Kentucky Department of

EDUCATION

GRANT MANAGEMENT APPLICATION &
PLANNING SYSTEM (GMAP) GUIDE

TITLE I, PART D, SUBPART 1 - PROGRAM PLAN AND BUDGET
STATE AGENCY INSTITUTIONS
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INTRODUCTION AND PURPOSE

The purpose of Title I, Part D funding is to (1) improve educational services for children and youth in local, tribal, and state
institutions for neglected or delinquent children and youth so that such children and youth have the opportunity to meet the
same challenging State academic standards that all children in the State are expected to meet; (2) to provide such children and
youth with the services needed to make a successful transition from institutionalization to further schooling or employment; and
(3) to prevent at-risk youth from dropping out of school, and to provide dropouts, and children and youth returning from
correctional facilities or institutions for neglected or delinquent children and youth, with a support system to ensure their
continued education and the involvement of their families and communities. [Title I, Part D, statute Section 1401]

Each local educational agency (LEA) and state agency (SA) desiring assistance under subparts 1 & 2 shall submit an application
to the state educational agency (KDE) to meet the needs of children in programs for neglected or delinquent youth including
residential and treatment programs. [Section 1423; Section 1414(c)]

The purpose of the Program Plan GMAP Guide is to help Part D coordinators navigate the GMAP system to successfully complete
the Program Plan and Program Budget that is to be submitted to the Kentucky Department of Education (KDE) each fall.

Note: The pictures included in this guide are meant to be general references of the page layouts within the GMAP system. Dates
may not reflect the current year. If the text within the images is not legible, users may increase the size of the page by using the
Zoom feature in the center of the toolbar at the top of the document. (See the image below)
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1. Use any browser to access GMAP. Below you will find a snapshot of the GMAP Home Page and Sign-In Page.
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Grant Management Application & Planning System Home

Kentucky Department of Education

Our Children, Our Commonwealth

Anncuncements

Fiscal Year 2018 District Funding Assurances (5262017)

The Fiscal Year 2018 District Funding Assurances are cumently avasiable in the Geants Management Application and Planning System (GMAP). Beginring with FY2018, the assurances & & stand-alone document and

not pant of the Consolidated Appicaton. A new role of District Assurances Director has been added 1o complete the assurances, &l sup have boen assigned ths role I staff noed the role of
Pubic Access Dstrict Assurances Director, the district's User Access Adminsstrator may add the role
Progucton Once he Distnct Funding Assurances have been completed, you must prnt the document 10 present 1o your local board for approval. Upon appeoval by your local board, the Sup (not the designee) mus!

upload the assurances statement undér thar GMAP logn by Seplember 30, 2017 The district funding assurances statement lemplate & located m GMAP in the Distnct Document Libeary

Instrucons

for completing and uploading the assurances statement n GMAP 1s avadable at
0 govdsingts 2t P

100 Ky QO

inPages
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For gudance on submiting your assurances, please contact Neole Crosthwarte via emad o Nicole crostimeateeducation iy goy or (502) 564-1079 ext 4328 For questions ragardng GMAP login. please contact
Theima Hawlons via emad of kdegmap@education ky gov of (502) 564-1970 et 4361


https://neglected-delinquent.ed.gov/title-i-part-d-statute#sec1401
https://neglected-delinquent.ed.gov/title-i-part-d-statute#sec1423
https://neglected-delinquent.ed.gov/title-i-part-d-statute#sec1414
http://gmap.education.ky.gov/

Kentucky Department of Education

Our Children, Our Commonwealth

= GMAP Sign-In
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Produciion
2. Click “GMAP Sign-In” from the Main Menu located on the left.
3. Enter your email address and password.
a. An email was sent to each contact, containing password information, once their name was entered into the
GMAP system. The email would have been sent from GMAP.NoReply@eGrantsManagement.com. If you did not
receive your password, contact your state coordinator.

b. If you have forgotten your password, then use the “Forgot your Password” link to reset password.
4. Click “Submit.”

Grant Management Application & Planning System Home

Department Of Coerections (DOC) State Agency - FY 2018
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| Last Page Visted Jhmoa:rr:m
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The IOEA appications are now open 10 dsinct stalf. The appiication will use the aliocations from the 2016-17 year temporanly. When the 2018 allocatons are g
18.

5. Select the associated organization name or select “Funding Applications” from the “Funding” tab on the Main Menu to
go to the grant application. Above is a snapshot of where the tab is located on the Main Menu.

The Main Menu allows for quick navigation between GMAP components. You can hover over menu items to view sub-
menus.

4 Funding Applications

ment Of Comections (DOC) State Agency - FY 2018

Al Active Applications v

[ WosineFinans s

There are no matching District Funding Assurances for this fiseal year.

|| [ F--~uement Funding Ay, tication

A Tttt Part O (State Agency) [ Draf Started 682017
Rl oo g Apprcoon R sous St oot

There are no matching Competitive applications for this fiscal year.

6. Once on the “Funding Application” page, the year located at the top of the page represents the end of the Fiscal Year.
Select 20XX from the drop-down menu. You can search for earlier years and earlier versions from the drop-down menu.
NOTE: The years will constantly change.

7. Click “Title | Part D (Individual SA Institutions)” located under the “Entitlement Funding Application” section to go to the
application. See the snapshot above for an example.


mailto:GMAP.NoReply@eGrantsManagement.com

The Sections page is the launching point to the Individual pages of the application. The picture below shows the locations of
important information on the Sections page.

e The “Information Bar” is located at the top of the page. This contains the district name, fiscal year, application, and the
application version.
o The first version of an application is “Rev 0.”
e The “Status Area” includes the application’s current status as well as the “Change Status To” option.
e The sections listed below can be collapsed or expanded by clicking the plus/minus symbols next to each section. Links
to the individual pages can be found by expanding the section.
e The “Validation” column shows any messages related to each page. Click on the message link to read the message.
o “Warning” messages are only advisory and will not prevent submission of the application. Red “Error”
messages must be resolved before the application can be submitted.

KDE st dintrict (1000) Public District - FY 2018 - Tigle | Part D (State Agency) - Rev 0

Application Status:  Not Started

Print
B Select ems

The Titte | Part 0 (Sate Agency ) budoet of 5, 483 kesa than the Adusied Alocation amers of

The “Save and Go” button functions as a navigation tool, located at the top of the page, which allows you to save your work,
navigate within the application and access any page. “Go To” is used on pages with no data entry. See the example below.

Budget Overview

KDE test district (1000) Public District - FY 2018 - Title | Part D (State Agency) - Rev 0 - Title |
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Next Page ‘
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Be sure to SAVE YOUR WORK. There is a 60-minute session time-out between saves. The time-out clock is located under the
Main Menu and shows time remaining. It automatically saves and resets to 60 minutes when you move to another page. Click
on “Save and Go To” - “Current Page” to save and reset the time-out clock to continue working on the same page. Work on the
current page will be lost if the time-out clock goes past 60 minutes without saving.

. Session Timeout
| 00:51:52

* The following instr| Sac
Sectons
The purpose of Title |, P; Eatio
same challenging State { History Log pinin
employment, and (3) to inclu
youth Allocations »
Cartinn 1494 Contacts N

1. Select the “Program Details” page located under Title | Part D (State Agency) on the Sections Page.

2. Once on the “Program Details” page, read the instructions at the top of this page and mark the box when finished
reading.

3. Complete the narratives to answer the questions completely. (Below is a sample of a narrative page within the system.)

You can move from page to page using the “Go To” button at the top of the page or select each page individually from the
Sections page.
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4. Complete the “Use of Funds” chart based on how funding will be used.
a. Select the institution from the drop-down list.



USE OF FUNDS
12 Provide an overview of how the program will use the Titie |, Part D. Subpart 1 funds 10 meet the facility’s needs and program goals. [Title I, Part D, statute Section 1415 and Section 1416 (5)]

Grades Served

Please add in any additional comments
—

5. |If help is needed, select “Help for Current Page” from the Main Menu or contact your N & D coordinator(s).

You will need to read and complete some assurances for the program. You can access the “Assurances” page by selecting it
from the Sections page or using the “Go To” button to navigate within the application.

1. Read the assurances and then mark the boxes when finished reading. This notes your acknowledgement of the
responsibilities pertaining to the grant. (The picture below shows what the page looks like in the GMAP system.)

* PCERTIFY that the ined in this i is plete and to the best of our knowledge: that the Y of i with applic
regul will be met; and, that the d agency 9! d in this Is dto this grant.

# THER CERTIFY that the assurances listed below have been satisfied and that all facts, figures, and rep in this are correct to the best of our knov

1. Use the programs and services provided under this grant to address the needs set forth in the application and provide fiscal refated information within the fiscal year timeéines established for
1414(c)

2 Operate the programs and services provided under this grant 5o as not to discriminate on the basis of sex. race, color, religion, creed, age, national ongin, ancestry, pregnancy, marital statu:
34 CFR §76 500

3A the program, and servces by this. n d with all state and federal 0 and the app Sec 1414

4 Be required 10 ensure &, including its principals mvolved n any subbier covered iransaction paid through federal funds, that requires such certification, 10 ensure iVthey are not debarred, sus|
voluntanly excluded from participation by a federal department or agency. (EDGAR-Part 85)

5 A this program in with a8 1 program plans, and Sec 1414

6. Make reports 10 the Kentucky Department of Education (KDE) and the U S Secretary of Education as may be necessary 10 enable the state and federal departments to perform their duties
information, and afford access 1o the records, as the KDE or the U S Secretary of Education may find necessary 1o carry out their duties. Sec. 9304(a)6). Sec 1431

Production
1ssion Timeout 7. File financial reports and claims for resmb: n d with o by the Ki D of Edy
SN 8. Adopt and use proper of g such prog ncluding (a) the enforcement of any obiigations imposed by law on agencies, institutions, organizations, and other recipients
comection of deficiencies in progs P that are fied through audits, mondtoring, or evaluation Sec. G306(a)(3), Sec 1431
@ Adrmnister such funds and propety 10 the extent required by the g Sec. 1402
10. Except for institubon.wide projects, serve only those students who are faling, or most at.risk of failing. 1o meet the challenging State academic standards. Sec. 1415(a)(2)(B)()
" mwmmmnmmvmnnau—w in order to imp the that the will P y school, attain s
atend progr fraining if not retuming to school Sec 1418
12 Base the program on an annual assessment of educational needs. Sec 1414(c)(1)
13 E the program to its 1o (a) and i i (b) accrue school credits that meet state for grade p and
or other by a local educa~tional wuxmw&&uwwmwumm(d)cmv&ﬂﬁxhodah’nxhod
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Two required documents that need to be uploaded in this section: the needs assessment, and any interagency
agreements/MOAs. (Below is what this page looks like in the system.) To access this page select it from the Sections page or
navigate from page to page using the “Go To” button.

Related Documents
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Documents without a template:

Click “Upload New” to upload a document.

Choose “File” and locate the file from your computer. Any file can be uploaded (Word, Excel, pdf, text).
Give the document a name that makes it easily identifiable.

Click “Create.”

Documents with a template:

Click on the template name to download the template.
Complete the template.

Save the completed template.

Click “Upload New” to upload a document.

Choose “File” and locate the file from your computer.

Give the document a name that makes it easily identifiable.
Click “Create.”

Next, you will then complete the program budget. To arrive on this page, you can select it from the Sections page or navigate
within the application by using the “Go To” button.

You can budget by Category or Object Codes. To change the view, click on “Budget by...”

1. Click on “Modify” to begin working. If you do not see the word “Modify,” the application is not in “Draft Started” status
or you do not have permission to make edits. Only codes allowable for the grant type will be displayed.
a. If you do not have permission, contact your state coordinator.

- Certified Services (Contract)
- Extended Days (Contract)

- Extra Duty (Contract)

- Other Certified (Not part of the Contract)
- Certified Substitute

- Classified Salanes

- Overtime

- Classified Substitutes

2. Always use “Add item” for a new entry.

Program Budget v

Add ltem



3. Select “Object Code” from the drop-down list.

Optional Quantty
Location Code

Centied Servwces (Contract)
Extended Days (Contract)

Extra Duty (Contract)

D of 2000 charae 0113 - Other Certited (Not part of the Contract)

0120 - Certthod Substitute

[ wm |

Classified Salanes

4. Enter the total amount in “Cost” and write the description in the “Narrative Description.” Be sure to SAVE.

Once all pages of the application are complete, you will need to change the application status to “complete” in order for the
report to be sent to the finance officer for review. The “change status to” is located in the “information bar” at the top of the
Sections page. After you complete this step, the finance officer will be able to access the application in GMAP.

When the finance officer has reviewed the application, they will need to change the status to “Approved” or “Returned not
approved.” If the application is returned by the finance officer, the coordinator will need to make the appropriate revisions and
resubmit as before. Once the finance officer approves, the SA Director will be able to access the application.

Once the SA Director has reviewed the application, they will need to change the status to “Approved” or “Returned not
approved.” If the application is returned by the Director, the coordinator will need to make the appropriate revisions and
resubmit through the chain of command previously mentioned. Once the SA Director approves, your KDE program consultant
will be able to review the application.

If information within the application should need to be changed, please refer to the New Versions section of the guide to learn
how to create a new version of your application.

After KDE program consultants review the application, an email will be sent to the appropriate contact to notify them of a
returned or approved application. If an application is returned:

1. Go to “Title | Part D (Individual SA Institutions) Checklist” to view the needed corrections.

- i‘nnLnnomA.m:yw Not Reviewed v
1 The Program Budget Summary inchudes a description of ilems to be purchased. (beyand providing just the MUNIS object code descriptors) [Titke |, Part D, statute Section 1416 (5)) anSesicg

2. The total budgeted amount matches the Title |, Part D, Subpart 1 aliocation [Title |, Pant D, statute Section 1418 (5)] and section(s)1414, 1415]
3 The total budgeted amount for transition meets the Title |, Part D, Subpart 1 transition requirements. (15-30% of the alocation is reserved) [Ttle |, Part D, statute Section 1416 (5)] and section(s) 1414, 1415]
4 The Transton Budget Summary mncludes a description of fems 1o be purchased. (beyond providing just the MUNIS obgect code descriptors) [Title | Part D, statute Section 1416 (5)] and section (s) 1414, 1415]
~ 2. Title |, Part D State Agency Program Details Not Reviewed v
1 Instrucsons have been marked read
2 Facilives served chart s filled in completely
3 Transiton activibes are marked (minimum of one)
= 3. Title |, Part D State Agency Program Details - Instruction Not Reviewed v
1. Student demographics (Number of students in the facility, Number/percent of studens in special education programs, Number and percent of students by demographic categories: age, gender, race/ethnicity. and other meaniny
categonies, The average lengh of stay for students in the facility, The percentage of students with imied English proficiency or who speak English as a second language ) Needs Assessment process (Data sources used, The an

qualy, and avaabiity of instructonal materials, mcluding textbooks, supplementary resources. and fechnalogy. Other factors 1o be taken in 1o consideration. Procedure process for identying needs) Needs Assessment Resuls
(Description of facity needs, desed outcomes) [Te 1, Part D, statute Section 1414(c)(1)] and [Titie | Part D, statute Section 1414 (cX4)|

2 Description of educational program (Number! percent of students eaming post-secondary course credits andor vocational centficates, High school diplomas attained! GEDY other degrees awarded, Comparative data (perorma
of students in vanous ethnx or programmatic subgroups), Instructional actvibes, programs, or strategies used 1o teach the State content and achievement standards) [Titke |, Part D, statute Section 1414(cX3)]

3 Educational program (based on needs) (Description of IWP 1o be implemented. Instructional ctvites, programs. and strategies used 1o address studentfacility needs, SA Goals addressed, The IWP targets studentfacity nee
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HISTORY LOG:
f= 1% ]
e The history log maintains a record of all status changes and comments —
for the application. [
prt - a2 W S e
The pictures (below and to the right) show where the log is located on the Sections page and e
what a log looks like within the system. S——

e sousis o)
8

715/2018 9:54:38 AM Todd Elder Status changed fo 'Title |-D Performance Report Started'
6/27/2018 3:48:36 PM GMS Administrator Status changed to 'Not Started' s

CHANGE LOG:

Use the “View Change Log” (located at the top of the Sections page - see the snapshot to the right) to see changes from
any point in the process. Select the point in the process (example: KDE Consultant Returned Not Approved) from the drop-
down menu. Changes are identified by action taken (Delete, Update, Insert), detail of change, user making the change and
a time stamp. The picture below is a sample of what a change log looks like in the system.

View Change Log

Desciipticn (v

NEW VERSIONS:

® Aversion is created when changes are needed for an approved application. New allocation for an “approved”
application will create a new version. A new version can be initiated at any time. To initiate a new version, the
administrator will need to change the status to “Revision Started” and then the application “Rev” number will change.

Change Status To: ( Revision Started State Agency - FY 2018 - Title | Part D (State Agency)

® The Sections page has a “Revision” column indicating changes from the previous version. Click on the “Details” link to
see the specific changes that were made.
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CREATE COMMENT:

® Comments are a way to communicate to others concerning the application. By creating comments, there is a recorded
history of any communication regarding the application that can be seen in the History Log. (See comment location on
the Sections page to the right.)

e Comments may be sent via email as well. To do this, click the box at the bottom of the comment section. A screen will
appear below the comment to allow the sender to select one or more contacts.
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Send Email to GMAP,
Contags

Available Contar  Groups

District Contficts By | Consolidated » | Titke | Part A Contact
AL ) Title Il Part A Contact
Title Il LEP Contact

Tithe 11l Immigrant Contact
Homeless Children Liaison

District Contacts By Dis -
= Histary Log
- Role  District Consohdated Drector
n— Nistrict Consolidated Lindate fowe
——
- Contacts
Drsirct Contacts By ~ [Aad]
i T [7ss]
District Cortacts By Roke Distr [Asa]
= Tithe -0 Performance Repart et
Distrct Cansoldated Lipdate
Guidarde And INSinuclions District Daata View:
Dempgragnc Data Distrct Frnance Offcer -
thes Diswct Contacts. Planrang Tool Contact
REaanLANQUADS Ants [aty

STATUS SEQUENCE:

e Not Started

e Draft Started

e Draft Completed

e Finance Officer Approved or Returned Not Approved

e  SA Director Approved or Returned Not Approved

e KDE Consolidated Consultant Approved or Returned Not Approved

PRINTING:

1. From the “Sections” page, select the pages to print
2. Click on “Print” located on the right-hand side of the page. (See the picture below for the location.)
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—  Title | Part D | State Agency) Messages
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Kentucky Department of Education

Our Children, Our Commonwealth

Print Request

KDE test district (1000) Test District - FY 2019

Printing requires that pop-ups are permitted for this site in your browser

If the print job is created within 30 seconds. it will display as a POF file. If it takes longer to create, you will receive an email in your inbox when it is finished
POF file will be placed in a section at the top of the KDE Resources page

Please enter a name for the Print Request and your emasl address. You will be notified via emadl when it is finished ChockmowapuxauonulnohbwT
main menu to the left. You can also check the KDE Resources page periodically to see If the job s complete .

Click the “Print” button to generate the PDF documents. GMAP will display a “Generating Document” window while the
PDF is being prepared.

The document will open in a new browser tab. You can print or save the PDF from that tab.

If the document does not open in a new tab after a short time, click on “KDE Resources” from the Main Menu. (See the
location on the Main Menu to the right.)

Open the PDF by clicking on the document located at the top of the page under the “Print Request Name” section.
The document will open in a new browser tab. You can print or save the PDF from that tab.

When the document is no longer needed, click “Delete” located to the right of the document link. See the snapshot
below for an example.
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