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1. Overview – Perkins Process 2014-2015 (July 1, 2014 – June 30, 2015) 
 

Steps to follow for completing your 2015 Perkins Application: 

1) Go to the OCTE Perkins Information Page: http://www.nj.gov/education/cte/perkins/.  

a) Review the new 2015 Perkins Guidelines (July 1, 2014 – June 30, 2015). 

b) Retrieve your district’s Perkins Performance Report from the http://homeroom.state.nj.us. 

Instructions are found in Part 2. 

2) Prepare/Review documents prior to completing application: 

a) Review the Perkins Performance Report data to plan your activities and budget. 

b) Prepare the Board Resolution to be approved by your organization’s Board of Education or Board of 

Trustees. 

c) Review your district/institution’s Five-Year/Multi-Year Plan to ensure it is current.  

NOTE: Revisions can be made at any time throughout the year. If you have any questions 

regarding this, please contact your Perkins Program Officer at NJDOE. 

3) Fill out and submit the Perkins Grant application in SAGE. Forms include: 

a) Organizational Information Review Page 

b) Five-Year Plan 

c) Assurances/Board Approval 

d) Budget Summary 

e) Uploads 

i) Program Budget Narrative 

ii) Equipment Budget Detail 

4) Call your Perkins Program Officer if you have any questions or problems.    

2. Retrieving Perkins Performance Report from NJ Homeroom 
 

NOTE: As a priority, Perkins funds are to be used to implement strategies/activities to improve those programs 

that have NOT MET the performance standards. 

1) Type in http://homeroom.state.nj.us/ in your browser address bar. 

2) Scroll down to find and click on Perkins Secondary Performance Report (secondary) or Perkins Post 

Secondary Performance Report (post secondary). 

3) Login using your username and password (this can be obtained from your district/institution’s Web User 

Administrator). 

4) Click on the link to download the file. The file names are: 

      Secondary:    “PerkSecPerfReport_2015.pdf”  

      Post Secondary:  “PerkPostSecPerfReport_2015.pdf” 

5) You will also find a copy of this SAGE Manual for Perkins in the NJ Homeroom folder. 

 

 

http://www.nj.gov/education/cte/perkins/
http://homeroom.state.nj.us/
http://www.nj.gov/education/cte/PerkinsOfficers.pdf
http://homeroom.state.nj.us/
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3. Login to SAGE 
 

1) Type www.sage.nj.gov into the address bar of your web browser and hit “Enter”. 

2) Go to the Login section and type your username and password.  

 

For more information regarding usernames and passwords, please contact your district’s “Web User 

Administrator”. If you need additional assistance, please refer to the SAGE Help Desk.  

https://enterprisegrantapps.state.nj.us/NJSAGE/documentation/NJSAGE/SAGEHelp.html  

 

 

 

  

2 

1 

https://enterprisegrantapps.state.nj.us/NJSAGE/documentation/NJSAGE/SAGEHelp.html
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4. Creating a New Perkins Application/Perkins Forms 
 

The “Authorized Official” and “Agency Administrator” are the two applicant security roles who may 

initiate applications. After the application is initiated, the work may be turned over to “Agency Staff” at 

the discretion of each applicant. In order to create an application, please follow these steps:  

1) From the Main Menu, look at the “My Documents” section. This section will show you all of the 

applications you have existing with state agencies and other grant opportunities that may be 

available to your institution. 

2) Click on Perkins Secondary (or Post Secondary) Application 2015 folder. 

3) Click Create New Perkins Secondary (or Post Secondary) Application 2015. 

4) On the next page, read the Universal Set of Requirements. 

5) Complete the initiation of the application by clicking “I agree”. 

 

 
 

 

The Perkins 2015 SAGE application contains 4 forms: Organizational Information, Five-Year Plan, Assurances/Board 

Approval, and Budget Summary as well as the two required upload forms on the Upload Page (Program/Budget 

Narrative and Equipment Budget Detail). All forms must be complete and have no errors in order to submit the 

application. Follow the instructions below to complete the forms.  

2 
3 

4 

5 
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a. Organization Information Review Page 
This page contains the organization’s information. If this information on this page is complete and 

current, you must save this page. If the information is not complete and current, it will need to be 

updated in a different location. Instructions are included below for both.  

1) From the Perkins Application Form Menu, click on Organizational Information Review Page.  

2) Review the information on this page for accuracy. If this page is blank, incomplete, or not current, 

please skip to instructions #5-10 below to update the information on a different page. 

3) Check the box at the bottom to indicate the information has been reviewed and current to the best 

of your knowledge. 

4) Click SAVE. 

If the information on this page was not correct, follow these instructions: 

5) Go back to the Main Menu. 

6) Click on My Organizations. 

7) On the My Organization section, click on your district/institution   

name link. 

8) At the bottom, click on Additional Profile Information –   

Required for applicants of grant opportunities through the NJ Department of Education. 

9) Complete the entire Additional Profile 

Information Page. 

10) Click SAVE. 

11)  Go back to the Main Menu by clicking 

on Main Menu at the top. 

12) Click on the Perkins Secondary (or Post 

Secondary) Application 2015 folder. 

13) Click on the Application in progress link to open it. 

14) In the Forms Menu, click on Organizational Information Review Page. 

15) Review the information on this page to ensure it has been updated.  

16) Check the box at the bottom to indicate the information has been reviewed and current to the best 

of your knowledge.  

17) Click Save. 

18) To go to the next page, click on the link at the bottom to Five-Year Plan (July 1, 2014 – June 30, 

2015). 

 

 

5 
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b. Five-Year Plan (July 1, 2014 – June 30, 2015) 
 

New Jersey has requested an extension from USDE for its State Five-Year Plan for Career and Technical 

Education with some revisions for 2014-2015. Accordingly, local recipients must also request an 

extension of their Five-Year/Multi-Year plan for 2014-2015 by agreeing to one of the statements on the 

Five-Year Plan page. 

1) From the Perkins Application Form Menu, click on Five-Year Plan. (Or from a previous Perkins form 

page, click save and then click link at the bottom to the Five-Year Plan page).  

2) Read the instructions at the top of the page.  

3) Review your district’s Five-Year Plan. 

4) Select the option most appropriate for your district. 

a) OPTION 1: I have reviewed my district’s Five-Year/Multi-Year plan goals and objectives and 

request an extension of the plan WITHOUT revisions. 

b) OPTION 2: I have reviewed my district’s Five-Year/Multi-Year plan goals and objectives and 

request an extension of the plan WITH revisions.  

NOTE: Please contact your program officer to discuss revisions. Revisions must be approved 

by NJDOE before the application can receive approval. A revised Five-Year/Multi-Year Plan 

must be uploaded in the Upload File area. 

5) Click Save. 

6) To go to the next page, click on the link at the bottom to Assurances/Board Approval. 

  

c. Assurances/Board Approval (July 1, 2014 – June 30, 2015) 
 

1) From the Perkins Application Form Menu, click on Assurances/Board Approval. (Or from a previous 

Perkins form page, click save and then click link at the bottom to the Assurances/Board Approval 

page). 

2) Read the Statement of Assurances. 

3) Enter the name of the Chief School Administrator/Superintendent/College President and select the 

date this individual has agreed to the assurances. 

2 
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4) Select the date the Board has authorized the submission of the Perkins Secondary or Post Secondary 

application. 

5) Board Resolution/Approval Date: 

a) If the Board Resolution/Board Approval date is BEFORE the application is submitted, the 

grantee does not have to upload any documents.  

b) If the date of the Board Resolution/Approval is AFTER the date of submission of this 

application, the grantee is required to upload the Board Resolution or a copy of the Board 

meeting minutes. The application can be submitted without the documentation, however, the 

grantee MUST go back in the application after board documentation is received and upload it. 

The application cannot receive final approval until the documentation is uploaded. 

6) Enter the name and title for the individual certifying. 

7) Click Save. 

 

 

 

4 

3 

5b 

7 
6 
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d. Budget Summary (July 1, 2014 – June 30, 2015) 
From the Perkins Application Form Menu, click on Budget Summary. (Or from a previous Perkins form 

page, click save and then click link at the bottom to the Budget Summary page). 

1) Complete all applicable fields in the Budget Summary. 

2) Click Save to update calculations and save information. 

 

NOTE: The “Difference between allocation and total budget” must equal zero or the application 

cannot be submitted. 
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e.  Upload Page 
 

There are two required uploads to complete this application. They are “Program/Budget Narrative” and 

“Equipment Budget Detail”.  

Download Program/Budget Narrative and Equipment Budget Detail 

1. Download the template by clicking on the “click here” link in each title.  

a. Program/Budget Narrative (click here for template) and  

b. Equipment Budget Detail (click here for template) 

2. Save the template on your computer. 

Upload the Program/Budget Narrative and Equipment Budget Detail 

1. Once each form is complete, the Program/Budget Narrative and Equipment Budget Detail can be 

uploaded. 

2. Open the SAGE application for your organization. 

3. Go to the Upload Page. 

4. Click the browse button.  

a. Program/Budget Narrative: click the browse button under the Program/Budget Narrative 

section on the left side of the page. 

b. Equipment Budget Detail: click the browse button under the Equipment Budget Detail section 

on the right side of the page.   

5. Navigate to the location your files are saved and click on the file to select it. 

6. Click Open. 

7. Click Save at the bottom of the page to save the 

uploaded file on this page. 

 

  

4a 4b 

1a 1b 
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5. Submitting the Application 
 

The Authorized Official and Agency Administrator security roles are the only roles authorized to submit your 

Application. When the application is believed to be complete and no more changes are required, the Authorized 

Official or Agency Administrator can choose to submit. To submit the application, follow the instructions below. 

1) Go to the Main Menu by clicking on Main Menu at the top. 

2) Go into the Perkins Secondary Application 2015 folder (or Post Secondary folder). 

3) Select the application that is ready for submission. 

4) In the Perkins Forms Menu, go to the Status Management section. Under the wording “Next 

Possible Statuses” the drop down should already show “Application Submitted”. Verify that this 

information is correct. 

5) Click Change Status and your application will be submitted. 

a) If an error page appears, read the message(s) carefully, and click on link(s) to resolve any 

errors. Please repeat instructions 4-6 to resubmit.   

6) On the next screen, click I AGREE to submit the application. You can include notes if you choose. 
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6. Creating and Submitting an Amendment  
 

After a grant application has been approved, it may be necessary to submit an amendment. All budget 

amendments must be submitted electronically through the SAGE system for approval. Refer to the Amendment 

Section of the Perkins One Year Grant Application Guidelines July 1, 2014 – June 30, 2015.  

1) Go to the Main Menu by clicking on Main Menu at the top. 

2) Go into the Perkins Secondary Application 2015 folder (or Post Secondary folder). 

3) Click on the application file name that has already been created and submitted (it should say “Grant 

Final Approved” in parenthesis at the end of the file name). 

4) Under Status Management section, the text under “Next Possible Status should say “Amendment in 

Process”. If it does, click the Change Status button to create the Amendment. 

The application will not be in “Amendment” status until the Change Status button is clicked. Do 

not confuse the “Next Possible Status” as the current status of the application. Please make sure 

you click the Change Status button. 

5) Click I Agree on the next screen. You have the option to include notes about the amendment on this 

page.  

6) Go through each page of the application and make any changes which are necessary.  

7) Save all pages when revisions are complete. 

8) Go back to the Perkins Entitlement Main Menu 

9) Go to the Status Management area and click Change Status under “Amendment in Review” text. 

7. Checking the Status/History of Your Application 
If you are unsure of the current status of your application, you can  

check at any time.   

1) After you are logged into the SAGE system, go to the first drop 

down under the My Documents section. 

2) Select All of My Documents then click Go 

3) Find the Perkins Secondary (or Post Secondary) Application  

2015 folder, click the plus sign next to it to expand  

the folder 

4) Click on your application file to open the application  

(example: PERKSEC-2015-Elizabeth-39-1320-022) 

5) Go to Management Activities Section 

6) Click Status History 
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8. Submitting a Reimbursement Request 
 

Payment of grant funds is made through a reimbursement system. Reimbursement requests for any grant funds 

the grantee has expended are processed through the SAGE system. Reimbursement requests can only be 

submitted after the grant has received final approval. No more than one reimbursement request should be 

submitted at a time. Requests should be submitted by 15th of the month. Only one request will be approved per 

month.  

After a grant application has been approved, grantees can request reimbursements monthly. All budget 

reimbursement requests must be submitted electronically through the SAGE system for approval. Refer to the 

Reimbursement Requests Section of the Perkins One Year Grant Application Guidelines July 1, 2014 – June 30, 

2015.  

IMPORTANT Information regarding reimbursements:  

 If the System for Award Management (SAM) date has expired, a reimbursement request cannot be 

submitted until that date has been updated (instructions to update the SAM date are included below). 

 Only one reimbursement request can be in process (submitted and pending approval) by the district at a 

time. 

a. Creating and Editing a Reimbursement Request 
 

1) Go to the Main Menu by clicking on Main Menu at the top. 

2) Go into the Perkins Secondary Application 2015 folder (or Post Secondary folder). 

3) Click on the application file name that says “Grant Final Approved”.  

4) Scroll down and look on the left side for the Related Items section. 

5) Click the plus sign to expand either the funding source you 

would like to request reimbursement for (Federal, Federal 

Reserve, State). 

6) Click Create New. 

7) Click I agree on the next screen if you would like to continue the reimbursement request. 

8) On the next page complete the following: 

a) End Date – The last day of the time period for which the grantee is requesting reimbursement.  

b) Expenditure Description and Itemization – Enter a brief description of the expenditure. 

Example: $8,750 is being requested in the 100 function code. The description could be “Salaries and 

Instructional Supplies.” 

c) Reimbursement Request – Enter the funds requested for payment for each function code. 

9) Verify information is correct and check the Certification box at the bottom. 

10) Click Save at the bottom of the page. 
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b. Submitting a Reimbursement Request 
 

1) Click on NJDOE Reimbursement Request Menu button at the top of the page. 

2) Go to the Status Management section of the Main Menu and 

select Reimbursement Request in Review (it will be the only 

selection). 

3) Click on the Change Status button and a new screen opens. 

4) Click on the I Agree button. 

***REIMBURSEMENT REQUESTS WILL NOT BE SUBMITTED UNTIL INSTRUCTIONS #1-4 ARE COMPLETE 

 

 

  

  

If the SAM Expiration date has expired or the date is prior to the date of 

submission, the grantee will be unable to submit the reimbursement request 

until the SAM date is updated. *SEE NEXT SECTION TO UPDATE SAM DATE* 
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c. Update SAM Expiration Date 
 

If your SAM date has expired, you will not be able to submit a reimbursement request. The red message 

below will appear on the page. To update the SAM date, follow the instructions below. 

 

1) Go back to the Main Menu 

2) Click on My Organizations 

3) On the My Organization section, click on your district/institution   

name link 

4) At the bottom, click on Additional Profile Information –   

Required for applicants of grant opportunities through the NJ Department of Education. 

5) Type the updated SAM date in the box provided 

6) Click SAVE 

 

 

 

*If you have any additional questions regarding reimbursement requests, please contact your program 

officer. 
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9. Creating, Editing, and Submitting a Final Report 

a. Creating and Editing a Final Report 
 

1) Login to the SAGE system.  

2) Click on the Perkins Secondary Application 2014 folder (or 

Perkins Post Secondary 2014 folder for post secondary grantees).  

3) Click on the PERKSEC (or POS SEC) 2014 application. It will show 

“(Grant Final Approved)” next to the name. 

4) Scroll to the bottom to the Related Items section and click DOE 

Final Report to expand the menu. 

5) Under Perkins Secondary (or Post Secondary) Final Report 2014 

folder, click Create New. 

6) On the next screen, click I Agree. 

7) Click on each form name to open the form. Complete each form 

and click Save at the bottom of each when complete.  

***If changes to budget forms are made, the budget summary will 

need to be saved again. 

b. Submitting a Final Report 
 

1) From the main menu, Click on the Perkins Secondary Final Report 2014 folder (or Perkins Post 

Secondary Final Report 2014 folder for post secondary grantees). 

2) Review all forms to ensure they are complete. Save any changes made 

to forms. 

3) As noted in the section above, if changes are made to individual forms, 

the budget summary must be saved again.  

4) Click on Proposal Menu to get back to the main menu of this Final Report. 

5) Check the list of forms on the right to see that there are no small red stop signs which indicate 

errors on the page. If you see a red stop sign, go to that page to resolve the error. If all stop signs are 

clear, continue on to the next step. 

6) IMPORTANT: In the Status Management section, the NEXT POSSIBLE STATUS will show “Application 

Submitted”. This is not the current status, but the next possible status. This status will only be 

changed to this status if the change status button is clicked. Follow the next instruction to change 

the status. 

7) In the Status Management section, click on the Change Status button. 

8) Click on the I Agree button. 

***FINAL REPORTS WILL NOT BE SUBMITTED UNTIL INSTRUCTIONS #7-8 ARE COMPLETE 
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