
INSTRUCTIONS FOR COMPLETING THE 
2025 SECTION 107a APPLICATION IN NEXSYS  

INITIATING THE APPLICATION 
 

• The regional fiscal agent’s Level 5 initiates the application in NexSys 

• The application will be located within the My Opportunities panel 

• Locate the appropriate application and click on the link 
 

 
 

 

NAVIGATION MENU – ACTION REQUIRED FOR EACH PAGE OF THE APPLICATION  
 

 
 
 
 



 
 
 
 
 



ADDING BUDGET ITEMS: 
 

 
 
 
ADDING A NEW USER FROM ADD/EDIT PEOPLE SCREEN: 

 
• Click on the add button             on the Add/Edit People screen 

• Select Invite User 
 

 
 
 

• Enter email address of user (MUST BE EXACT SAME ADDRESS AS IN THE USER’S PROFILE) 

• Click on SAVE 

• The individual will receive an invitation email from NexSys  
 
 



 
 

 
 
 

• The individual would then log into Nexsys and click on the dropdown arrow beside their name and click 
on PROFILE 

• Under Pending Invitations, locate the invitation and click on the edit tool 

• Click on Accept and then Confirm 

• The individual will automatically be added to the Add/Edit People screen. 

• Once accepted, the system will send the fiscal agent a confirmation email to confirm acceptance. 

 
 



 
 
 
 

 
 
 
 

PROGRAM OFFICE CONTACTS 
 
If you have any questions or need assistance, please contact: 
 
Sandy Thelen, State Funds Coordinator 
Workforce Development – Adult Education 
Michigan Department of Labor and Economic Opportunity 
Phone: 517-930-9130 
Email: thelens@michigan.gov 
 
 
Tami Osborne, Financial Analyst  
Workforce Development - Adult Education 
Michigan Department of Labor and Economic Opportunity 
Phone: 517-256-1272 
Email: osbornet3@michigan.gov 
 

 

mailto:thelens@michigan.gov
mailto:osbornet3@michigan.gov

