[bookmark: _GoBack]Michigan Department Education
Michigan Electronic Grants System – Plus (MEGS+)

Review Comments Agency User’s Guide

The Michigan Department of Education has implemented a new Review Comments feature in MEGS+.  The Review Comments feature will replace the General Comments and Notes features in all applications for fiscal year 2016 and later. The General Comments and Notes will remain as is in all previous applications.  New features with Review Comments include:
· Allow agencies to make comments on any application page where a Review Comments 
window exists
· Allow reviewers to make comments in an application and may require an agency response
· Interactive icons that provide a visual to assist with comment review
· Error check to ensure all required responses are addressed
To open any review comments window click the Review Comments button.  Review comments windows are tied to specific pages within an application.  If a page within an application does not have a Review Comments button it does not have a review comments window.

[image: ]


VIEW/EDIT MENU

The Comments column on the View/Edit Menu will list the date of the most recent comment, along with a number in parenthesis of the total number of comments for that page(s). The Status column has new icons to help assist with comment review.  The View/Edit Menu also has a review comments window that will display all the comments for the entire application.
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AGENCY REVIEW COMMENTS:
Agencies have the opportunity to review, compose and respond to comments in their applications. Below is the review comments window for agencies.  These pages look the same for each application page. Each application page that has a review comments window will display comments for that application page only.  As mentioned previously, there is a review comments page for the View/Edit page within each application and it will display comments for all application pages.  Once an agency adds their comment information and clicks save the comments are available for anyone to view.

Please note:
· Comments made by an agency that are saved cannot be edited or deleted
· Agencies can add comments to their application at any time
· Review consultants are not sent any sort of notification when a comment is added
· Agencies are not sent any sort of notification when comments are added by the reviewer

Agency view for composing comments:
[image: ]
Page Fields and Buttons:
Subject – Composer should include brief but detailed description of the comment.
Comment – The comment text allows for 2000 characters.
Save Answers/Comments – Saves the entered data as a new comment from the applicant for this review panel only.  A date and time stamp will appear for the comment once it is saved.


Multi-instance Pages & Review Comments
Review comments can provide a separate review comments window for multi-instance pages.  A multi-instance page is when you can add multiple pages to a page within an application.  An example of a multi-instance page is below.  This would be as requested by the Program Office that administers the application.  To open the review comments for a mulit-instance page: (1) first select the page from the drop down, (2) click Go for the page to load, (3) then click Review Comments to open the window.

To open a review comments window for a multi-instance page:
[image: C:\Users\ButlerM3\AppData\Local\Temp\1\SNAGHTMLf80d4cc.PNG]


Multi-instance page that has comments that require a response:
If review comments is set up for each individual page you will note in the drop down which pages - if any - Requires Action.  The Requires Action pages would indicate where the application reviewer has left comments that require a response.
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Received Comments & Replying to a “Requires Response”:
This section is used to allow the agency to review and respond to comments from application reviewers.  Agencies will note on the View/Edit page which application pages have general comments left by the reviewer; a [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\File attribute.png] icon will appear next to the corresponding page.  These comments are for informational purposes only and do not require a response.  If a page within an application includes a comment that requires a response the agency will see a [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Question mark.png]on the View/Edit page indicating a    required response.  
In order to review comments that require a response, agencies should click the Received Comments link in the review comments window.  Comments that require a reply are marked with a red asterisk in the Received Comments section. An agency cannot re-submit an application until they provide the required response.  After an agency responds to the comment and clicks save the[image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Question mark.png] will change to a [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Check file.png] on the View/Edit page indicating the required work for that page is complete.  
The red asterisk (*) shows which comments require a response:
[image: ]

When the agency clicks Reply the following comment box opens.  When finished with the response the agency will click Save Answers/Comments located under the Comment History section.
[image: ]
Response was saved and now appears in the Comment History box.
[image: ]
Page Fields and Buttons:
Subject – This displays the subject for the comment
Comment – This displays the comment and a box for the Agency to reply
Reply – Clicking this link displays a Reply textbox allowing the user to submit a reply for the selected comment
Save Answers/Comments – Saves the entered data as a new comment reply
ERROR CHECKS
Agency Error: “A response is required for one or more comments.” – If any comments have been added by the reviewer and Requires Response, the agency is required to respond.  If a reply comment has not been made, the error above will appear.  To resolve the error review the View/Edit page icons and look for the pages with the [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Question mark.png].  Open the page review comments window, click Received Comments tab, select Reply to the comments with a red asterisk (*), provide an appropriate response, click Save Answers/Comments.  The [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Question mark.png] on the View/Edit page should change to a [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Check file.png] if all responses have been addressed.
ICONS
The icons on the View/Edit page provide a guide for what is complete ([image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Check file.png]) and will be key in determining where work has yet to be done in relation to application review.
Agency Status Icons – the following icons will appear for agencies when certain conditions are met:
· Comment From Consultant to Agency, requires response: [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Question mark.png]
· Comment From Consultant to Agency, response not required: [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\File attribute.png]
· Comment Responded to by Agency: [image: \\emerald\Projects\IntelliGrants\Product Development\Purchased Icons\Buisness Icons\png\16x16\Check file.png]


TROUBLESHOOTING
Review Comments Window does not appear to be displaying properly:
If it appears you cannot see the control buttons (small red buttons in the upper right of the window) or save buttons may be missing, please check your compatibility view settings.  Compatibility View should be off.  In Internet Explorer (the recommended browser for MEGS+) you can check them by doing the following:
Click: Tools on the main tool bar
Click: Compatibility View Settings
The large box SHOULD NOT contain a website that refers to MEGS+
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