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Introduction and Purpose

Performance Report Purpose

Title I, Part D (Part D), requires State education agencies (SEAs) to annually submit information regarding the
educational progress of students served with Part D funds (see Subpart 3, Section 1431(a)). The purpose of
the performance report is to collect program data that the U.S. Department of Education (ED) can use to
determine the effectiveness of the Part D educational programs in relation to the progress students are
making regarding academic, vocational, and transition outcomes. SEAs report these data annually through
two reporting tools: Consolidated State Performance Report (CSPR) and EDFacts.

The performance report requests data for the previous school year, which is typically defined as July 1-June
30. For example, the data are entered in the CSPR in January and February for the school year that ended the
previous summer. All States that receive Title I, Part D, funding for the related school year must respond to
the reporting requirements in the CSPR.

Guide Purpose

The purpose of the Performance Report GMAP Guide is to help Part D coordinators navigate the GMAP
system in order to successfully complete the Performance 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. 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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https://neglected-delinquent.ed.gov/title-i-part-d-statute#sec1431
https://www2.ed.gov/admins/lead/account/consolidated/index.html
https://www2.ed.gov/about/inits/ed/edfacts/index.html

Getting Started

1. Use any browser to access the Grant Management Application & Planning System (GMAP). Below
you will find a snapshot of the GMAP Sign-In Page.

@ Kentucky Department of Education

— Our Children, Our Commonwealth

= GMAP Sign-in

Eman Address.  monicl shackeducation ky gov

Password ssssssanss

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 your

password.
4. Click “Submit.”
R | Grant Management Application & Planning System Home

Search | Clinton County (131) Public District
box | Associated Organizations
] ¥ Organization Number Organization Name

Fundung Appls atons LE3] Chinton County

piljation (7/32015)

2 Open - Due August 3

! ees The FY15 Consoldated Apphcation is now open. and the apphcation is due August 31 Allocatons in GMAP are prekminary for the 2018-2019 school year Final allocations will be released late fail when final notfication i received from the
| Help for Current Page | US. Department of Educabon

Cantact KDE I you have quéstions, please contact ihe following

« Titte | Ranking Report. Title | Pait A Consultants

« Tithe |, Part D Neglected and Delnquent Monica Shack or Amber SKaons

Apphcabon Supplements

-

5. Select “Application Supplements” from the “Funding” tab on the Main Menu to go to the
Performance 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.

Application Supplemants

Phoenix Academy (DI5-121-013) State Agency - FY 2018

Diistrict Application Subolement Revision

Titie 1-0 Subeant 1 Performance Regon o Nok Started ATH2018

6. Once on the “Application Supplements” page, the year located at the top of the page represents the
end of the Fiscal Year. Select 2019 from the drop-down menu. (You can search for earlier years and
earlier versions from the drop-down menu.)

7. Click on “Title I-D Subpart 1 Performance Report” located under the “District Application
Supplement” section to go to the Performance Report. The snapshot above shows the location of the
Performance Report selection.


http://gmap.education.ky.gov/
mailto:GMAP.NoReply@eGrantsManagement.com

The Sections page is the launching point to the individual pages of the report. Picture 1 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,
report, and the report version.
0 The first version of a report is “Rev 0.”

Kentucky Department of Education

Our Children, Owr Commonwealth
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e The “Status Area” includes the report’s current status as well as the “Change Status To” option.
0 Inorder to “start” the report, the status must be changed to “Title I-D Performance Report
Started” before any data can be entered. Next, select confirm (see pictures below).
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Our Children, Our Commuonwealth

Kentucky Department of Education I
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Status Change Confirmation

Phoenix Academy (DI5-121-013) State Agency - FY 2018 - Title I-D Subpart 1 Performance Report - Rev 0

You are about to change the status of this Plan to Title I-D Performance Report Started. Click Confirm to change the status.

( iConﬁrrn !Eancel|

0 In order to “complete” the report, the status must be changed to “Title I-D Performance
Report Completed” before the report can be reviewed by KDE. Next, select”Cconfirm” as
before.
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.
¢ The “Validation” column shows any messages related to each page. Click on the message link to read
the message.
0 “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.




Picture 1
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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.

Demographic Data
5) Pudiic Oistrict - FY 2019 - Tite -0 SuDPart 2 Performance Report - Rev 0
Page

Seiec! the type of taciity e a1 the Crikd Count subimitied the same Fiscal Year Data should provice ALL students enrolied dunng July 1 . June 30 for the fscal year beng reponied
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Select o
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Judy 1 an3 June 30 of the fiscal year being reporied. Students are only counfied once, fegardiess of the number of times of re-enry

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 the 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.
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Guidance and Instructions Page

1. Select the “Guidance and Instructions” page located under Title I-D Performance Report on the
Sections page.

2. Read through the guidance and instructions in order to understand how to complete the
Performance Report accurately. Below is a sample of what this page looks like in the GMAP system.

Guidance and Instructions
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Demographic Data Page

1. Select the “Demographic Data” page located under Title I-D Performance Report on the Sections
page or use the “Go To” button to navigate between pages.

2. Complete the page with accurate data.

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

The picture below shows the location for “help” on the Main Menu and what this page looks like in the

System.
Kentucky Department of Education
O Children, Our Commonwealth
| Dbiage b [t

TR S TR e R AT e gy T A b | By B e

o o g i e e e mrm i B b e ey



Math Data Page

1. To access the “Math Data” page, select it on the Sections page located under Title I-D Performance

Report or use the “Go To” button to navigate between pages.
2. Complete the page with accurate data.

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

The picture below shows the location for “help” on the Main Menu and what this page looks like in the
system.
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Reading/Language Arts Data Page

1.

To access the “Reading/Language Arts Data” page, select it on the Sections page located under Title
I-D Performance Report or use the “Go To” button to navigate between pages.
2. Complete the page with accurate data.

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

The picture below shows the location for “help” on the Main Menu and what this page looks like in the
system.
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Related Documents Page

To access this page select it from the Sections page or navigate from page to page using the “Go To” button.

There are no required documents to be uploaded on this page. This page is for any documentation you feel
KDE needs to see to support your data. For example, if there is a discrepancy with your data in the report,
you can upload documentation on this page to explain why the discrepancy occurred. (Below is what this
page looks like in the system.)

Related Documents

Adair Youth Development Center (DI5-DJJ-01) State Agency - FY 2019 - Tithe I-D Subpart 1 Performance Repart - Rev 0

Optional Documents

Document Template | DocumentiLink
Perarmance Repert Documentaben NiA

Submitting Your Completed Report

Once all pages of the Performance Report are complete, you will need to change the report status to
“complete” in order for the report to be sent to the District Title | Part D (State Agency) Director for approval.
The “change status to” is located in the “information bar” at the top of the Sections page. After you complete
this step, the District Title | Part D (State Agency) Director will be able to access the report in GMAP.

When the District Title | Part D (State Agency) Director has reviewed the report, they will need to change the
status to “Approved” or “Returned not approved.” If the report is returned by the District Title | Part D (State
Agency) Director, the coordinator will need to make the appropriate revisions and resubmit as before. Once
the District Title | Part D (State Agency) Director “approves” the report, your KDE program consultant will be
able to review the Performance Report.

If data within the report 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 performance report.

Returned Reports

After your KDE program consultant reviews the Performance Report, an email will be sent to the district
contact to notify them of a returned or approved report. If a report is returned:

1. Goto the “checklist” at the bottom of the Sections page to view any needed corrections.

-3 Kentucky Department of Education
— Our Children, Our Commonwealth

Title 1D Subipart 1 Performance Report Sections
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2. Sections marked “attention needed” have comments from your KDE program consultant. (below is a
sample of the checklist)

Use the KDE consultant notes to make revisions to the report before resubmitting.

Title I-D Subpart 2 Consultant Checklist

Adair County (001) Public District - FY 2019 - Title I-D Subpart 2 Performance Report - Rev 0

Checklist Description (Collapse Al Expand All}

—| 1. Demographic Data Not Reviewed v

1. Is the correct "facility type” selected?

2. Is the total accurate for the Student Demographic section?

3. Does the total in the Race/Ethnicity section maich the Student Demographic section?
4. Does the total for the Age section match the Student Demographic section?

5. Is the Types of Students Served section completed?

6. Have the Academic and Vocational Cutcomes While in the Facility been entered?

7. Have the Academic and Vocational Outcomes After Exiting the Facility been entered?

8. Is the Average Length of Siay secfion complete?

Additional GMAP Features

History Log:

The history log maintains a record of all status changes and comments for the - T D Partormancs Regsn
application. The pictures (below and to the right) show where the log is located on e s
the Sections page and what a log looks like within the system. oy
an
User Statws (8} | Comment (C) sic

Todd Eider Status changed o Titie |-0 Performance Repon Stared
BATIE 34636 PM GMS Adminisirator Status changed 1o 'Nat Stared 8




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.

View Change Log

Descrnipiuron | View Sectig

- History Log

The picture below is a sample of what a change log looks like in the system.

New Versions:

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 district can initiate a new
version at any time. To initiate a new version, the administrator will need to change the status to “Revision
Started.”

Change Status To Revision Started

Then, the report “Rev” number will change depending on the number of versions. The example below shows
“Rev 1” meaning it’s the first revision since the original.

Performance Report

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 below.)




Create Comment: —
Comments are a way to communicate to others concerning the Performance

Report. By creating comments, there is a recorded history of any ey Lig
communication regarding the Performance Report that can be seen in the
History Log. (See comment location on the Sections page to the right.) = ceroT

=t ]
Comments may be sent via email as well. To do this, click the box at the Tie (-0 Perormance Repon
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bottom of the comment section. A screen will appear below the comment to BT
allow the sender to select one or more contacts. i
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Status Sequence:
¢ Not Started
¢ Report Started
e Report Completed
e LEA Approved or Returned Not Approved
e KDE Consultant Approved or Returned Not Approved

Printing:
1. From the “Sections” page, select the pages to print.
2. Click “Print” located on the right-hand side of the page. (see the picture below)

= Title I-D Performance Report liessages
Cagance 200 10SIUCHONS
Demographic Data Messages
Maih Data

Beadinalanouace Ads Data



3. Enter the name for the print product in the “Document Name” line. The default option is the name
of the page selected.

Kentucky Department of Education

@ Our Children, Our Commonwealth

Print Request

KDE test district (1000) Test District - FY 2019

Printing requires that pop-ups ahe permitied for this sile in your browser.

If the print job is crealed within 30 seconds. it will display as a POF file. If it takes longer 1o creale, you will receive an email in your inbox when it is finished and
POF file wil be piaced in a section at the top of the KDE Resources page i

Please anler & name 1of e Prinl Reques! and your ema address. You will be notifed via emmdil whan I is finshed. Check your email application of the inbox |
main menu to the kel You can also check the KDE Resources page perodically to ses i the job is complotn

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

Generating Document...

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.

KDE Resources
WDE tast distriet (1000 Public District - F¥ 018

¥ 1t Hame
cudated DtelFacl LA Pugan Deads ol




Reference:

Instructional guide to reporting Title |, Part D data in the CSPR for SY 2016—17. Washington, DC: National
Technical Assistance Center for the Education of Neglected or Delinquent Children and Youth (NDTAC).

https://neglected-delinquent.ed.gov/title-i-part-d-statute
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