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Introduction and Purpose 

Annual Survey Child Count Purpose 
The purpose of this annual report is to provide the U.S. Department of Education (USED) with data required by 
Title I, Parts A and D, of the Elementary and Secondary Education Act, as amended by the Every Student 
Succeeds Act (ESSA), for use in the computation of grants to local educational agencies (LEAs) and state agencies 
(SAs) responsible for providing free public education for children in institutions or community day programs for 
neglected or delinquent children. 

Guide Purpose 
The purpose of the Annual Survey Child Count Guide is to help Title I, Part D (TIPD) coordinators navigate the 
Grant Management Application and Planning System (GMAP) in order to successfully complete the Child Count 
report 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. Actual content on the report pages may vary depending on which state agency the institution is with.  

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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Getting Started 
1. Use any browser to access GMAP. Below you will find a snapshot of the GMAP Home Page and Sign-In 

Page. 

 

 

2. Click “GMAP Sign-In” from the Main Menu located on the left. 
3. Enter your email address and password. 

a. An email was to each contact, containing password information, once their name was first 
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, use the “Forgot your password” link to reset the password. 
4. Click “Submit.” 
5. If your district serves both a Subpart 1 and Subpart 2 institution, your homepage upon login may 

resemble the picture below. Before you can start working on the report you must first select the 
“Associated Organization” to ensure you are working within the correct report. 

 

 

https://gmap.education.ky.gov/default.aspx?ccipSessionKey=636721928392297003
mailto:GMAP.NoReply@eGrantsManagement.com
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6. Click on the Organization Name or select “Application Supplements” from the “Funding” tab on the Main 
Menu to go to the Child Count Report. 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. 

Exhibit 1 and 2 below are snapshots of what your screen may resemble depending on the route you choose to 
access the report. 

Exhibit 1 

 

Exhibit 2 

 

7. Once on the “Funding Applications” or “Application Supplements” page, the year located at the top of the 
page represents the end of the Fiscal Year. Select 2020 from the drop-down menu. You can search for 
earlier years and earlier versions from the drop-down menu. 

8. Click the “Child Count DJJ Report” or “Child Count DOC Report” under the “Additional Applications” 
or “District Application Supplement” header to go to the Child Count Report. See Exhibits 1 and 2 above 
for the general location of the report. 
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The Sections page is the launching point to the individual pages of the report. The pictures below show the 
locations of important information on the Sections page. 

• The “Information Bar” is located at the top of the page. This contains the district name, fiscal year, report, 
and the report version. 

o The first version of a report is “Rev 0.” 

 

• The “Status Area” includes the report’s current status (“Plan Status”) as well as the “Change Status To” option. 
o In order to edit the report you first have to “start” the report. The status must be changed to “Child 

Count DJJ Report Started” or “Child Count DOC Report Started” before any data can be entered. Next, 
select confirm. (See below) 

 

 

o Once the report is finished, the status must be changed to “Child Count DJJ Report Completed” or 
“Child Count DOC Report Completed” before the report can be approved at the state agency level and 
submitted for review by KDE. Next, certify accuracy and select confirm. 
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o When the status has been changed to “completed,” the assigned state agency level personnel will 
need to “approve” or “not approve” the report. Approval will send the report to KDE for review. Not 
approving the report will allow for changes to be made. The same workflow process applies for each 
revision. 

 

• 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. 

 

• 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 report. Red “Error” 
messages must be resolved before the report can be submitted. 
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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 report and access any page. “Go To” is used on pages with no data entry. See the 
example below.  Browser forward and back buttons will not work in this system.  Using them may result in lost 
work. 

 

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 current page will be lost if time-out clock goes past 60 
minutes without saving. 

 

 

Basis for Eligibility Page 
Select the “Basis for Eligibility” page from under the Child Count DJJ or Child Count DOC header on the Sections 
page. (See below) 
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Next, read the information on the page and mark the box assuring eligibility. (See below) 

 

Use the “Save and Go To” button to go to the next page or you can return to the Sections page to click the page 
link directly. 

Enrollment Page 
The enrollment page looks different for each state agency. Exhibit 1 is an example of the page for a DJJ institution 
and Exhibit 2 is an example of the page for a DOC institution. 

1. DJJ institutions will use the drop-down box to select the “type of institution” 
2. Enter the enrollment and number of days per year that the program operates. The Adjusted enrollment is 

automatically calculated and will appear at the bottom of the table. 
3. DJJ institutions may upload their school calendar at the bottom of the page or wait to upload it on the 

Related Documents page. 
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Exhibit 1 
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Exhibit 2 

 

Use the “Save and Go To” button to go to the next page  

Related Documents Page 
DJJ institutions must upload the school calendar here. (If the calendar was uploaded on the previous page it 
should be shown here.) 

 

HOW TO UPLOAD A DOCUMENT 

Note: DO NOT upload any personally identifiable student information to this page. 

1. Click the “upload new” link. (see picture above) 
2. “Choose File” from your computer. 

 

3. Give the document a name that is easy to understand and find among other documents. Then, select 
“create.” (See below) 
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Then, use the “Go To” button to go to the next page (this will take you back to the “Sections” page) or navigate to 
the Sections page directly. 

Once all pages of the child count report are complete, the report will need to be submitted for approval. See the 
Submitting Your Completed Report section of the guide for questions regarding report submission. 

Submitting Your Completed Report 
Once all pages of the child count report are complete, you will need to change the report status to “complete” in 
order for the report to be sent to the appropriate state agency personnel for approval. The “change status to” is 
located in the “information bar” at the top of the Sections page. After you complete this step and certify for 
accuracy, the identified state agency personnel will be able to access the report in GMAP to approve or deny it. 
Once approved, the report is automatically submitted to KDE for review. If data within the report should need to 
be changed after approval, please refer to the New Versions section of the guide to learn how to create a new 
version of your child count report. (See pictures below) 
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Additional GMAP Features 

HISTORY LOG 
• The history log maintains a record of all status changes and comments for the report.  
The pictures (below and to the right) show where the log is located on the Sections page 
and what a log looks like within the system.  

 

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. 

 

NEW VERSION 

• A version is created when changes are needed for an approved report. A change in data input for an 
“approved” report will require an administrator to create a new version. The state agency can initiate a new 
version at any time. The administrator will need to change the status to “Revision Started” and then the 
report “Rev” number will change. 
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• 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. (See the 
samples to the right.) 

 

 

 

 

 

 

CREATE COMMENT 
• Comments are a way to communicate to others concerning the Child Count Report. By 

creating comments, there is a recorded history of any communication regarding the 
report that can be seen in the History Log. (See comment location on the Sections page 
to the right.) 

• 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. 

 

 

 

 

 

 

 

 

 

STATUS SEQUENCE 

• Not Started 
• Report Started 
• Report Completed 
• Report Returned Not Approved 
• Report Approved 
• Revision Started 
• Revision Completed 
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PRINTING 

1. From the “Sections” page, select the pages to print. See Exhibits 1 and 2 for multiple examples. 
 

Exhibit 1 

 

Exhibit 2 

 

2. Click “print.” (see pictures above) 
3. Enter the name for the document in the “Document Name” line. The default option is the name of the 

page selected. Give the document a name that is easy to understand and find among other documents. 
(see sample below) For example: “Insert Institution Name - October 2018 Annual Child Count Survey” 
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4. Click the “Print” button to generate the PDF document(s). GMAP will display a “Generating Document” 
window while the PDF is being prepared.  
 
 

 

 

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

6. 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.)  

7. Open the PDF by clicking on the document located at the top of the page under the “Print Request 
Name” section.  

8. The document will then open in a new browser tab. You can print or save the PDF from that tab. 
9. 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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