click Save first to populate items #1 and #2.  After answering all other Proposal items, click Save again.

   2.  Click on FFVP Spending Plan.  Follow the instructions as indicated.  Enter the number of elementary students from the proposal page and click on save to determine your projected award.  Then enter the number of days for each month you plan to serve fresh fruits and vegetables to students and click on save to determine your estimated spending plan.  A sample spending plan has been completed below. 
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   3.  Click on Certification of Support. Follow the instructions as indicated. 
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« Click View PDF, and print the page.
« The School Food Manager, School Principal and District Superintendent must sign.
« Scan the signed page, and save it as Word or PDF.

« Attach the page.

NOTE: When you name your file, DO NOT leave any spaces OR place 3 period batween the words.
You may wish to save your narrative fils in Word or PDF format.

Click Browse for your document on your computer. Once selactad, the path to your file vil appear
i the Document Source fisld. Click Save £ pload the sttachmant.





   4.  Click on Allocation Grant Distribution.  Follow the instructions as indicated.    Please note for question number 1, any unspent July through September allocation cannot be carried over to the October through June allocation.  
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Checking for Errors

1. When you have finished entering all information, click on the Error button in the header to check for errors.  

[image: image12.png]MainMeru Help Logout

Application Mer [ Report Menu Report Errors View Comments





2. If the application has any errors, error messages will be shown.  Click on the links in the error messages to go to the appropriate page, correct the error, re-save the page, and again click on Errors.
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The errors shown below have been detected in your application. Click each underlined link to go to the
page where that error is found:
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3. When you get no errors, your application can be submitted.
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Submitting Your Application

Only Authorized Officials (Level 5) can submit the application.  From the Application Menu, click Submit Application.  A Confirmation of Submission will be presented; when agreement with terms is indicated, the application is submitted.  The Food Service Manager/Director will receive an automated e-mail from MEGS confirming submission of the application.

Modifications

1. After your application is submitted and reviewed, it could be returned for modifications.  If it is returned, an automated e-mail will be sent notifying your agency of the need for changes.  An Authorized Official (Level 5) or Application Administrator (Level 4) can click “Modify Application” from the Main Menu.

2. Use View Comments to review comments made by MDE about changes required.  You can also enter and save comments to MDE.
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3. Navigate to the appropriate pages, make changes and Save.  Check for errors and resubmit the modified application, using the same processes as used for the original submission.

Questions?

If you have questions or problems: Contact the School Meals Office at 517/373-3347.
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