INSTRUCTIONS FOR COMPLETING THE
2026 SECTION 107 APPLICATION IN NEXSYS

INITIATING THE APPLICATION

e The regional fiscal agent’s Level 5 initiates the application in NexSys
e The application will be located within the My Opportunities panel
e Locate the Adult Education: Section 107 application and click on the link

My Opportunities

~ ? Filters
v g
My Opportunities
Provider Availability Description

Adult Education: Section 107 Workforce Development-SOM &/21/2023 12:00:00 AM - 9/1/2023
12:00:00 AM

Adult Education: Section 107 Special ~ Workforce Development-50M 6/15/2023 1:00:00 PM - 7/14/2023

Programs 11:59:00 PM

Adult Education: Section 107 Office of Educational Supports &f21/2023 12:00:00 AM - 9/1/2023

Shnnlemental 120000 AM

Adult Education: Section 107

Provided E": Workfaros Deyve ‘.‘ppﬂe"‘:-EC kA
Provided To: Bay-Arenac ISD - 09000
B
Copy Farward Document: AE107-2023-05000-3 w

Don't Copy Forward

N ications - State Fund
exSys Applications - State Funds AE107-2023-09000-3

Awallabilicy Dates:

Diue Date: I




NAVIGATION MENU — ACTION REQUIRED FOR EACH PAGE OF THE APPLICATION

*Once the application has been copyforward all information from the 2025 application will show. The level 3b will be
able to make update/changes to the following options on the navigation bar on the far left side of the screen.

Cower Page Fiscal Agent: Enter primary and secondary contacts

Assurances and Certifications WView and save

Important Information View and save

Management Activities

Review Grant Selections View and save

Ensure contact information and estimated number to be served are accurate
for 2025-26

Add/Edit Grant Members - Regional Providers View or update and save

Additional Fiscal Agent Information

Regional Provider Acceptance Information

Ensure contact information and estimated number to be served are accurate
for 2025-26

Regional Partnership Ensure all partnerships are applicable for 2025-26

Regional Provider Information

Fiscal Agent - Adult Education Program
Offerings
» nsure all locations are applicable for 2025-26 and that all site information

Regional Provider - Adult Education matches MAERS.
Program Offerings

Memorandum of Understanding
| = Ensure all signed MOUs and contractual agreements are effective for 2025-26.

Contractual Agreement




Budgets: The following information applies to the fiscal agent and
each regional provider

Section 107 Budgets

Section 107 Budget All budget information will pull forward from previous years budget.

Section 107 Deferred **Flagged Budget ltems screen: LEO-WD will complete flagged
budget status during review process.

Adult Education Section 107
Agreement Number Program Number Project Number CFDA Number Starting Date Fiscal Year
03000 255708 24-25 07/01/2024 2025

Instructions:

Add Budget Item button balow then complete all fieids on the window that fallaws
he Add Budget Item button in the upper right-hand comer of the below table

tothe budget item by clicking the ediit button in the Budget iems table for that spedific budget item
buttan in the Budgat Items table for that spec
ms, select the appropriate Grant Member from th

+ Toadda Budget e
= add anather Budge!
+ To update an existing Budget ltem, navig
+ Todelsts 2 Budgst ke = red
+ To edit Grant Member-specific Budgst

Budget Items

nt Member dropdown below

Grant Member Errors?

‘ Bay-Arenar ISD -

—
Funcoion Coge

\ ]

Bay-Arenac ISD - 09000
Budget Items

v Results

Purchased Services Supplies & Materials ~ Other Expenses 7000,
Function Code Description Salaries 1000 Benefits 2000 3000, 4000 5000 8000

BAISD & GRATIOT - Eay-Arenac 150 - 03000
Esse

Eszantials CASAS

Warkboaks 5385 @

n 7 = GRATIOT - Parv-time ESL  Bay-Arenac ISD- 09000 $0 0 $19965 s0 50 19965 ‘




Program Information
Regional Project Marrative Uploads
Attachments

General Uploads

% Tools

Add/Edit People

Status History

Attachment Repository
Modification Summary
Dooument Validation
MNotes

Print Document

Document Messages

%  Status Options

Submit Application

Cancel Application

% Related Documents

B Initiate Related Doc

Upload the narrative update form for the fiscal agent and for each adult
education provider.

Ensure all uploads are for the 2025-26 application.

Regional fiscal agents must upload the following for 2025-26:
1) Regional Allocation Criteria Weights

2) Regional Allocation Calculations/Determinations

3) Regional Goals

Ensure all individuals listed with access to the applications are still applicable.

Check for any errors/issues prior to submission

MOTES: During a modification, address any general application reviewer
comments by replying to the original message (please do not post a separate
message).

Fiscal agent-Level 5 will be able to submit the application once completed.




ADDING A NEW 3B CONSORTIUM MEMBER USER FROM ADD/EDIT PEOPLE SCREEN:

e Click on the add button | # | on the Add/Edit People screen
e Select Invite User

UZ3 TZ0U0U
AEI07-2023-35000-

©—0—0—0—0—0—0—-0—0—0—0

Application In Application Review In Modifications Modifications In Modifications Administrative Program Office  State Funds ~Amendment In  Amendment
: Progress Submitted Progress Required Progress Submitted Review Review Available Progress Submitted
Add/Edit People Complete Complete

Status History

v People Assigned to this Document

Add User From Organization

Attachment Repository

Person Organization Active Dates Assigned By

Invite User
Modification Summa Mattrns Wihitmm:  lacem PFEA AEARA Alimtioe Anstamn et Cuumt \

*  Enter email address of user (MUST BE EXACT SAME ADDRESSAS IN THE USER'S PROFILE)

e Click on SAVE
e The individual will receive an invitation email from NexSys

Invite User

Email Address

Assign Roles

Role Active Date Inactive Date

= I

09/14/2022

Application Administrator (4)
Consortium - Authorized Official (3)
Consortium Member (3b)

Grant Writer (2)
Registration Pending
View Only (1)

Invitation Saved

If you entered a valid email address, your invitation has been sent. You will

receive a confirmation email if your invitation is accepted.




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

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

e Click on Accept and then Confirm

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

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

MICHIGAN
=Education

O A ? ‘ LOGGED IN AS: . b~
urd @ Profile \
. @ Messages
‘ My Opportunities Edit Dashboard

:ation and Cash Management System

| Log Out

« -t - -

O® Q@ H ? LOGGED IN AS:

Save

Person Information

 Edit person profile and organization role information.

Profile ¥ Pending Invitations

Basic Information Sender Organization  Date Received

First Name Middle Name Document Test PSAOS losco RESA-  9/14/2022
. 35000 10:35:17 AM

Last Name Prefix Suffix

E— Organizations [+ |

Title
Regional Director of Adult Education

Invitation Details

Sender QOrganization

Test PSAOS losco RESA - 35000

Document Type Status

AE107-2023-35000-11 Adult Education: Section Application In Progress
107

Role(s) Active Date Inactive Date

Consortium Member (3b) 9/14/2022 12:00:00 AM




PROGRAM OFFICE CONTACTS
If you have any questions or need assistance, please contact:

Stacie Zeien, State Funds Coordinator

Workforce Development - Office of Adult Education
Michigan Department of Labor and Economic Opportunity
Phone: 989-506-0333

Email: zeiensl@michigan.gov

Tami Osborne, Financial Analyst

Workforce Development - Office of Adult Education
Michigan Department of Labor and Economic Opportunity
Phone: 517-256-1272

Email: osbornet3@michigan.gov
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