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Understanding the Process 
 
All districts accepting federal funds will complete the Comprehensive District 
Academic Improvement Section, along with school sections for any schools 
operating a Title I program.  

 

These sections must be completed and submitted before the rest of the 
application may be submitted for approval. 
 
 

 
 
  

School 
Plan(s)

• Principals create & complete the necessary school sections.
• Principals run Consistency Check and Submit to LEA 

Superintendent.

School Plans -
Superintendent

• Superintendent submits each school level section to SDDOE 
or Disapproves back to building principal.

Consolidated 
District 

Academic 
Improvement 

Plan

• Once all school level plans are complete and submitted, the 
Superintendent submits the Consolidated District Academic 
Improvement Plan to SD DOE.

Consolidated 
Application

• Only once all required plans AND the district plan are 
complete and submitted can the Consolidated Application 
be submitted.
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Contact state Title Representatives if you have questions. Click here for list  
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Logging in to the GMS 
 

Step 1: Access the login page 
 

1. Go to www.doe.sd.gov 
 

a. Click on Menu and then A-Z Index “G” for Grants Management and the Grants Management 
System (GMS) for Federal Grant Programs. 
 

Step 2: Logging In 
 

1. All users will get to this screen after following Step 1: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Username is always the user’s K12 email address 
b. Password default for new users is leapswd; If a user has been in the system before, it is the 

password the user set previously. 
i. If prompted to change password, attempt at least once. If it does NOT work, click close 

on the message box. 
ii. Click on Forgot Password. 

1. A new password will be emailed. Copy and paste into the Password box. 
2. Change password when prompted. 

  

http://www.doe.sd.gov/
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Step 3: Entering the system 
 

1. The first page in the system looks like the screen shot below. Depending on access rights, a user might 
have more or fewer items listed. 
 

 
2. Click on GMS Access. 

 
 

Step 4: GMS Access/Select 
 

1. The first time the system is accessed each day, it may default to the 2020 screen. Be sure to check and 
to change to 2022 if necessary. 
 

2. If nothing has been created for the 2020-2021 school year, the screen will look like this. 
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Step 5: Creating Sections 
 

1. When starting a section for the first time, it must be created from under the Available list of the GMS 
Access/Select screen. 
 

2. When a section is created, it automatically opens. When a user closes the section or exits out of the 
system, it moves from under Available to Created. 

3. REMINDERS:  
a. Only Building Principals have access to create the school sections unless someone else has been 

given access by the Superintendent or Business Manager using the User Maintenance feature 
to setup up access within the district.  
 
If this is not how the district/school want this to be handled, please contact Robyn Seibel: 
Robyn.Seibel@state.sd.us.    
 

mailto:Robyn.Seibel@state.sd.us
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b. Users MUST select the correct type of Title I program. The system will list ALL available schools 
under both types of programs. Please see this list if unsure: 
https://doe.sd.gov/title/documents/20-schools2.pdf.  

c. ONCE A SECTION IS CREATED IT WILL NO LONGER BE LISTED UNDER AVAILABLE. IT WILL BE 
UNDER CREATED. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

https://doe.sd.gov/title/documents/20-schools2.pdf
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Working in the GMS 
GMS Access Select Page 
  
The GMS Access Select page is where users choose which application to work in. Once all applications applicable to a LEA are created, they will 
show on this page under the Created section. This page includes the status of each application and is also where a user can open, amend, request 
payments and delete applications.  

 
 
The Funding Summary link will show the allocations for all federal funds received through this application and how much has been drawn down. 
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Tab Environment 
 
Once a user has opened an application, the GMS is setup like a binder with Sections that will need to be completed. Each Section has tabs relating 
to different information. An application may have several sections that need to be completed. On the right side of a page, there will be an 
Application Sections Drop-Down navigation box. When a user clicks on the down arrow, the sections will be visible. 

 
 
On each tab, there may or may not be other tabs that will have information that needs to be entered or places where documents need to be 
uploaded. Users should click on each tab to ensure all information is entered. There are several updated tabs. 
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Central Data 
To complete the Central Data section of the application, be sure to click on each tab as there are fields that need to be filled on each one.  
 

Funding Information: 
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Central Contacts/ SAM 
 

 
 

Risk Assessment 
 

Twelve questions to help the SD DOE determine the risk factors at the LEA level. 
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Assurances 
Three tabs containing common assurances, standard agreement clauses and a summary of the assurances the LEA is agreeing to. 
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Completing the Planning Sections 
 
The planning sections of the Grants Management System (GMS) contain narrative required for approval to receive federal ESEA funding, as well as 
school level planning sections. They are one part of the overall application for federal funds in the GMS. Since federal monies are awarded to the 
district, every district accepting these funds must complete the information in the Comprehensive District Academic Improvement Plan section. 
 
This information must be answered from a District perspective, for all schools in the district regardless of the type of Title I program being operated 
at any of the schools.  Every district will complete a thirteen question LEA plan that discusses many aspects of the district, not just the Title I 
school(s). Every district will discuss the coordination with the local or regional Head Start (HS) Program, which should occur even if there are no 
students currently participating in HS programming. The coordination establishes the procedures for what would occur if there were students. 
 
The school level sections are for schools operating either Targeted Assistance or Schoolwide programs. For more information please call the Title 
program representative assigned to the district. 
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Comprehensive District Academic Improvement Plan 
 
All districts must complete this section along with the appropriate Title I school sections, prior to submitting the Consolidated Application. 
 
The questions in this section, along with the uploaded LEA Plan, will enable the LEA to have an approved application as required under Section 
1112 (a)(1)(A). Most of the work in this section will be done under the Comprehensive Plan Tab.  
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Consultation and Team Members Tab 
 
Consultation with stakeholders is key to operating a Title I program at any level. Stakeholder input is required for district and school level plans 
and must be done with fidelity. This tab is where a district will describe the process used to gather stakeholder input. 
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LEA Federal Program Integration-Coordination Tab 
 
On this tab, districts must explain how services are coordinated and integrated to ensure there is not a duplication of services for students. Last 
year’s answer will rollover for the integration section so it may be copied if nothing has changed.  
 
On the District coordination section, please describe ONLY the required coordination with local or area Head Start programs and/or local pre-
schools with either a local Head Start or with the regional Head Start (HS) if there are or could be HS students in the district. A MOU is required 
and will need to be uploaded to SharePoint. THIS IS NOT THE SAME AS THE MOU THAT IS REQUIRED FOR IDEA. THE DESCRIPTION SHOULD 
NOT INCLUDE TRANSITION INFORMATION AS THAT IS HANDLED IN THE LEA PLAN.  
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English Learners – All LEAs complete 
For districts with no English Learners (ELs), this tab is a simple assurance to that fact.  

 
 
For districts with Els, more information will display once the Yes button is marked. 
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English Learners – All LEAs complete continued 
 

New to the application this year on this tab is expanded information about the educational program models being used at each educational 
level in the district. 
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Title I Program Type Tab 
 
The Title I Program Tab allows the Superintendent to see which school level plans have been submitted to SD DOE, which will show when the 
District section may be submitted. 
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The LEA Plan will be uploaded via the Assurances and Upload Tab. 
LEAs must upload a copy of the current LEA plan annually. If there were no changes to the document, the LEA will answer “No” on the Upload 
Tab, upload the document, and save the page. If there were changes to the LEA Plan from last year, the LEA will answer “Yes” and detail which 
questions were changed or updated in the box that opens up. If the LEA needs a new copy of the plan, it can be downloaded from this tab as 
well.  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: This section cannot be submitted until the school level sections are created, completed and submitted to SD DOE. 
 
For questions and clarifications, please contact the district Title I Representative.  
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Schoolwide Program Section 
 
 The Schoolwide (SW) section of the GMS requires a school to upload its SW plan on an annual basis. There are assurances included on the 
Schoolwide Plan Assurances and Narrative Tab that must be agreed to as well as a brief narrative on how paraprofessionals are utilized in the 
school. The Parent & Family Engagement tab did not change. The PD tab has been removed as this should be covered in the SW plan. There is an 
updated template for 2021-2022 that all schools should use. ALL SCHOOLS MUST COMPLETE THE INFORMATION ABOUT THE COMPREHENSIVE 
NEEDS ASSESSMENT (CNA). ALL SCHOOLS MUST HAVE A  CURRENT CNA PRIOR TO THE START OF THE 2022-2023 SCHOOL YEAR. (WITHIN THE LAST 
5 YEARS)  Schools will indicate if any changes were made to the plan. If any were made, list which questions were changed, upload the documents 
and save the page. If there were not any changes, indicate “No”, upload the plan, and save the page.  
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Targeted Assistance Program Section 
The Targeted Assistance Section has been updated to help provide clarification about the Targeted Assistance program that is being offered.  

Please note that while the federal term of “highly qualified” has been removed from the new version of the law, nothing has changed as far as 
required state certification requirements and any staff working in a TA program must still be qualified and certified by the State of South 
Dakota in the area they are assigned to teach.  
 
The Professional Development tab was retained in this section as PD in a TA program may only be provided to the Title I staff and any other 
person(s) working with Title I students. THIS SHOULD NOT BE DISTRICT LEVEL PD. THIS SHOULD BE SPECIFIC TO PD PROVIDED TO THOSE WHO 
SPECIFICALLY WORK WITH IDENTIFIED TITLE I STUDENTS. 
 
Paraprofessionals working in the Title program must also be qualified by having a high school diploma and one of the following: 
 48 transcript credit hours; 
 Associate’s or high degree 
 State Praxis test with a passing score 
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Submission of Planning Sections 
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If sections cannot be submitted, please check the following: 

1. The Consistency Check has been run and the school section has been submitted to the LEA Superintendent. 
2. The LEA Superintendent has submitted each school level plan to SDDOE. 
3. Once all school level plans are submitted, the Consistency Check on the district section must be run prior to submitting the plan. 

 
Please contact the state Title I Representative for the district if there are issues while submitting. 
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Consolidated Application 
 
This portion of the GMS contains the sections for the following programs: Title I, Title IIA, Title IV-A SSAE, REAP FLEX, Title I-D Delinquent 
and RLIS. It is also where LEAs transfer funds between programs, upload Consultation Forms and answer program specific Assurances. It is a good 
idea to always click on each tab so no questions are missed. 
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Deleting Applications in the GMS 
 
If a section is created for a school that does not run a Title program or the LEA decides to not run a program after the section has been started, the 
section must be deleted. This is done by clicking the Delete Application Button on the GMS Access Select Page. 
 

 

Issues 

Timing out of the system 
 

The system does not recognize that a user is working in the system unless the save button on a tab is clicked. Even if you are typing, you can 
be timed out and lose your information. Save often. Most of the errors from last year’s system have been changed to warnings or removed. 
This requires more diligence on the user’s part as blank tabs can now be submitted accidentally. 

Printing 
 

The printing process in the GMS is multi-stepped. Each section must be printed individually and it takes at least 15 minutes to run a print job for 
each one requested. In each section is an Application Print tab. On that tab, users must:  
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Consolidated Application Program Reps 2021-2022 
Vera Tipton (8065) Betsy Chapman (4712) 

Aberdeen Alcester-Hudson Tri-Valley 
Agar-Blunt-Onida Andes Central  Tripp-Delmont 
Avon Armour Yankton 
Belle Fourche Beresford  
Bennett County Bison  
Burke Bon Homme  
Canistota Bowdle  
Canton Brookings  
Clark Dell Rapids  
Custer Deuel  
Dupree Eagle Butte  
Edmunds Central Ethan  
Faith Eureka  
Freeman Faulkton  
Gregory Frederick  
Harding County Garretson  
Hill City Gayville-Volin  
Herreid Gettysburg  
Hoven Harrisburg  
Hitchcock-Tulare Hot Springs  
Lemmon Ipswich  
McLaughlin Irene-Wakonda  
New Underwood Iroquois  
Oelrichs Langford  
Oglala Lakota County Lead-Deadwood  
Parker McCook Central  
Pierre Miller Area  
Redfield Mitchell  
Rosholt Mobridge-Pollock  
Smee Mount Vernon  
Todd County Oldham-Ramona  
Wall Plankinton  
Waverly Platte-Geddes  
Wessington Springs Rapid City Area  
White River Sanborn Central  
Willow Lake Selby Area  
Woonsocket  Sioux Falls  
 South Central  
 Tea Area  
 



29 
 

Jenifer Palmer (4437) Dawn Smith (2535) 
Baltic Arlington 
Brandon Valley Big Stone City 
Britton-Hecla Bridgewater-Emery 
Castlewood Chamberlain 
Centerville Colome Consolidated 
Chester Corsica-Stickney 
Coleman-Egan Doland 
Dakota Valley Douglas 
DeSmet Edgemont 
Deubrook Area Elk Mountain 
Estelline  Elk Point-Jefferson 
Florence Elkton 
Hanson Flandreau 
Highmore-Harrold Groton Area 
Huron Haakon 
Lake Preston Hamlin 
Leola Henry 
Lyman Howard 
Madison Central Jones County 
Marion Kadoka 
Meade Kimball 
Menno Lennox 
Milbank McIntosh 
Montrose Newell 
Northwestern Area Rutland 
Parkston Scotland 
Sisseton Sioux Valley 
Stanley County Spearfish 
Summit Timber Lake 
Vermillion Viborg-Hurley 
Warner Wagner 
Watertown Waubay 
Webster Wilmot  
West Central  
White Lake  
Winner  
Wolsey-Wessington  
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