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Document Purpose 

This Grants Management System (GMS) User Manual is intended to provide instructions to 

individuals at Vermont organizations (LEAs) that wish to apply for grant programs administered 

through the Vermont Agency of Education (AOE). 

 

The document details these processes: 

1. Logging on to the GMS 

2. Accessing and Completing the Central Data Collection 

3. Completing Continuous Improvement Plans 

 

Accessing and completing the Funding Application, and Payments Processes such as 

Reimbursement Requests and Closeouts, will be detailed in a subsequent release of the User 

Manual. 

 

Questions regarding completing collections / applications in the GMS should be directed to 

Program Office contacts, but are frequently detailed on the Overview page of the 

Collection/Application. 

  

Technical questions regarding GMS Access or system issues should be directed to the AOE 

GMS Helpdesk.  The contact information for the Helpdesk is located in the footer of each 

webpage in the GMS. 
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GMS Landing / Logon Page 
 

The GMS Landing / Logon Page is located at the following URL 

 

For any Grant Applicants who do not have a logon ID, please click the New User link located 

on the GMS.  You will be asked to provide the Supervisory Unit Code (e.g. S061) for your 

organization.   If that SU is found, you will be asked for your name, email and requested role, 

for review by AOE. 

 

If you require credentials for an organization not already known to the GMS, the New User link 

will direct you to send an email to the AOE GMS Helpdesk to have your organization added.  
 

AOE - GMS Logon Page 

The Logon Page contains sections: 

1. Logging on using existing credentials 

2. Viewing Announcements from AOE 

3. Viewing other GMS related information from AOE 

4. Viewing Upcoming Events from AOE 

5. Viewing copies of Notices of Funding Availability from AOE 

 

Users with credentials to access the GMS should enter their UserID (which will be their email 

address), their Password, and click the Logon Button. As part of the first logon, users will be 

required to set a new password. If you have forgotten your password, press the “Forgot 

Password” link after entering in your email address. A temporary password will be sent to this 

address. 

 

Upon successfully logging onto the GMS, users are directed to the GMS Menu List page. Some 

administrative users have multiple options on this page, but most District users will see the 

following image. 

  

https://vtaoe.mtwgms.org/vermontgmsweb/logon.aspx
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GMS Menu List 

District Representative Menu List 

District Representative Menu List 

After successful logon, the GMS Menu List page will display. The GMS Menu List shows 

options for each user based on the authority they have been assigned. 

 The hyperlink for “GMS Access/Select” will take users to the list of systems including 

Central Data, including Contacts and Assurances 

 Funding Applications (e.g. Consolidated Application, IDEA Consolidated, Perkins, 21st 

Century, etc.) 

Each GMS Web page after the Menu List contains hyperlinks in the top right corner with the 

following function: 

1. Sign Out of the GMS 

2. Return to this Menu List web page 

3. Return to the GMS Access / Select Page 

4. Display the contents of the web page in a format that can be sent to a printer from 

the Browser being used. 
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Organization Search Results 
 

Most users will not see the following web page. 

 

This page is needed when the logged on user must select a specific district that they wish to 

work with.  UserIDs are normally only associated with a single district, but in uncommon cases, 

a user may have permissions for multiple districts.  If your UserID has access to multiple 

districts, you will see the page below after clicking GMS Access/Select, which requires that you 

select the specific Organization (district) that you wish to work with. 

 

Select the radio button of the organization you wish to access and click the Select button.  
 

 

  

Organization Search Results 
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GMS Access / Select 

After clicking the GMS Access / Select link from the Menu List Page, the GMS Access / Select 

page displays.  At the beginning of the Fiscal Year, when no applications or other collections 

have been created, the GMS Access / Select page will appear as below. 

 

 

  

Access Select Page – No applications created 
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After applications have been created though, the following page is a representative view of the 

Access/Select Page. 

  

 
Access Select Page – Applications created 

In the preceding image, below the horizonal bar labeled “Created” sub-sections display 

applications underway or a statement that no application has been created. Within the 

“Available” sub-sections, the CREATE button displays to the right of applications and 

collections which are available to be started (created) by the District/SU. When the user selects 

the CREATE button, the system creates an application or collection for the Fiscal Year listed in 

the drop-down list at the top of the page. 

 

Utlimately, as the fiscal year proceeds, many applicants will create multiple grant programs. 

Once created, the applications move to one of the created sub-sections at the top.  Buttons next 

to created applications facilitate the following actions: 

 Opening,  

 Creating Amendments,  

 Accessing Payments (if final approved),  

 Reviewing AOE Comments about submitted applications, or  

 Deleting unsubmitted applications. 
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For Vermont, as the GMS comes online in March 2018 – the initial default Fiscal Year will be 

2019.   On or around April 1st, 2019, the default year will change to 2020. 

As multiple years of data become available in the GMS, users can use the Fiscal Year drop-

down list to switch between the years they need to work with. 
  

 
Access Select Page – Changing Fiscal Year. 
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Funding Summary 

The first link available on the GMS Access / Select Page directs the user to the Funding 

Summary page for the selected year. The Funding Summary page displays the funds allocated, 

budgeted and/or paid to the organization for the each program based on the year selected. 

This page shows users the sum of funding made available to the District/SU for the Fiscal Year. 

No updates or other data entry can be performed on this page. 

 

Funding Summary 
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Central Data 

From the GMS Access / Select Page, all Applications, Continuous Improvement Plans, Central 

Data, Non-Funded Collections (e.g. Title I Participation Report) are Created and Accessed. Each 

year, each organization should start the Central Data Collection for the upcoming Fiscal Year. 

The District/SU must complete the Central Data collection annually in order to apply for a grant 

within the GMS. Central Data captures information that is common to the applicant’s 

organization across all grant programs. 

 

Central Data should be completed and submitted to AOE prior to completing the first funding 

application for the Fiscal Year. Failure to complete the Central Data collection will prevent users 

from completing Program Specific Assurances pages, and subsequently submitting Funding 

Applications. Continuous Improvement Plans can be completed and submitted without first 

completing Central Data. 
 

Requirements of Central Data 

1. Users must complete Central Contacts. It is used to denote the Administrative 

Office address and phone number, and the contact information for those persons 

who lead the organization. 

2. DUNS number information is required and is needed for reimbursements.  

3. Assurances within Central Data are designed to: 

a. Allow the District/SU to agree to State and Federal assurances one time per 

fiscal year, without having to agree to the same assurance in multiple grant 

programs. 

b. Only be accepted by the Authorized Representative, based on GMS 

Security Setup. Users with Data Entry level security will not see the “Legal 

Entity Agrees” buttons.  

The following images are from pages within the Central Data Collection.  

 
Continuous Improvement Plan Overview 

Upon initial creation of Central Data, or subsequent opening of Central Data, the GMS directs 

the user to the first web page in the collection. This page is most often an Overview page, like 

the one shown below. 
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Central Data - Overview 

As with all applications and collections in the GMS, a Tab Strip(s) will display. Each rectangle 

(tab) along the horizontal bar represents a different web page the applicant is to review, and in 

many cases complete. Occasionally, two levels of tab strips display when there is too much 

content to place on one web page efficiently.  
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Central Contact Information 

The Central Contact Information Page contains data that is anticipated to be common across all 

grant programs and collections for the Fiscal Year. 

 

 
Central Data - Central Contacts 
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DUNS Number 

The second tab requires the organization to enter their DUNS number, and SAM Expiration 

Date (System for Award Management).  Federal Grant programs require that sub-grantees have 

a valid DUNS Number, and a SAM expiration date that was current at the time of expending 

funds for which reimbursement will be requested from AOE.  The System for Award 

Management has replaced the Central Contractor Registry (CCR).  The data entered on this 

page relating to the DUNS number and SAM Expiration Date will be pre-populated into every 

Reimbursement Request created in the GMS for that Fiscal Year.  Expenditures that are dated 

beyond the current SAM Expiration Date will not be allowed to be submitted. 

 

 
Central Data – DUNS Number 

At the bottom of this page, the GMS allows applicants to upload supporting documentation. 

Only files with XLS, DOC, and PDF extensions may be uploaded. Files should be limited to no 

larger than 6MB in size. Multiple files may be uploaded though if desired.  Files inadvertently 

uploaded can be deleted by the LEA. 
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Assurances 

As mentioned above, Central Data holds the common assurances known in Vermont as 

Attachment C (standard State provisions for contracts and grants), as well as Attachment D, 

which are federal requirements. 

 

Only users with Authorized Representative credentials can agree to Assurance pages. 

Assurances pages contain an affirmative statement at the top, along with a checkbox for the 

Authorized Representative to check.  At the bottom of the web page, the Authorized 

Representative must click “Save Page”, which constitutes agreement to those Assurances.   

Users who do not see “Save Page” at the bottom of an un-submitted Central Data collection, are 

most likely not in a security group (Authorized Representative).  If you believe a user in your 

organization should have such access, or should have such access removed, contact the AOE 

GMS Helpdesk, using the contact information at the bottom of each webpage. 

 

Where multiple assurances pages exist, an Assurances Summary web page will redisplay the 

checkboxes (where they cannot be modified).  On this Assurances Summary web page, the 

Authorized Representative must click “Legal Entity Agrees”.  After this is complete, those 

assurances are completed and binding for the duration of that Fiscal Year. 

 

The following image shows the Assurance Page that the Authorized Representative must 

complete.  Note that below the first set of tabs, there is an additional row of tabs. This provides 

for “Attachment C General Assurances”, “Attachment D Other Assurance Provisions” and the 

“Assurances Agreement” Page. 
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Additional Assurances 

Some Central Data Assurances include an additional Assurance tab; Attachment D. This 

provides the option to list additional assurance requirements as part of the Central Data 

collection. Below is an example of an Additional Assurances Page. The page has a SAVE PAGE 

button at the bottom of the page, which will be visible to the user(s) authorized to save 

Assurance pages. 

 

Central Data – Attachment C Standard State Provisions – top and bottom of page  
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Central Data – Attachment D Other (Federal) Provisions – top and bottom of page  
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Assurances Agreement 

The last tab in the Assurances section will be the Assurances Agreement page. This page allows 

the authorized user (legal entity) to agree to the Assurances.  This user may or may not be the 

same user authorized to save the previous Assurance pages. When the authorized user clicks on 

the Legal Entity Agrees button, the date will appear in the text field noting when “The 

assurances were fully agreed to on this date:” 

  

 
Central Data – Assurances Agreement 
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Submit 

Prior to submitting Central Data, or any application to AOE for review, the Consistency Check 

function must be executed, and pass all validations. This dramatically reduces the frequency 

with which applications must be returned by AOE for changes, by having the GMS verify that 

the collection or application is as complete and correct as possible. Although users with Data 

Entry security access cannot “Submit the application”, or “Agree to Assurances”, they can 

execute the consistency check to confirm the application is ready for submission. 

 

The following image shows the Submit Page, with Assurances already agreed to (date present), 

and in need of the Consistency Check to be executed.   

 
Central Data Submit 

Due to the number of validations the Consistency Check is executing, this transaction may run 

for 30 seconds or more during periods of peak activity for complex Funding Applications. 

 

After the Consistency Check has executed, if there are any errors that prevent submission, they 

will be displayed on the Submit Page.  If there are multiple errors, it may be helpful to cut and 

paste the contents of those error messages to a separate document.  Once the user navigates 

away from the Submit page to resolve those errors, the error list will only redisplay upon re-

executing the Consistency Check. 

 

The following image shows the result of a Successful Consistency Check, with Assurances 

already completed.  The application or collection is now ready for submission by an Authorized 

Representative from the applicant’s organization. Furthermore, the application is now “locked”.  

This means all Save Page buttons have been disabled throughout the application so that it 

cannot be modified, potentially making it inconsistent. 
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Central Data – Consistency Check completed 

The submit process can be divided into a two-step process, where users with Data Entry access 

can submit the application for an internal review and then the Authorized Representative 

submits the application to AOE.  Alternatively, Authorized Representatives are allowed to 

submit directly to AOE. 

 

A submitted application will display with the message that it has been submitted to AOE for 

review.  AOE will review the application and if changes are needed, will return the application 

back to the organization for corrections. If no corrections are needed, then the application will 

be approved.  

 

Amendments will be created when the SAM Expiration date has expired to allow the update of 

this date. Reimbursement Requests require a current DUNS number for their submittal. 

Reimbursement Requests created within 60 days of SAM expiration will generate a Warning 

Message informing the organization of the need to create an Amendment of their Central Data 

and update the SAM Expiration date.  
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Central Data – Submitted Application 
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Collection History 

The Collection History is a display of the original submittal of the application and any 

amendments. This page will remain blank until the user submits the application.  

 

Central Data – Collection History 
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Collection Print 
 

The system will process Requested Prints on the hour, from 8:00AM to 8:00PM, Monday – 

Friday. After completed, a link to a PDF will display on the right side of the page under 

Completed Printed Jobs. Applicants may save this PDF to their local computer, and print as 

desired. 

 

Completed print request links will remain on this page for 7 days. After that time, the system 

will remove the document. If you would like to retain a copy beyond 7 days, please save the 

PDF to your local computer or appropriate file folder.  

 

In the example below, in order to print the Central Data, click the checkbox to the left of the 

data collection or application and then click the REQUEST PRINT button. 
  

 

Collection Print 
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Continuous Improvement Plan  

The Continuous Improvement Plan is an iterative four-phase process between the District/SU, 

School and the AOE. The CIP process begins in March and continues through the fiscal year. 

Each school in every district/SU must complete a Continuous Improvement Plan beginning in 

March. The school begins the CIP process from the Access Select page.  

 

Information regarding content AOE would like for you to include in your plan is located on 

AOE’s website. Please refer to the Education Quality Framework and the Continuous 

Improvement Quality Template links. The content of the CIP follows the framework of the 

template. 

  
Create a CIP 

When first accessing the Access Select Page, click the arrow to the left of the CIP – Continuous 

Improvement Plan, to display the CIP program.  

 

http://education.vermont.gov/vermont-schools/education-quality.
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Access Select – Initial Display 

The CREATE button will display to the right of the CIP program.  See the GMS Access / Select 

section for an example of the location of the CREATE button.  Click the CREATE button to 

initiate the CIP.  

 

In the following example, the CIP has been started; therefore, the OPEN, AMEND, REVIEW 

SUMMARY and DELETE APPLICATION buttons display. 
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Access Select – CIP selected to show CIP program 

 
  



 
 

AOE GMS Applicant User Manual  

(Revised: March 29, 2018) 

Page 28 of 45 
 

 

CIP Overview 

After initiating the CIP, a set of tabs will display.  AOE designed the CIP for the DISTRICT/SU 

to complete the plan through a series of phases.  The CIP Overview page is the first page to 

display and provides information about the due date and the process for the CIP. This is an 

information only page and no action is required on this page. Below is a sample CIP Overview. 

 
CIP Overview 

Contact Information 

The second tab is the Contact Information page. The page includes two sections.  

1. In the top section, enter up to 5 additional email addresses of individuals who 

should receive copies of the automated accepted/returned status of the CIP as it 

moves through the phases. 

2. Next, enter the contact information of the DISTRICT/SU Representative or the 

‘School Principal\ Representative Submitting the CIP’ for the entity for which you 

are submitting the CIP.  Fields with asterisks are required fields. 

3. Click SAVE PAGE. 
 

The following page shows an example of the CIP Contact Information page. 
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CIP – Contact Information 
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Phase 1  

 
Plan Developers and Assurances 

The Phase 1 tab displays a secondary row of tabs. The first tab displays the Plan Developers and 

Assurances.  

1. Enter the name of at least one Plan Developer in the space provided. Also, enter the 

title of the person following the name.  

2. Next, select the checkbox to note that the Plan has approval of one or more School 

Board Members.  Enter the name of the school board member in the text area.   

3. Upload the minutes from the school board meeting from which the Plan received 

approval.  To upload a document, review the document requirements and click the 

Browse button.  Locate the file, select it and select the Open button. The file will 

display in the text field.  Click UPLOAD, to load the file to the Phase 1 page. 

Uploaded pages will display below the UPLOAD button. 

4. Next, if applicable, select whether the CIP adheres to the Title I Schoolwide Program 

Requirements.  

5. Click SAVE PAGE.  

 

Below is an example of the CIP – Phase 1 - Plan Developers and Assurances page. 
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CIP Phase 1 - Developers and Assurances 

Assess Needs and Innovate 

The second tab under Phase 1, Assess Needs and Innovate, provides text area spaces to enter 

results during Phase 1 of the plan year.  After the CIP is Accepted, additional information will 

be added in Phases 2, 3, and 4.  Note the label identifying the section of the plan. For example, 

the first text area is specific to “Shared Vision”.  Rich text formatting options appear above each 

text area. Use these options to format text as desired.  Each text area has a maximum character 

limit. As users enter data, the number of characters remaining will display.  

1. Complete each text area and upload supporting documentation as needed.  
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2. Click SAVE PAGE. 
 

An example of the Assess Need and Innovate page appear in the following two screen shots. 
 

 
CIP Phase 1 – Assess Needs and Innovation (top) 
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CIP Phase 1 – Assess Needs and Innovation (bottom) 
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CIP Goal Titles 

The third tab under Phase 1 is CIP Goal Titles.   

1. Enter a brief (less than 25 characters) title for each CIP Goal. You must complete at 

least one Title.   These Titles will show on subsequent pages, and in the CFP 

Investments webpage. 

2. Click SAVE PAGE. 

 
CIP Phase 1 – CIP Goal Titles 

CIP Goals 1 – 5 

The remaining tabs under Phase 1 are individual Goal pages. There are five CIP Goal tabs 

available. The CIP goals feed into the Investments page within the Consolidated Federal 

Program (CFP) when the District/SU submits the CIP application. As AOE brings more grants 

online within the GMS, many of these new grants will have similar pages to the CFP 

Investments page that will include the CIP goals. Refer to specific grant information to learn 

how the District/SU will use the Investments page or related CIP linked pages to manage 

funding and tasks related to the CIP goals. Currently, there are no plans for the IDEA and 

Perkins grant programs to use the CIP goals. Below is an example of the Investments page from 

the Consolidated Federal Programs application.  

  



 
 

AOE GMS Applicant User Manual  

(Revised: March 29, 2018) 

Page 35 of 45 
 

 

Investments Page from Consolidated Federal Program 

Within the CIP Application, each goal page provides the summary title, a drop-down list to 

select the Educational Quality Standard, an area to select focus area(s), and a series of questions 
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to detail the change ideas. Click SAVE PAGE on each Goal page before continuing to the next 

Goal. The following two examples illustrate the Goal 1 page. As the District/SU enters the Goal 

Titles, the Goal tabs will expand accordingly.  

 

Note the checkboxes in the second example that allow expansion of the page to enable entry of 

Change Idea 2 and 3. 

 

The District/SU only completes Phase 1. Until AOE approves Phase 1, the tabs for the additional 

Phases will open, but no content will display. 
 

 

CIP Phase 1 – Goal 1 (top) 
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CIP Phase 1 – Goal 1 (bottom) 

Submit Phase 1 

Following the completion of the Phase 1 section, the District/SU submits the Plan to AOE. 

Submitting is a two-step process. First, the authorized user will complete a Consistency Check 

on the completed portion of Phase 1. The consistency check reviews the Contact Information 

and the pages included in Phase 1 and verifies the information entered meets the validations set 

within the CIP application. This check includes, but is not limited to, checking for completeness, 

and checking that uploaded documents meet requirements. For District/SU’s with separate 

District/SU Data Entry and District/SU Administrator roles, the District/SU Data Entry role will 

complete the Consistency Check and the District/SU Administrator will submit the CIP.  

 
Consistency Check 

To begin the Consistency Check, the authorized user clicks the CONSISTENCY CHECK 

button.  
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CIP – Submit Phase 1 – Prior to Consistency Check 

If errors exist, the errors will display in red text.  The user must return to the designated pages 

to correct all errors and save each page before returning to the Submit Phase 1 page to re-run 

the Consistency Check. 

 

When the Consistency Check is successful, the following message will display: “District 

Representative ran the consistency check process which locked the application on {date} at {time}”.  

Below is an example of how the page will display following the successful completion of the 

Consistency Check. Note the message that the check was successful, the date that the 

consistency check ran appears in the list and the SUBMIT TO AOE button that corresponds to 

District/SU Administrator user has been enabled. 
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CIP – Submit Phase 1 – Successful Consistency Check 

 

Submit to AOE 

When the SUBMIT TO AOE button appears, the District/SU Administrator receives an email 

that they can submit Phase 1 to AOE. The District/SU Administrator will access the CIP plan 

from the Access Select Page.  They will review the CIP plan and navigate to the Submit Phase 1 

tab. Click the SUBMIT TO AOE button to complete the submittal. The following message, “The 

application has been submitted for review”, will display and the submittal date will appear on the 

page.  See the example below. 
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CIP - Submit Phase 1 – Submitted 

Phase 2 – Phase 4 

The District/SU submits Phase 2 through Phase 4 via Amendments. There will be an 

amendment completed for each phase. Phase 2 is the Test and Pilot phase. Phase 3 is the 

Implement and Spread phase.  Phase 4 is the Sustain phase.  The District/SU completes and 

updates the content as needed throughout the fiscal year.  Phases 2 through 4 will appear as 

amendments from the Menu List.  

 
Submit Phases 2-4 

When the District/SU has completed Phases 2 through Phase 4, the authorized user submits 

these phases to the AOE. Like in Phase 1, the Phase 2-4 submit process may include multiple 

levels.  Each phase must pass the Consistency Check process before the District/SU can submit 

the amendment.  
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Plan History 

From the Plan History tab, users can see the status of the plan or amendment.  

Plan History 

Plan Print 

Users can access the Plan Print tab anytime throughout the CIP process. The GMS processes 

requested prints on the hour.  After the system generates the print process, a PDF will display 

below the Completed Print Jobs heading on the Plan Print page. Completed print jobs will 

remain available for 7 days on the Plan Print page or the user can save the PDF locally.   
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Funding Application 

This section will provide instructions for completing various funding applications, such as CFP, 

Perkins, 21st Century, etc. It will be updated after the CFP application is released in April 2018. 

  



 
 

AOE GMS Applicant User Manual  

(Revised: March 29, 2018) 

Page 43 of 45 
 

 

Reviewing Comments from AOE 

After an application, Central Data, CIP or other collection (application) has been submitted, 

AOE staff will perform reviews of the application contents.  Once AOE has completed the 

review(s) of the application, a system-generated email will be sent to the person who submitted 

the application along with any additional users identified on the applications Contact 

Information web page.   AOE will either “Approve” the submission, or “Return” the submission 

for changes. 

 

In the event that the application is returned for changes, AOE reviewers should have entered 

comments into the Review Checklist(s) to advise the applicant what should be revised prior to 

resubmitting and reviewing the application again. 

 

The Review Checklist comments are accessed from the Access / Select Page.  Prior to opening 

any review checklist, make sure that the Pop-up blocker within your browser allows Pop-ups 

from the GMS website.  Otherwise, Review Checklists will not display. 

The image below shows the Review Summary button that corresponds to Amendment #1 for 

the IDEA Consolidated Application. 

 
Access Select Page = Options to select 
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By clicking the Review Summary button, the following web page will display. 
 

 
Review Summary  

 

For each review level at AOE, a Review Checklist is completed.  Sometimes, multiple review 

levels share the same checklist.   Fiscal Reviews and Program staff reviews normally use distinct 

checklists though.  These checklists are comprised of the questions that reviewers use to 

determine if an application can be approved.  Any checklist that shows a status of Rejected 

should include comments from AOE that the applicant should review. Select the radio button 

for the desired line(s) (one at a time), and then click the Review Checklist button at the bottom 

of the page. Upon reviewing these AOE comments, the applicant can update their application, 

and resubmit to AOE. 

  

The Review Checklists usually contain questions for the reviewer to indicate if the applicant’s 

responses are consistent with program requirements.  The following image shows how 

reviewers at AOE could provide comments that require revision by the applicant.  Note the 

Printer-Friendly link in the upper right hand corner.  Use this link to print the displayed 

checklist. 
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Review Checklist 

 

Some Review Checklists, as shown above, contain multiple tabs.  Others may contain only one 

page of checklist questions. 

 

The Review Checklist is only intended to be updated by AOE team members.  Applicants can 

view comments in these pages, but are not able to modify the contents of review checklists. 

In the event that questions exist about what needs to be updated in the application, applicants 

are encouraged to contact the appropriate reviewer directly. 

 

After the application is resubmitted, the review cycle will begin again, and iterate as many 

times as is needed until the application is Final Approved.   After that time, if updates are 

needed, an Amendment should be created and submitted. 
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	Document Purpose 
	This Grants Management System (GMS) User Manual is intended to provide instructions to individuals at Vermont organizations (LEAs) that wish to apply for grant programs administered through the Vermont Agency of Education (AOE). 
	 
	The document details these processes: 
	1. Logging on to the GMS 
	1. Logging on to the GMS 
	1. Logging on to the GMS 

	2. Accessing and Completing the Central Data Collection 
	2. Accessing and Completing the Central Data Collection 

	3. Completing Continuous Improvement Plans 
	3. Completing Continuous Improvement Plans 


	 
	Accessing and completing the Funding Application, and Payments Processes such as Reimbursement Requests and Closeouts, will be detailed in a subsequent release of the User Manual. 
	 
	Questions regarding completing collections / applications in the GMS should be directed to Program Office contacts, but are frequently detailed on the Overview page of the Collection/Application. 
	  
	Technical questions regarding GMS Access or system issues should be directed to the AOE GMS Helpdesk.  The contact information for the Helpdesk is located in the footer of each webpage in the GMS. 
	  
	GMS Landing / Logon Page 
	 
	The GMS Landing / Logon Page is located at the following 
	The GMS Landing / Logon Page is located at the following 
	URL
	URL

	 

	 
	For any Grant Applicants who do not have a logon ID, please click the New User link located on the GMS.  You will be asked to provide the Supervisory Unit Code (e.g. S061) for your organization.   If that SU is found, you will be asked for your name, email and requested role, for review by AOE. 
	 
	If you require credentials for an organization not already known to the GMS, the New User link will direct you to send an email to the AOE GMS Helpdesk to have your organization added.  
	 
	AOE - GMS Logon Page 
	Figure
	The Logon Page contains sections: 
	1. Logging on using existing credentials 
	1. Logging on using existing credentials 
	1. Logging on using existing credentials 

	2. Viewing Announcements from AOE 
	2. Viewing Announcements from AOE 

	3. Viewing other GMS related information from AOE 
	3. Viewing other GMS related information from AOE 

	4. Viewing Upcoming Events from AOE 
	4. Viewing Upcoming Events from AOE 

	5. Viewing copies of Notices of Funding Availability from AOE 
	5. Viewing copies of Notices of Funding Availability from AOE 


	 
	Users with credentials to access the GMS should enter their UserID (which will be their email address), their Password, and click the Logon Button. As part of the first logon, users will be required to set a new password. If you have forgotten your password, press the “Forgot Password” link after entering in your email address. A temporary password will be sent to this address. 
	 
	Upon successfully logging onto the GMS, users are directed to the GMS Menu List page. Some administrative users have multiple options on this page, but most District users will see the following image. 
	 
	 
	 

	GMS Menu List 
	District Representative Menu List 
	District Representative Menu List 
	Figure
	After successful logon, the GMS Menu List page will display. The GMS Menu List shows options for each user based on the authority they have been assigned. 
	 The hyperlink for “GMS Access/Select” will take users to the list of systems including Central Data, including Contacts and Assurances 
	 The hyperlink for “GMS Access/Select” will take users to the list of systems including Central Data, including Contacts and Assurances 
	 The hyperlink for “GMS Access/Select” will take users to the list of systems including Central Data, including Contacts and Assurances 

	 Funding Applications (e.g. Consolidated Application, IDEA Consolidated, Perkins, 21st Century, etc.) 
	 Funding Applications (e.g. Consolidated Application, IDEA Consolidated, Perkins, 21st Century, etc.) 


	Each GMS Web page after the Menu List contains hyperlinks in the top right corner with the following function: 
	1. Sign Out of the GMS 
	1. Sign Out of the GMS 
	1. Sign Out of the GMS 

	2. Return to this Menu List web page 
	2. Return to this Menu List web page 

	3. Return to the GMS Access / Select Page 
	3. Return to the GMS Access / Select Page 

	4. Display the contents of the web page in a format that can be sent to a printer from the Browser being used. 
	4. Display the contents of the web page in a format that can be sent to a printer from the Browser being used. 


	  
	Organization Search Results 
	 
	Most users will not see the following web page. 
	 
	This page is needed when the logged on user must select a specific district that they wish to work with.  UserIDs are normally only associated with a single district, but in uncommon cases, a user may have permissions for multiple districts.  If your UserID has access to multiple districts, you will see the page below after clicking GMS Access/Select, which requires that you select the specific Organization (district) that you wish to work with. 
	 
	Select the radio button of the organization you wish to access and click the Select button.  
	 
	Figure
	Organization Search Results 
	GMS Access / Select 
	After clicking the GMS Access / Select link from the Menu List Page, the GMS Access / Select page displays.  At the beginning of the Fiscal Year, when no applications or other collections have been created, the GMS Access / Select page will appear as below. 
	 
	Figure
	Access Select Page – No applications created 
	After applications have been created though, the following page is a representative view of the Access/Select Page. 
	  
	Figure
	Access Select Page – Applications created 
	In the preceding image, below the horizonal bar labeled “Created” sub-sections display applications underway or a statement that no application has been created. Within the “Available” sub-sections, the CREATE button displays to the right of applications and collections which are available to be started (created) by the District/SU. When the user selects the CREATE button, the system creates an application or collection for the Fiscal Year listed in the drop-down list at the top of the page. 
	 
	Utlimately, as the fiscal year proceeds, many applicants will create multiple grant programs. Once created, the applications move to one of the created sub-sections at the top.  Buttons next to created applications facilitate the following actions: 
	 Opening,  
	 Opening,  
	 Opening,  

	 Creating Amendments,  
	 Creating Amendments,  

	 Accessing Payments (if final approved),  
	 Accessing Payments (if final approved),  

	 Reviewing AOE Comments about submitted applications, or  
	 Reviewing AOE Comments about submitted applications, or  

	 Deleting unsubmitted applications. 
	 Deleting unsubmitted applications. 


	For Vermont, as the GMS comes online in March 2018 – the initial default Fiscal Year will be 2019.   On or around April 1st, 2019, the default year will change to 2020. 
	As multiple years of data become available in the GMS, users can use the Fiscal Year drop-down list to switch between the years they need to work with. 
	  
	Figure
	Access Select Page – Changing Fiscal Year. 
	Funding Summary 
	The first link available on the GMS Access / Select Page directs the user to the Funding Summary page for the selected year. The Funding Summary page displays the funds allocated, budgeted and/or paid to the organization for the each program based on the year selected. 
	This page shows users the sum of funding made available to the District/SU for the Fiscal Year. No updates or other data entry can be performed on this page. 
	 
	Funding Summary 
	Figure
	Central Data 
	From the GMS Access / Select Page, all Applications, Continuous Improvement Plans, Central Data, Non-Funded Collections (e.g. Title I Participation Report) are Created and Accessed. Each year, each organization should start the Central Data Collection for the upcoming Fiscal Year. 
	The District/SU must complete the Central Data collection annually in order to apply for a grant within the GMS. Central Data captures information that is common to the applicant’s organization across all grant programs. 
	 
	Central Data should be completed and submitted to AOE prior to completing the first funding application for the Fiscal Year. Failure to complete the Central Data collection will prevent users from completing Program Specific Assurances pages, and subsequently submitting Funding Applications. Continuous Improvement Plans can be completed and submitted without first completing Central Data. 
	 
	Requirements of Central Data 
	1. Users must complete Central Contacts. It is used to denote the Administrative Office address and phone number, and the contact information for those persons who lead the organization. 
	1. Users must complete Central Contacts. It is used to denote the Administrative Office address and phone number, and the contact information for those persons who lead the organization. 
	1. Users must complete Central Contacts. It is used to denote the Administrative Office address and phone number, and the contact information for those persons who lead the organization. 

	2. DUNS number information is required and is needed for reimbursements.  
	2. DUNS number information is required and is needed for reimbursements.  

	3. Assurances within Central Data are designed to: 
	3. Assurances within Central Data are designed to: 

	a. Allow the District/SU to agree to State and Federal assurances one time per fiscal year, without having to agree to the same assurance in multiple grant programs. 
	a. Allow the District/SU to agree to State and Federal assurances one time per fiscal year, without having to agree to the same assurance in multiple grant programs. 
	a. Allow the District/SU to agree to State and Federal assurances one time per fiscal year, without having to agree to the same assurance in multiple grant programs. 

	b. Only be accepted by the Authorized Representative, based on GMS Security Setup. Users with Data Entry level security will not see the “Legal Entity Agrees” buttons.  
	b. Only be accepted by the Authorized Representative, based on GMS Security Setup. Users with Data Entry level security will not see the “Legal Entity Agrees” buttons.  



	The following images are from pages within the Central Data Collection.  
	 
	Continuous Improvement Plan Overview 
	Upon initial creation of Central Data, or subsequent opening of Central Data, the GMS directs the user to the first web page in the collection. This page is most often an Overview page, like the one shown below. 
	Figure
	Central Data - Overview 
	As with all applications and collections in the GMS, a Tab Strip(s) will display. Each rectangle (tab) along the horizontal bar represents a different web page the applicant is to review, and in many cases complete. Occasionally, two levels of tab strips display when there is too much content to place on one web page efficiently.  
	  
	Central Contact Information 
	The Central Contact Information Page contains data that is anticipated to be common across all grant programs and collections for the Fiscal Year. 
	 
	Figure
	Central Data - Central Contacts 
	DUNS Number 
	The second tab requires the organization to enter their DUNS number, and SAM Expiration Date (System for Award Management).  Federal Grant programs require that sub-grantees have a valid DUNS Number, and a SAM expiration date that was current at the time of expending funds for which reimbursement will be requested from AOE.  The System for Award Management has replaced the Central Contractor Registry (CCR).  The data entered on this page relating to the DUNS number and SAM Expiration Date will be pre-popula
	 
	Figure
	Central Data – DUNS Number 
	At the bottom of this page, the GMS allows applicants to upload supporting documentation. Only files with XLS, DOC, and PDF extensions may be uploaded. Files should be limited to no larger than 6MB in size. Multiple files may be uploaded though if desired.  Files inadvertently uploaded can be deleted by the LEA. 
	  
	Assurances 
	As mentioned above, Central Data holds the common assurances known in Vermont as Attachment C (standard State provisions for contracts and grants), as well as Attachment D, which are federal requirements. 
	 
	Only users with Authorized Representative credentials can agree to Assurance pages. Assurances pages contain an affirmative statement at the top, along with a checkbox for the Authorized Representative to check.  At the bottom of the web page, the Authorized Representative must click “Save Page”, which constitutes agreement to those Assurances.   Users who do not see “Save Page” at the bottom of an un-submitted Central Data collection, are most likely not in a security group (Authorized Representative).  If
	 
	Where multiple assurances pages exist, an Assurances Summary web page will redisplay the checkboxes (where they cannot be modified).  On this Assurances Summary web page, the Authorized Representative must click “Legal Entity Agrees”.  After this is complete, those assurances are completed and binding for the duration of that Fiscal Year. 
	 
	The following image shows the Assurance Page that the Authorized Representative must complete.  Note that below the first set of tabs, there is an additional row of tabs. This provides for “Attachment C General Assurances”, “Attachment D Other Assurance Provisions” and the “Assurances Agreement” Page. 
	 
	  
	Figure
	Figure
	Central Data – Attachment C Standard State Provisions – top and bottom of page  
	Additional Assurances 
	Some Central Data Assurances include an additional Assurance tab; Attachment D. This provides the option to list additional assurance requirements as part of the Central Data collection. Below is an example of an Additional Assurances Page. The page has a SAVE PAGE button at the bottom of the page, which will be visible to the user(s) authorized to save Assurance pages. 
	 
	Figure
	Figure
	Central Data – Attachment D Other (Federal) Provisions – top and bottom of page  
	 
	  
	Assurances Agreement 
	The last tab in the Assurances section will be the Assurances Agreement page. This page allows the authorized user (legal entity) to agree to the Assurances.  This user may or may not be the same user authorized to save the previous Assurance pages. When the authorized user clicks on the Legal Entity Agrees button, the date will appear in the text field noting when “The assurances were fully agreed to on this date:” 
	  
	Figure
	Central Data – Assurances Agreement 
	Submit 
	Prior to submitting Central Data, or any application to AOE for review, the Consistency Check function must be executed, and pass all validations. This dramatically reduces the frequency with which applications must be returned by AOE for changes, by having the GMS verify that the collection or application is as complete and correct as possible. Although users with Data Entry security access cannot “Submit the application”, or “Agree to Assurances”, they can execute the consistency check to confirm the appl
	 
	The following image shows the Submit Page, with Assurances already agreed to (date present), and in need of the Consistency Check to be executed.   
	Figure
	Central Data Submit 
	Due to the number of validations the Consistency Check is executing, this transaction may run for 30 seconds or more during periods of peak activity for complex Funding Applications. 
	 
	After the Consistency Check has executed, if there are any errors that prevent submission, they will be displayed on the Submit Page.  If there are multiple errors, it may be helpful to cut and paste the contents of those error messages to a separate document.  Once the user navigates away from the Submit page to resolve those errors, the error list will only redisplay upon re-executing the Consistency Check. 
	 
	The following image shows the result of a Successful Consistency Check, with Assurances already completed.  The application or collection is now ready for submission by an Authorized Representative from the applicant’s organization. Furthermore, the application is now “locked”.  This means all Save Page buttons have been disabled throughout the application so that it cannot be modified, potentially making it inconsistent. 
	Figure
	Central Data – Consistency Check completed 
	The submit process can be divided into a two-step process, where users with Data Entry access can submit the application for an internal review and then the Authorized Representative submits the application to AOE.  Alternatively, Authorized Representatives are allowed to submit directly to AOE. 
	 
	A submitted application will display with the message that it has been submitted to AOE for review.  AOE will review the application and if changes are needed, will return the application back to the organization for corrections. If no corrections are needed, then the application will be approved.  
	 
	Amendments will be created when the SAM Expiration date has expired to allow the update of this date. Reimbursement Requests require a current DUNS number for their submittal. Reimbursement Requests created within 60 days of SAM expiration will generate a Warning Message informing the organization of the need to create an Amendment of their Central Data and update the SAM Expiration date.  
	Figure
	Central Data – Submitted Application 
	Collection History 
	The Collection History is a display of the original submittal of the application and any amendments. This page will remain blank until the user submits the application.  
	 
	Central Data – Collection History 
	Figure
	Collection Print 
	 
	The system will process Requested Prints on the hour, from 8:00AM to 8:00PM, Monday – Friday. After completed, a link to a PDF will display on the right side of the page under Completed Printed Jobs. Applicants may save this PDF to their local computer, and print as desired. 
	 
	Completed print request links will remain on this page for 7 days. After that time, the system will remove the document. If you would like to retain a copy beyond 7 days, please save the PDF to your local computer or appropriate file folder.  
	 
	In the example below, in order to print the Central Data, click the checkbox to the left of the data collection or application and then click the REQUEST PRINT button. 
	  
	Figure
	Collection Print 
	Continuous Improvement Plan  
	The Continuous Improvement Plan is an iterative four-phase process between the District/SU, School and the AOE. The CIP process begins in March and continues through the fiscal year. Each school in every district/SU must complete a Continuous Improvement Plan beginning in March. The school begins the CIP process from the Access Select page.  
	 
	Information regarding content AOE would like for you to include in your plan is located on AOE’s 
	Information regarding content AOE would like for you to include in your plan is located on AOE’s 
	website
	website

	. Please refer to the Education Quality Framework and the Continuous Improvement Quality Template links. The content of the CIP follows the framework of the template. 

	  
	Create a CIP 
	When first accessing the Access Select Page, click the arrow to the left of the CIP – Continuous Improvement Plan, to display the CIP program.  
	 
	Figure
	Access Select – Initial Display 
	The CREATE button will display to the right of the CIP program.  See the 
	The CREATE button will display to the right of the CIP program.  See the 
	GMS Access / Select
	GMS Access / Select

	 section for an example of the location of the CREATE button.  Click the CREATE button to initiate the CIP.  

	 
	In the following example, the CIP has been started; therefore, the OPEN, AMEND, REVIEW SUMMARY and DELETE APPLICATION buttons display. 
	Figure
	 
	Access Select – CIP selected to show CIP program 
	CIP Overview 
	After initiating the CIP, a set of tabs will display.  AOE designed the CIP for the DISTRICT/SU to complete the plan through a series of phases.  The CIP Overview page is the first page to display and provides information about the due date and the process for the CIP. This is an information only page and no action is required on this page. Below is a sample CIP Overview. 
	Figure
	CIP Overview 
	Contact Information 
	The second tab is the Contact Information page. The page includes two sections.  
	1. In the top section, enter up to 5 additional email addresses of individuals who should receive copies of the automated accepted/returned status of the CIP as it moves through the phases. 
	1. In the top section, enter up to 5 additional email addresses of individuals who should receive copies of the automated accepted/returned status of the CIP as it moves through the phases. 
	1. In the top section, enter up to 5 additional email addresses of individuals who should receive copies of the automated accepted/returned status of the CIP as it moves through the phases. 

	2. Next, enter the contact information of the DISTRICT/SU Representative or the ‘School Principal\ Representative Submitting the CIP’ for the entity for which you are submitting the CIP.  Fields with asterisks are required fields. 
	2. Next, enter the contact information of the DISTRICT/SU Representative or the ‘School Principal\ Representative Submitting the CIP’ for the entity for which you are submitting the CIP.  Fields with asterisks are required fields. 

	3. Click SAVE PAGE. 
	3. Click SAVE PAGE. 


	 
	The following page shows an example of the CIP Contact Information page. 
	  
	Figure
	CIP – Contact Information 
	Phase 1  
	 
	Plan Developers and Assurances 
	The Phase 1 tab displays a secondary row of tabs. The first tab displays the Plan Developers and Assurances.  
	1. Enter the name of at least one Plan Developer in the space provided. Also, enter the title of the person following the name.  
	1. Enter the name of at least one Plan Developer in the space provided. Also, enter the title of the person following the name.  
	1. Enter the name of at least one Plan Developer in the space provided. Also, enter the title of the person following the name.  

	2. Next, select the checkbox to note that the Plan has approval of one or more School Board Members.  Enter the name of the school board member in the text area.   
	2. Next, select the checkbox to note that the Plan has approval of one or more School Board Members.  Enter the name of the school board member in the text area.   

	3. Upload the minutes from the school board meeting from which the Plan received approval.  To upload a document, review the document requirements and click the Browse button.  Locate the file, select it and select the Open button. The file will display in the text field.  Click UPLOAD, to load the file to the Phase 1 page. Uploaded pages will display below the UPLOAD button. 
	3. Upload the minutes from the school board meeting from which the Plan received approval.  To upload a document, review the document requirements and click the Browse button.  Locate the file, select it and select the Open button. The file will display in the text field.  Click UPLOAD, to load the file to the Phase 1 page. Uploaded pages will display below the UPLOAD button. 

	4. Next, if applicable, select whether the CIP adheres to the Title I Schoolwide Program Requirements.  
	4. Next, if applicable, select whether the CIP adheres to the Title I Schoolwide Program Requirements.  

	5. Click SAVE PAGE.  
	5. Click SAVE PAGE.  


	 
	Below is an example of the CIP – Phase 1 - Plan Developers and Assurances page. 
	Figure
	CIP Phase 1 - Developers and Assurances 
	Assess Needs and Innovate 
	The second tab under Phase 1, Assess Needs and Innovate, provides text area spaces to enter results during Phase 1 of the plan year.  After the CIP is Accepted, additional information will be added in Phases 2, 3, and 4.  Note the label identifying the section of the plan. For example, the first text area is specific to “Shared Vision”.  Rich text formatting options appear above each text area. Use these options to format text as desired.  Each text area has a maximum character limit. As users enter data, t
	1. Complete each text area and upload supporting documentation as needed.  
	1. Complete each text area and upload supporting documentation as needed.  
	1. Complete each text area and upload supporting documentation as needed.  


	2. Click SAVE PAGE. 
	2. Click SAVE PAGE. 
	2. Click SAVE PAGE. 


	 
	An example of the Assess Need and Innovate page appear in the following two screen shots. 
	 
	Figure
	CIP Phase 1 – Assess Needs and Innovation (top) 
	Figure
	CIP Phase 1 – Assess Needs and Innovation (bottom) 
	 
	  
	CIP Goal Titles 
	The third tab under Phase 1 is CIP Goal Titles.   
	1. Enter a brief (less than 25 characters) title for each CIP Goal. You must complete at least one Title.   These Titles will show on subsequent pages, and in the CFP Investments webpage. 
	1. Enter a brief (less than 25 characters) title for each CIP Goal. You must complete at least one Title.   These Titles will show on subsequent pages, and in the CFP Investments webpage. 
	1. Enter a brief (less than 25 characters) title for each CIP Goal. You must complete at least one Title.   These Titles will show on subsequent pages, and in the CFP Investments webpage. 

	2. Click SAVE PAGE. 
	2. Click SAVE PAGE. 


	Figure
	CIP Phase 1 – CIP Goal Titles 
	CIP Goals 1 – 5 
	The remaining tabs under Phase 1 are individual Goal pages. There are five CIP Goal tabs available. The CIP goals feed into the Investments page within the Consolidated Federal Program (CFP) when the District/SU submits the CIP application. As AOE brings more grants online within the GMS, many of these new grants will have similar pages to the CFP Investments page that will include the CIP goals. Refer to specific grant information to learn how the District/SU will use the Investments page or related CIP li
	  
	Investments Page from Consolidated Federal Program 
	Figure
	Within the CIP Application, each goal page provides the summary title, a drop-down list to select the Educational Quality Standard, an area to select focus area(s), and a series of questions 
	to detail the change ideas. Click SAVE PAGE on each Goal page before continuing to the next Goal. The following two examples illustrate the Goal 1 page. As the District/SU enters the Goal Titles, the Goal tabs will expand accordingly.  
	 
	Note the checkboxes in the second example that allow expansion of the page to enable entry of Change Idea 2 and 3. 
	 
	The District/SU only completes Phase 1. Until AOE approves Phase 1, the tabs for the additional Phases will open, but no content will display. 
	 
	Figure
	CIP Phase 1 – Goal 1 (top) 
	Figure
	CIP Phase 1 – Goal 1 (bottom) 
	Submit Phase 1 
	Following the completion of the Phase 1 section, the District/SU submits the Plan to AOE. Submitting is a two-step process. First, the authorized user will complete a Consistency Check on the completed portion of Phase 1. The consistency check reviews the Contact Information and the pages included in Phase 1 and verifies the information entered meets the validations set within the CIP application. This check includes, but is not limited to, checking for completeness, and checking that uploaded documents mee
	 
	Consistency Check 
	To begin the Consistency Check, the authorized user clicks the CONSISTENCY CHECK button.  
	Figure
	CIP – Submit Phase 1 – Prior to Consistency Check 
	If errors exist, the errors will display in red text.  The user must return to the designated pages to correct all errors and save each page before returning to the Submit Phase 1 page to re-run the Consistency Check. 
	 
	When the Consistency Check is successful, the following message will display: “District Representative ran the consistency check process which locked the application on {date} at {time}”.  Below is an example of how the page will display following the successful completion of the Consistency Check. Note the message that the check was successful, the date that the consistency check ran appears in the list and the SUBMIT TO AOE button that corresponds to District/SU Administrator user has been enabled. 
	Figure
	CIP – Submit Phase 1 – Successful Consistency Check 
	 
	Submit to AOE 
	When the SUBMIT TO AOE button appears, the District/SU Administrator receives an email that they can submit Phase 1 to AOE. The District/SU Administrator will access the CIP plan from the Access Select Page.  They will review the CIP plan and navigate to the Submit Phase 1 tab. Click the SUBMIT TO AOE button to complete the submittal. The following message, “The application has been submitted for review”, will display and the submittal date will appear on the page.  See the example below. 
	CIP - Submit Phase 1 – Submitted 
	Figure
	Phase 2 – Phase 4 
	The District/SU submits Phase 2 through Phase 4 via Amendments. There will be an amendment completed for each phase. Phase 2 is the Test and Pilot phase. Phase 3 is the Implement and Spread phase.  Phase 4 is the Sustain phase.  The District/SU completes and updates the content as needed throughout the fiscal year.  Phases 2 through 4 will appear as amendments from the Menu List.  
	 
	Submit Phases 2-4 
	When the District/SU has completed Phases 2 through Phase 4, the authorized user submits these phases to the AOE. Like in Phase 1, the Phase 2-4 submit process may include multiple levels.  Each phase must pass the Consistency Check process before the District/SU can submit the amendment.  
	  
	Plan History 
	From the Plan History tab, users can see the status of the plan or amendment.  
	Plan History 
	Figure
	Plan Print 
	Users can access the Plan Print tab anytime throughout the CIP process. The GMS processes requested prints on the hour.  After the system generates the print process, a PDF will display below the Completed Print Jobs heading on the Plan Print page. Completed print jobs will remain available for 7 days on the Plan Print page or the user can save the PDF locally.   
	Funding Application 
	This section will provide instructions for completing various funding applications, such as CFP, Perkins, 21st Century, etc. It will be updated after the CFP application is released in April 2018. 
	 
	 
	 

	Reviewing Comments from AOE 
	After an application, Central Data, CIP or other collection (application) has been submitted, AOE staff will perform reviews of the application contents.  Once AOE has completed the review(s) of the application, a system-generated email will be sent to the person who submitted the application along with any additional users identified on the applications Contact Information web page.   AOE will either “Approve” the submission, or “Return” the submission for changes. 
	 
	In the event that the application is returned for changes, AOE reviewers should have entered comments into the Review Checklist(s) to advise the applicant what should be revised prior to resubmitting and reviewing the application again. 
	 
	The Review Checklist comments are accessed from the Access / Select Page.  Prior to opening any review checklist, make sure that the Pop-up blocker within your browser allows Pop-ups from the GMS website.  Otherwise, Review Checklists will not display. 
	The image below shows the Review Summary button that corresponds to Amendment #1 for the IDEA Consolidated Application. 
	Figure
	Access Select Page = Options to select 
	By clicking the Review Summary button, the following web page will display. 
	 
	Figure
	Review Summary  
	 
	For each review level at AOE, a Review Checklist is completed.  Sometimes, multiple review levels share the same checklist.   Fiscal Reviews and Program staff reviews normally use distinct checklists though.  These checklists are comprised of the questions that reviewers use to determine if an application can be approved.  Any checklist that shows a status of Rejected should include comments from AOE that the applicant should review. Select the radio button for the desired line(s) (one at a time), and then 
	  
	The Review Checklists usually contain questions for the reviewer to indicate if the applicant’s responses are consistent with program requirements.  The following image shows how reviewers at AOE could provide comments that require revision by the applicant.  Note the Printer-Friendly link in the upper right hand corner.  Use this link to print the displayed checklist. 
	 

	Figure
	Review Checklist 
	 
	 
	Some Review Checklists, as shown above, contain multiple tabs.  Others may contain only one page of checklist questions. 
	 
	The Review Checklist is only intended to be updated by AOE team members.  Applicants can view comments in these pages, but are not able to modify the contents of review checklists. 
	In the event that questions exist about what needs to be updated in the application, applicants are encouraged to contact the appropriate reviewer directly. 
	 
	After the application is resubmitted, the review cycle will begin again, and iterate as many times as is needed until the application is Final Approved.   After that time, if updates are needed, an Amendment should be created and submitted. 
	 





