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INDIANA DEPARTMENT OF HOMELAND SECURITY

INTELLIGRANTS

IntelliGrants is used by Indiana Department of Homeland Security (IDHS) SubGrantee(s) to apply for, manage,
submit documents, track, and amend grant projects.

This user guide gives an overview of IntelliGrants, covering how to navigate the IntelliGrants system such as:
view and send email, initiate and manage applications, complete program and fiscal report forms grant
adjustment notices (GAN’s), etc.) including system requirements, user roles, and common tasks performed by
the system users based on their assigned roles.
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INTELLIGRANTS SYSTEM REQUIREMENTS

Most users can use IntelliGrants with little or no changes to their computer setup. The following requirements
are common elements that should be present on most machines.

Operating System

IntelliGrants is designed for two of the more common computer operating systems—Windows (XP or higher)
and Macintosh (MacOS 7.5 or higher). The program has not been tested and is not supported on other
operating systems such as Linux and Unix.

Internet Connection

IntelliGrants is a website designed for access via the Internet. For accessing IntelliGrants, minimum connection
is by modem. For those using a modem, recommended connection speed is at least 33.6 kbps (kilobits per
second). Internet connections “faster” than modem, i.e., cable, DSL, T1, wireless improve speed at which the
system operates. In an office environment, you likely have an Internet connection, but if unsure, contact your
network administrator.

Web Browser

This system was designed to be compatible with common up-to-date web browsers including Internet Explorer
V.11 and above, Firefox, Chrome, and Safari.

Adobe Acrobat Reader

Adobe Acrobat Reader is used to view PDF (Portable Document Format) documents. The IntelliGrants system
automatically generates grant documents in PDF format using information that is saved into various narrative
and budget pages. With Adobe Acrobat Reader, users can view, print, or save PDF documents. You can
download Adobe Acrobat Reader at www.adobe.com.
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SUBGRANTEE USER ROLE TYPES

IntelliGrants uses roles to control what types of action each user can perform. The roles provide a measure of
security by enabling only certain roles to access different tabs and perform different tasks. Depending on the

assigned role, you may be able to create new accounts and perform other system administrator tasks, or you
may be limited to simple tasks such as viewing only.

Once a new IntelliGrants system is set up, the SubGrantee Administrator should create a new account. Once
that account is validated, the SubGrantee Administrator can select and enter the staff member names and
applicable roles into IntelliGrants.

IntelliGrants has five types of SubGrantee security roles, and they are described in this section:

SubGrantee Administrator
SubGrantee Project Director
SubGrantee Fiscal Agent
SubGrantee Staff
SubGrantee Viewer

NOTE: SubGrantee Administrator and SubGrantee Project Director share the same role responsibilities, apart
from some form view/save/add/delete options, status change options including adding other users to
the organization.

SubGrantee Administrator

Creates new user accounts, and edits/deletes user account information.

Views/checks statuses of and/or initiates Applications/Grants, Program Reports, and Fiscal Reports.
Enters/updates information/attachments on Applications/Grants, Program Reports, and Fiscal Reports.
Downloads attachments from Applications/Grants, Program Reports, and Fiscal Reports.

Submits Applications/Grants, Program Reports, and Fiscal Reports.

Manages the Organization Documents, Organization Accounts, and Organization Document Availability
sections.

SubGrantee Project Director

Creates new user accounts and edits/deletes user account information.

Views/checks statuses of and/or initiates Applications/Grants, Program Reports, and Fiscal Reports.
Enters/updates information/attachments on Applications/Grants, Program Reports, and Fiscal Reports.
Downloads attachments from Applications/Grants, Program Reports, and Fiscal Reports.

Submits Applications/Grants, Program Reports, and Fiscal Reports.

Manages the Organization Documents, Organization Accounts, and Organization Document Availability
sections.

SubGrantee Fiscal Agent

Views/checks statuses of Applications/Grants, Program Reports, and Fiscal Reports.

Enters/updates information/attachments on Applications/Grants, Program Reports, and Fiscal Reports.
Downloads attachments from Applications/Grants, Program Reports, and Fiscal Reports.

e Signs Grant Contracts.

SubGrantee Staff

¢ Views/checks statuses of Applications/Grants, Program Reports, and Fiscal Reports.
o Enters/updates information/attachments on Applications/Grants, Program Reports, and Fiscal Reports.

Indiana Department of Homeland Security
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e Downloads attachments from Applications/Grants, Program Reports, and Fiscal Reports.

SubGrantee Viewer
o Views Applications/Grants, Program Reports, and Fiscal Reports.

Please note: IDHS refers to the organization administrator’s role as the SubGrantee Administrator, to remain
consistent with the terminology used within grants managed by IDHS. When logged into the IntelliGrants
system as the SubGrantee Administrator, the system will refer to this role as a SubGrantee Administrator. The
term SubGrantee is at the enterprise level and is used globally within the State of Indiana for all five user roles;
SubGrantee Administrator, SubGrantee Project Director, SubGrantee Viewer, SubGrantee Staff and
SubGrantee Fiscal Agent.

Indiana Department of Homeland Security
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Role Abbreviations

SubGrantee Organization:

SA - SubGrantee Administrator
SPD - SubGrantee Project Director
55 - SubGrantee Staff

5V - SubGrantee Viewer
5F—SubGrantee Fiscal Agent
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Grantor Organization:
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GD = Grant Director

FM = Fiscal Manager
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CM = Compliance Monitor
CFO — Chief Financial Officer
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Account Set Up and Access IntelliGrants

How to access IntelliGrants:

e Obtain access from the organization’s SubGrantee Administrator. You can do this when an organization
already has an IntelliGrants account. This method is the preferred way, because it is quicker and
provides greater security for the organization’s records.

Set Up Account
There are two ways to access IntelliGrants:

1. Request access to IntelliGrants via the IntelliGrants Login page. You must be approved by a DHS
IntelliGrants system administrator.

-OR-
2. When an organization already has an IntelliGrants account, obtain access from the organization’s

SubGrantee Administrator. This is the preferred way to access IntelliGrants — it is quicker and provides
greater security for the organization’s records.

SubGrantee Administrator Access

To gain access to IntelliGrants as a SubGrantee Administrator, first create a new user account. From the
IntelliGrants login page select “New User” located in the Login section (see Figure 2).

Note: if you are already registered as an IntelliGrants Subrecipient, please use that login information to access
the system. You do not need two accounts.

g ~
Login
Username
Password
Mew User? Forgot Password?

Figure 1: IntelliGrants Login

1. Complete the Contact Information as required. All items marked with an * are required.
a. The “Username” field must consist of letters and/or numbers.
b. The “Password” must contain at least 1 upper case letter, at least 1 number and must be at
least 7 characters long.
c. The fields “Password” and “Confirm Password” must match.
d. Special characters are allowed in the password.
2. Select SAVE when complete.

After saving the new user information, the account will be validated by a DHS IntelliGrants System
Administrator. If attempting to access the system before validation, the following message will appear:

Indiana Department of Homeland Security
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OF’age Error(s)

Your account has not yet been validated.

Figure 2: Account Validation Error

When access has been granted, an e-mail confirming the account has been validated will be received. If the
account is set up as a SubGrantee Administrator, the user will now be able to create additional user accounts

for the organization.

Note: Users are not able to access documents created prior to the date they are activated/assigned to an
organization. For access to documents dated before a user’s activation date, a SubGrantee Project
Director/SubGrantee Administrator must assign the user to each individual document using the Add/Edit
People option located within each document. On the document’s main menu under the Management Tools
menu, select Management Tools, then select Add/Edit People.
The preferred method for gaining access to IntelliGrants is to have the organization’s SubGrantee
Administrator add new users to the system.
To add a staff person to an organization:

1. Select the Organization(s) link.

2. Select the Organization Members link.

3. Select the Add Members link.

Organization - Indiana Department of Homeland
Security

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents

Organization Members

Administrators with the authority to add members to your organization can follow these steps:
= To add a member to your organization, select the Add Members link below.
= If a member has already added hisfher information in the system, you can search for the member.
= [f you need to add a member's information into the system, select New Member.
= For more detailed instructions, select the Show Help button above.

Current Members Add Members

Figure 3: Organization Information

Indiana Department of Homeland Security
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4. Enter the first/last name of the person to add and select SEARCH. The search results will list below
filtered by the search criteria entered.

Organization - Indiana Department of Homeland
Security

Follow the instructions listed below to add/remove/modify organization members

[Organization Information | Organization Members | Organization Documents

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

= To add a member to your organization, select the Add Members link below.

= If a member has already added his/her information in the system, you can search for the member.
= If you need to add a member's information into the system, select New Member.

= For more detailed instructions, select the Show Help button above:

[Current Members | Add Members

erson Search sub
Il Person Role Active Dates Dnﬁﬁ:\v:nts gjmgned g!;)dHied
[0 AgateUser. SubGrantee Admin |.. Select - v| 12/7/2018
» Agate (SubGrantee
Administrator)
[0 AgateUser, SubGrantee ProjDir |.. Select - v| 12/7/2018
» Agate (SubGrantee Project
Director)
Search Results

Figure 4: Member

5. Select the checkbox next to the person to add. Select a role, enter an active date (beginning). Select
SAVE. Then select the Current Members link and confirm that the person added and listed with the

rest of the organization’s member names.
[ SEARCH | [ NEW MEMBER |

Person Search sub

Active Assigned Modified

Active Dates Documents By By
AgateUser. SubGrantee Admin | SubGrantee Administrator v | 1272018
» Agate (SubGrantee
Administrator)
[] AaateUser. SubGrantee ProjDir |_. Select — v| 12712018
+ Agate (SubGrantee Project
| s}

Figure 5: User Selection

6. If the person’s name does not return in the Search Results, then select NEW MEMBER.

Person Search test dhs NEW MEMBER

Mo people were found that match the search criteria you specified.

Figure 6: New Member Button
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7. Complete the information for the new user and select SAVE & ADD TO ORGANIZATION.

I SAVE & ADD TO ORGANIZATION l SHOW HELP

o Back

Organization - Indiana Department of Homeland
Security

Follow the instructions listed below to addiremove/modify organization members.

Organizafion Information | Organization Members | Organization Documents

Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps:

—Dlassa complate the infoomation halow, Al coquirad folds ara markad with oo =

Prefix  First Middle Last Suffix
Name " i
Title
Email ™
Username "
Password " Confirm Password "
Date Active 120712018 Date Inactive
Role [~ Select - W

Figure 7: New User Information
Adding a new IntelliGrants user to your organization

To gain access to IntelliGrants the organization’s SubGrantee Administrator must add new users to the
system.

To add a staff person to an organization:

Organization - Indiana Department of Homeland
Security

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents

Organization Members

Administrators with the authority to add members to your organization can follow these steps:
= To add a member to your organization, select the Add Members link below.
= If a member has already added his/her information in the system, you can search for the member.
* [f you need to add a member's information into the system, select New Member.
* For more detailed instructions, select the Show Help button above.

Current Members Add Members

Step Description
1 Select the My Organization(s) link.
2 Select the Organization Members link.

Indiana Department of Homeland Security
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3 Select the Add Members link.

4 To ADD a new organization member that is not currently an IntelliGrants user:
1. Selectthe NEW MEMBER button.
2. Enter the new member contact information.

Notes:

o All fields marked with an * are required.

e The Username field must consist of letters and/or numbers.

e The password must contain at least 1 upper case letter, at least 1 number and must
be at least 8 characters long. You can include special characters in the password.

e The Password and Confirm Password entries must match.

e Select the appropriate role from the drop-down list. See “SubGrantee User Types” on
page 5 for an explanation of roles. The role affects what the user can view and do in
the program.

3. Selectthe SAVE & ADD TO ORGANIZATION button.

4. The SubGrantee Administrator must notify the new user of the username and password
that was assigned when creating the account.

5.  New users are required to change their password upon the first login.

S To confirm the person has been added, select the Current Members link. If the person was
successfully added, the new member will be listed with the rest of the organization members.

Adding an existing IntelliGrants user to your organization:

Step Description
1 Select the My Organization(s) link.
2 Select the Organization Members link.
3 Select the Add Members link.

Administrators with the authority to add memb
+ To add a member to your organization,
+ |f a member has already added his/her
+ [f you need to add a member's informa
« For more detailed instructions, select

Current Members || Add Members

4 Enter the first/last name of the individual and click the SEARCH button. If the user is already in the
system, you will see results of any matching names. ADD the organization member by doing the
following:
1. Select the checkbox next to the person you want to add.
2. Select arole from the Role drop-down list. See “SubGrantee User Types” on page 5 for an
explanation of roles. The role affects what the user can view and do within the program.

Indiana Department of Homeland Security
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3. Select the SAVE button.
If the new member is not part of the organization member list and does not appear in the
search results, use the instructions above to add the individual to the IntelliGrants system.

4. The SubGrantee Administrator must notify the new user of the username and password that
was assigned when creating the account.

5. New users are required to change their password upon the first login.

S To confirm, select the Current Members link. If the person was successfully added, the new
member will be listed with the rest of the organization members.

Access IntelliGrants
To access the IntelliGrants site, follow these steps:

Step Description

1 Type http://intelligrants.in.gov into the address bar of a web browser.

You see the Login screen.

J INGoV State of Indiana IntelliGrants o :
System Login = Portal Home
WELCOME TO INTELLIGRANTS Login
Usemame| |
Password
IntelliGrants is the state of Indiana’s resource for applying and managing your grants. New U ,\
In partnering with multiple state agencies Indiana created an enterprise grant F6|:[_I]_3-_i?srérname;'PaEEl_\l.'grd?

management system for your grant management needs.

If you are new to IntelliGrants, click New User to create an account. Login information
does not transfer from previous grant-management systems.

Working together for you.

l( I INDIANA
o B CRIMINAL

JUSTIGE
INSTITUTE

Powered by IntelliGrants & © Copyright 2000-2019 Agate Software, Inc.

2 Type your username and password and select LOGIN.

You see the My Home page
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P INSQV State of Ind

My Home My Applications/Grants My Program Reporis My F

M'Welcome SubGrantee Admin 'J

SubGrantee Administrator -

ffChange My Picture i

Hello SubGrantee Admin, please choose an option below.

& View Available Proposals

You have 180 opportunities available.
Select the View Opportunities button below to see what is available to youl

| VIEW OPPORTUNITIES |

© My Inbox

You have 50 new messages.
Select the Open My Inbox button below to open your system message inbq

OPEN MY INBOX

@ My Tasks

You have 84 new tasks.
You have 4 tasks that are critical.
Select the Open My Tasks button below to view your aclive tasks.

OPEN MY TASKS

Note: IntelliGrants does not save the username and password. This option may be available with some web
browsers.
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Add IntelliGrants to Favorites List
To access IntelliGrants quickly, add it to the Favorites menu by following these steps:

Step Description
1 In Internet Explorer, open the Favorites menu from the toolbar and then select Add to Favorites.

2 To change the default name, type the new name.

3 Select Add.

Note: If using a different browser, add it as a bookmark (for instance, in Chrome).

Add IntelliGrants to List of Trusted Sites
Adding the IDHS IntelliGrants website to the list of trusted sites will help minimize any issues
accessing/browsing the site. Follow these steps in Internet Explorer:

Step Description
1 Select Tools and the Internet Options.
2 Select the Security tab.
3 Select the Trusted Sites icon, then select the Sites button.
4 Enter http://intelligrants.in.gov in the Add this website to the zone field and select the Add button.
S Select the Close button, then select OK.

Update Your User Profile
You should keep your contact information up to date so that IDHS staff members can easily contact users

when a need arises. Having accurate contact information is especially important for timely messaging because
IntelliGrants sends system messages to the email address in the user profile. If the email is incorrect, you will
not receive the automatic notifications. Also, if you forget a password, the email you provide must match the
one in the user profile so that you can reset the password.

Note: User profiles are specific to each user and should only be modified by the Person on the account.

To update your profile, follow these steps:

Step Description
1 Go to the My Home page in IntelliGrants.
2 Click the My Profile link.
3 Make any changes to update the information.
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My Profile

Please complete all the required fields below. Required fields are marked with an *

Contact Information
Prefix First Middle Last Suffix
Name Test i User I
Organization Indiana Department of Homeland Security ™
Title
565 University Park Dr
Address X
City Okemos * State | Indiana v |* Zip code 55555 i
County | Adams County v
Phone #1 (555) 555-5555 = Phone #2
Fax Cell Phone
Email test@test.com "
Website

Username subadmin

Password Confirm Password

4 Select SAVE located in the top right.

My Training Materials | My Organization(s} | My Profile | Logout

m | SHOW HELP |

Update Organization Information
You should update the system with the organization’s most current and accurate information.

Follow these steps:

NOTE: The SubGrantee Administrator is the only role able to edit Organization Information.

Step Description

1 Select the My Organization(s) link and then select the organization to update.
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Select the Organization Information link.

Please complete all the required fields below. Required fields are marked with an *.

Organization Information | Organization Members | Organization Documents

Organization Information

Name Test Organization ‘"'
Legal Name Test i

FEIN 123456729 "

DUNS # 11-222-3333 i

ﬁf;‘gfs“ﬂ D 0000235267

Address 555 Testing Street

City Test City * State | Indiana v |* Zip code 55555 *
County | s

Phone (555) 555-5555 * Fax

Email

Website

Make any changes.
Notes:

e All fields marked with an * are required.

e You may need to refer to other resources to enter specific information — for instance, the
Federal Employer Information Number (FEIN) or the Dun and Bradstreet number (DUNS) if
unknown

e The SubGrantee Administrator is the only role able to edit the Organization Information

Bl

Select SAVE in the top right to save the organization information.

Py PRI ITLLA RN WS RFUL LE

My Training Materials | My Organization(s) | My Profile | Logout
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Deactivating a User
A SubGrantee Administrator can deactivate a member of his/her organization. A deactivated user cannot

access or edit proposal-related information.

To deactivate a user:

Step Description
1 Select the My Organization(s) link.
2 Select the Organization Members link.
3 Using the drop-down calendar, set the second Active Dates field to the date on which the user

will no longer have access. Select SAVE.

Current Members | Add Members

Sort By: [—— SELECT— w|[—— SELECT—— v/|Results Per Page[20 /|

Active Dates

] Eroject Director, School | SubGrantee Administrator | 12/13/2018 -
Level |
o 1 March, 2019 k
] Agatelser_SubGrantee  SubGrantee Administrator
Admin Su Mo Tu We Th Fr Sa
74 7?5 PR 7 R 1 2
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NAVIGATE INTELLIGRANTS

From the My Home page, you can access all types of documents, such as application /grants, contract
information, forms, reports, e-mail/messages, user information, system information, etc.

J INGoV State of Indiana In

My Applications/Grants My Program Reports My Fiscal Reports

| i Instructions:
h Welcome S_u_bGrantee Admin Salect the SHOW
SubGrantee Administrator = Applying for an|
o = Using System
fCha|1ge My Picture = Understanding

= Managing your

Hello SubGrantee Admin, please choose an option below.

& View Available Proposals

You have 180 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

| VIEW DPPORTUNITIES |

© My Inbox

You have 50 new messages.
Select the Open My Inbox button below to open your sysiem message inbox.

OPEN MY INBOX

O My Tasks

You have 84 new tasks.
You have 4 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

OPEN MY TASKS

Note: What you see on your home page depends on the role you are assigned as a user and whether you have been
assigned to any documents. Your SubGrantee Administrator can enable you to access documents. Check with that
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individual if you need access to specific content. For instance, only SubGrantee Administrators and SubGrantee
Project Directors can view opportunities (under View Available Proposals).

The following guidelines describe how to navigate through IntelliGrants:
¢ You see tabs for My Home page, My Applications/Grants page, My Program Reports page, and My

Fiscal Reports page along the top of the screen. You can select the tab to go to that area. User access to
these tabs is dependent on the security settings of that user (the type of role assigned to the user).

P IN GOV State of Indiana Inf

My Applications/Grants My Program Reports My Fiscal Reports

e To navigate back to the homepage, select My Home.
On the My Home Page, you see sections for View Available Proposals, My Inbox, and My Tasks. If you
have content for these sections, you see the number of items listed under the section heading. You can
select the button to view the details. For instance, to view your tasks, select the OPEN MY TASKS button.

& My Tasks

You have B4 new tasks.
You have 4 tasks that are crtical.
Select the Open My Tasks button below to view your active tasks.

| OPEN MY TASKS |
e Ifyou
- do not
s My Tasks have any
relevant

Export Results to Sort by: [ Select - v| [Go

Info Document Type Organization

2019 Edward Byme Memorial Justice |DHS Test AC2019.00003
Assistance Grant Program (JAG) Organization = —
2019 Traffic Safety Research IDHS Test T a_n0an
Analysis (TSRA) Crganization SRA-2019-0000

_— IDHS Test EMPGC-2019-IDHS Test
Application Organization Organization-00017

documents for that section—for instance, no email messages, you will not see the My Inbox section.
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OPEN A DOCUMENT

If you want to view an application or report, select one of the tabs for My Applications/Grants, My Program
Reports, or My Fiscal Reports.

J INGOV State of Indiana In

e v v
My Home My Applications/Grants My Program Reports My Fiscal Reports

Browse Documents

Select SEARCH without entering any search criteria to generate a list of available documents. You will see a
list of available documents. You can browse through the list and select the link in the Name column to open
any of the listed documents.

My Home My Applications/Grants My Program Reports My Fiscal Repor

O Back
My Applications/Grants

Use the search functionality below to find a specific Application/Grant.

Search Applications/Grants

Application/Grant Types |- Select —

Application/Grant Name

Status |- Select —-

Year
| SEARCH ||| CLEAR |
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Search for a Document
The My Applications/Grants, My Program Reports, and My Fiscal Reports are available to navigate to a
document, or search for a specific document. To search for a specific document, follow these steps:

Step Description

1 Select the type of document to search. For example, to search for applications, select My
Applications/Grants.

My Home My Applications/Grants My Program Reports My Fiscal Reports

2 Do any of the following:
Display the Application/Grant Types drop-down list and select the type of application/grant.

Type the first few characters or the complete application/grant name in the Application/Grant
Name field.

Display the Status drop-down list and select the status of the document. For example, select
Application in Process.

My Applications/Grants

Use the search functionality below to find a specific Application/Grant.

Search Applications/Grants

Application/Grant T]rpel | IDHS State Homeland Security Grant (SHSP) Application 2019: 2019

Application/Grant Name

Status Application: Application In Process
Year
SEARCH | CLEAR |

Enter the year for the application/grant in the Year field.

3 Select the SEARCH button.

Export Results to Sort by: |-- Select - v| [GO]

Number of Results 1

Document Type Organization

Application |IDHS Test Organization SHSP-2019-Delaware County Safety-00116

1
You will see any matching documents in the search results. You select the link in the Name column

to open the document.
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HANDLE EMAIL MESSAGES

When an email is sent to the email address in your user profile, IntelliGrants sends the email to your regular
inbox and displays the message in the My Inbox section of your home page. For instance, you may receive an
email confirming when you submit an application or alerting you when an application is denied or approved.
These emails often prompt you when a certain task requires action.

Caution: To ensure that you receive timely messages, make sure that the email address in your user profile is
correct. See Update Your User Profile if you need to verify or make any changes.

View Your Email Messages
When you have email messages, you will see the number of messages and be able to access your inbox from
your home page.

Follow these steps to view your email messages:

Step Description
1 In the My Inbox section, click the OPEN MY INBOX button.

F

&) My Inbox

You have 0 new messages.

Select the Open My Inbox button below o open your system message inbaoix.

OPEN MY INBOX |

2 Do any of the following to display your messages:

¢ Display the Sort my inbox messages by drop-down list, select a sort order, and click the GO
button to view a sorted list of messages. You can sort by priority, sender, subject, or
date/time.

e To view the messages, select View All My System Messages.

e To view a message, select the link in the Subject column.

&) My Inbox

Sort my inbox messages by

View All My System Messages
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L] ] System. Grant | IntelliGranis UUser Access |

Note: You can mark a message as read or archive a message. To do so, select the checkbox

next to the message and then select MARK CHECKED AS READ or MARK CHECKED AS
ARCHIVED.

3 After reviewing the message, do any of the following:

e Close the message by selecting CLOSE in the bottom left corner of the message.

-

~

Drag Here
Priority Sender Subject Date/Time
System, Grant IntelliGrants User Access 31472019 4:20:28 PM

Test User has been assigned fo IDHS Test Organization with a secunty level of SubGrantee

Administrator. This user may now log into IntelliGrants using the username and password
entered when registering.

[)

[PRINT | | ARCHIVE ||

e Select the ARCHIVE button to archive the message.

e Select the Sender name to reply to the message.

Drag Here
Priority Sender Subject Date/Time
System, Grant IntelliGrants User Access 3142019 4:20:28 PM

Search for Email Messages
To search for a message, follow these steps:
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Step

Description

Select View All My System Messages.

Enter a keyword of the message, included in either the subject or the contents of the message in
which to search and then click SEARCH.

>dl My System Messages
Keyword search my system messages for: Sort search results by:

12
Priority Sender Subject
= Grant System Agreement Executed
= Grant System Grant Adjustment Submitted
_IJ Grant System Grant Adjustment in Process
= Grant System Grant Adjustment Notice Request Submitted
= Grant System Fiscal Report Paid
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COMPLETE TASKS

If you see the My Tasks section on your home page, you have tasks that require action. The number of new
tasks and critical tasks are listed.

You can display and complete your tasks by doing the following:

Step Description
1 Select the OPEN MY TASKS button.

2 To open a document or form to edit data, select the document name in the Name column.
W My Tasks
Export Results to |Screen || Sort by: [ — Select — v| [Go]
Info Document Type Organization
Applicati IDHS Test APP-2019-1DHS Test Appli
pplication Organization Organization-00023 pplica
- IDHS Test APP-2019-1DHS Test -
Application Organization Organization-00029 ST
Applicati IDHS Test APP-2019-1DHS Test Appli
pplication Organization Organization-00031 pplica
- IDHS Test APP-2019-INDHS Test -
Application Organization Organization-00001 ST
INHS Teact APPINMAIMNHE Tact
CLOSE MY TASKS
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3 Complete the task and SAVE the page in the application form

Examples of tasks that would need to be completed include updating a form, changing the status of

the application, or reviewing a form:

0 Menu Q Forms Menu 0 Status Changes 0 Management Tools Q Related Docun

O Back
Document Information: App-2018-Agate-00020
Deetails

ADDITIONAL SERVICES

1. Describe any additional programs/services/treatments/referrals available that are noi

1. Describe any additional programs/services/treatments/referrals available that are not supp

120 of 850

2. Describe the needs of the agency that are not being met and an estimated cost to im

2. Describe the needs of the agency that are not being met and an estimated cost fo implemsg
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Q Menu Q Forms Meni

ocuments and Messages

Status nges
O Back Possible Statuses
Document Inform| || appLicaTiON SUBMITTED
Details [ SUBMIT APPLICATION |
APPLICATION CANCELLED
ADDITIONAL SERVIY
E— - [ CANCEL APPLICATION |
1. Describe any additio] not supported by grant f
1. Describe any addition Lpported by grant funding:

120 of 850
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COMPLETE APPLICATION/GRANT

The SubGrantee Administrator and SubGrantee Project Director are the only roles authorized to initiate an application.
These roles include the users who will complete and submit the application.

Initiate an Application
To initiate an application, follow these steps:

Step Description
1 Select My Home.
2 Select VIEW OPPORTUNITIES in the View Available Proposals section.

& View Available Proposals

You have 90 opportunities available.
Select the View Opportunities button below to see what is

[ VIEW OPPORTUNITIES |

3 Filter the list of available opportunities by doing any of the following:
e To filter by a provider, display the Provider drop-down list and select the provider.

e Tofilter by due dates, enter the beginning and end date for opportunities from the Due Date fields.

4 Select the FILTER button.

My Opportunities

To apply for an item listed below, select the Apply Now button below each descriptio

| RESET MY OPPORTUNITIES |
| v

Provider:

Document Instance:
Due Date (From - To): -

You see the results of your search.
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My Opportunities

To apply for an item listed below, select the Apply Now button below each descript

[ RESET MY OPPORTUNITIES |

Provider: | Indiana Department of Homeland Security v|

Document Instance:
Due Date (From - To): -

IDHS Emergency Management Performance Grant - Competitive (B

Offered By:
Indiana Department of Homeland Security

Application Availability Dates:
11/20/2018-open ended

Application Period:
not set

Application Due Date:
not set

Description:
This is the 2019 Emergency Management Performance Grant - Competitive (EMPQ

Homeland Security.

| APPLY NOW | | NOT INTERESTED |

IDHS Emergency Management Performance Grant - Salary (EMPG)

Offered By:
Indiana Depariment of Homeland Security

Application Availability Dates:
11720/2018-open ended

Application Period:
not set

S To initiate a proposal, select Apply Now for the proposal.

e Selecting Not Interested below an opportunity will hide the opportunity from the My
Opportunities section.

e Selecting Reset My Opportunities will allow any previously hidden opportunities to reappear
in the My Opportunities section.

6 An agreement page will appear once an application has been initiated.

Select | AGREE to apply for the application.
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Agreement

Please make a selection below to continue.

Are you sure you want to apply for the Indiana Depaf

-
| [TAGREE | [ 1DO NOT AGREE |

Powered by IntelliGrants @&

When you initiate a new application it is added to your My Tasks section on the My Home page.
You can select OPEN MY TASKS to begin work on the document.

& My Tasks

You have 5 new tasks.

You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

[ OPEN MY TASKS |

Note: See Complete Forms for information on completing the forms and changing the status of an
application.

Work on an In-Process Application
If you log out of IntelliGrants, you can return later to continue to work on an application.

To do so, follow these steps:

Step Description
1 Select My Home.
2 Select the OPEN MY TASKS button to display a list of active applications.
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Select the link for the application.

O My Tasks

Export Results to Sort by: | — Select — v| [Go]
Info Document Type Organization
Applicaton Ougarizaton | Organizaton 00017
pals,  Esimmi

Tip: To help you quickly navigate to an application, you can sort the list. Display the Sort by
drop-down list and selecting a sort order.

& My Tasks
Export Results to Sort by

Info Document Type

Date Due Ascending
Date Due Descending
Date Received Ascending
Date Received Descending

icati Document Type 5C-201p-IDH

Application Current Status hizationf0001
Name

Application Organization G—2IU2D Gran

owine rant 4

Indiana Department of Homeland Security
302 W. Washington St. Room E208 - Indianapolis, IN 46204 . 317.232.2222 . dhs.in.gov




COMPLETE FORMS

Most applications or reports require you to complete several forms as part of the process. These forms are listed on
the Forms Menu. When you are viewing an application or form, you can view and complete the required fields from
the Forms Menu. A document is the report or application that is specific to a user’s organization. A form is the page
within the document. A series of forms make up the document, found in the Forms Menu.

Open a Form and Enter Data

Step Description
1 Hover over the Forms Menu button to view a list of forms.
9 Me gd Documsdg
Q &4
Status Page Name Note
&
e D Contact Information
Docy | [ Project Title & Funding Profile pn-00(
Def
D Froblem Statement & Analysis
D Goals, Objectives. & Quicomes
Form
m @ SHSP Project Scope m
@a Flanning, Organization, Equipment,
Training, Exercise (FOETE) Overview
D " A
l_‘bl I - ¥ i o T P I alls - =l
2 Select the link for the page to complete.
3 Enter the data, using Tab to move from field to field.
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4 Select SAVE in the top right to save the form. A Page Information message will appear when the
page has been successfully saved.

. ‘"oemweee
&

Q Menu 0 Forms Menu O Status Changes 0 Management Tools 0 Related Documents and Messagy

O Back
Document Information: 5T-2019-North Adams Community Sch-00038
Details

You are here: = 2019 StandardBase Application Menu = Forms Menu

0 Menu 0 Forms Menu 0 Status Cha

@Page Information
The information has been saved.

O Back

Management Tools
The Management Tools section allows a SubGrantee Administrator and/or SubGrantee Project Director

certain administrative responsibilities such as the ability to add/edit people to a proposal (attach users to an
application) and view an application’s status history.

Step Description
1 Select the Management Tools
9 Menu 9 Forms Menu O Status Changel O Management Tnnlsp Related Documents and |
2 This will return a list of Management tools
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Management Tools

é, CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

@, CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the docum

x:-': ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, chan

- STATUS HISTORY
Select the link above to view the status history of this document.

l;;] CHECK FOR ERRORS
Select the link above to check the entire document for errors.

e VIEW MODIFICATION HISTORY
Select the link above to view vanous modifications that people have |

__é;i'! ATTACHMENT REPOSITORY
Select the link above to view all attachments in this document.

Brief Overview of Management Tools:

e CREATE FULL PRINT VERSION creates a printable version of the document for reading and/or saving
CREATE FULL BLANK PRINT VERSION creates a blank form/template version
ADD/EDIT PEOPLE is used to add people, change security, alter active dates, etc.
STATUS HISTORY provides the statuses that a document has passed through.
CHECK FOR ERRORS checks the document for errors and returns a Global Errors list of links to
pages with identified errors that must be corrected before the document can be moved to the next
status.
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O Global Errors

APP-2019-IDHS Test Or

Details

O Information populated on this page is derived from other pages that w
Equipment

O '‘Describe why travel and/or training is necessary for the project.’ is re
project.” is required ;
Travel

When the icon on the far left of the menu is a stop sign (U] , that indicates the page has an error on it. The
message within the Page Error will give direction for correcting the error. To see a list of Global Errors hover
over Management Tools and select Check for Errors.

VIEW MODIFICATION HISTORY is used to view modifications people have made to specific pages in the

document. SubGrantee users can select from a list of modified application pages to be taken to that specific page.
=
They can then select the = icon next to an individual field to view the previous value for that field.

ATTACHMENT REPOSITORY is used to view all attachments within the document. The SubGrantee
Administrator can view all attachments within an application or grant. To do so, click Management Tools and then
click ATTACHMENT REPOSITORY. The document’s attachments will be listed with the Form Name that the
Attachment will be found on. To update the attachment, go to the attachment’s form to make the changes that
need to be made.

When entering data, keep these guidelines in mind:

When the icon is a pencil @, that indicates the page has been saved at least once and is being edited
or is complete.

When the icon is a green checkmark , that indicates the page is marked as complete.

Be careful when copying and pasting information from another program (for example, Microsoft Word) to an
IntelliGrants form. IntelliGrants does not recognize some characters and formatting, such as tables, graphs,
photographs, bullets, and some tabs. Try copying and pasting the text into Notepad first and then into
IntelliGrants to avoid problems.

If you copy and paste text that is too long for the set character limits for that field, you see an error message.
Edit the text so that it is within the required character limits.

When possible, IntelliGrants automatically calculates totals and other numbers. When information is
entered on the page, the system takes the values that were entered, calculates, and displays them.

When a form is saved but the required fields are not completed or you have broken any data validation
rules for any of the fields, you see an error message at the top of the page. You can correct the error do
so later. Note that before you submit the application, you must correct all errors.
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9 Menu 9 Forms Menu O Status Changes G Management Tools o Related Documenis and Upload

Your information has been saved and the following Page Error(s) have been
found.

Project Type is a required field.

Capabilities Building is a required field.

Environmental and Historic Screening Memorandum - Please select Yes or Mo.

Does this project support a NIMS typed resource? - Please select Yes or No.

Core Capability is a required field.

Q Back
Document Information: SHSP-2019-IDHS Test Organization-00082

Details

SHSP PROJECT SCOPE

Instructions:

All required fields are marked with an =

UIse the SAVE button to save informafion and calculate data on each page.
Save at least every 30 minutes to avoid losing data.

To proceed to the next page, use the Navigation Links at the top of the page.
To return to the Forms menu, click the Forms Menu link above.

Provide the following information for the proposed project.

Project Type:

L i amnghilitine Dislodimm-

Attachments

You can upload attachments, such as an Excel spreadsheet for a budget. You can upload these file types:
bmp, doc, docx, gif, jpg, pdf, png, ppt, tif, txt, wpd, xls, xIsx.

Cautions:

v" Make sure that any uploaded attachments does not contain confidential/sensitive data that is not required
to support the grants-management process—for example, Social Security Numbers (generally just the
last four digits are displayed), bank routing or account numbers, credit card data, etc. If the information is
confidential/sensitive, redact that information first.

v" The uploaded file name cannot contain any special characters. If needed, rename the file before
uploading.
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Follow these steps to upload an attachment:

Step Description
1 If an attachment is required or optional on a page, the file upload will appear on the page. To
upload a file, click the Browse button.
i || Browse... |
2 Navigate to the folder that contains the file, select the file to upload, and click the Open button.
» Testing v Search Testing
Mame Date modified Type Size
W5 testing uploads.docx 712076 947 AM Microsoft Word D...
oo w~ | | AllFiles (%)
Open
3 Once the document is uploaded to the page, click SAVE.
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Tip: You can view attachments within a document using the Attachment Repository tool.

nge i geme 5 C Jesy
Management Tools
organizations associated with this document.

[

& STATUS HISTORY

Select the link above to view the status history of
this document.

() CHECK FOR ERRORS

Select the link above to check the entire
document for ermors.

N Select the link above to view

lig | = ATTACHMENT REPOSITQRY
' chments in
L | this document

L=

O Back

Application Menu - Attachment Repository
Click the View link 1o open the attachment

Sort By | Form Name | Export Results 1o | Screen v

Identifier Attachment Link

Attachmenits Attachment 1
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Print a PDF
You can create a PDF of an application to print or save before submitting.

Note: You can view and print PDFs from Adobe Acrobat Reader. If you do not have this program, contact your
System Administrator.

To print an application, follow these steps:

Step Description

1 With the application open that you want to create a PDF, click the PRINT VERSION button.

| SAVE | | SAVE/NEXT | | NEXT | || PRINT VERSION || | CHECK GLOBAL ERRORS | | EDIT FORM |
2 The option to Open or Save the PDF will appear at the bottom of the page.

Open ﬁre -
3 The Open option will open the PDF with Adobe Acrobat Reader.
4 The Save option will save the PDF in the computer Download folder. Choose the down arrow to the right of
the Save button to select “Save As” and choose the location of the file and to rename the PDF.

Create a Printable Version or Full Blank Application for Printing
A SubGrantee Administrator can use the Management Tools to print by following these steps:

Step

Description

1

Select Management Tools.
You see a list of the different Management Tools you can use for documents (and users).
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Management Tools

@ CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

@, CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the docums

{-’1 ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, chang

Hd STATUS HISTORY
Select the link above to view the status history of this document.

l;;l CHECK FOR ERRORS
Select the link above to check the entire document for errors.

T VIEW MODIFICATION HISTORY
Select the link above to view vanous modifications that people have

__3'1-! ATTACHMENT REPOSITORY
Select the link above to view all attachments in this document.

2 Select CREATE FULL PRINT VERSION to create a printable version of the application. You might
do this to review the printed version and verify. Or you may want a paper copy to save.

OR

Select CREATE FULL BLANK PRINT VERSION to print a blank version of the full application. You
might use the blank application as an example to include so that another user knows what
information is needed to complete the application.

3 Select either print option. Open or save the PDF to print with Adobe Acrobat Reader.

Check an Application for Errors

Before submitting an application, a SubGrantee Administrator can check for errors. Doing so creates a Global
Errors list with links to pages that have identified errors that must be corrected before the document can be
moved to the next status.
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To check for errors, follow these steps:

Step Description

1 Select Management Tools.

2 Select CHECK FOR ERRORS.

You see the results of the error check.

O Global Errors

Document Information: APP-2019-IDHS Test Organiza

Details

O Information populated on this page is derived from other pages that were char
Equipment

O 'Describe why travel and/or training is necessary for the project.’ is required.;'H
project.’ is required.;
Travel

3 Use the links to review the flagged errors and then make any changes.

View Related Documents and Messages

The SubGrantee Administrator can use the information in the Related Documents and Messages to view
documents such as Program Reports, Fiscal Reports, and any related messages. The SubGrantee
Administrator can also initiate subdocuments such as Program Reports and Fiscal Reports if needed.

O Status Changes 0 Management Toold Q Related Documents and Messages
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COMPLETE SUB DOCUMENTS

Documents such as Program Reports and Fiscal Reports are completed by SubGrantee users each quarter.
These documents are initiated from your application/grant document menu and can be accessed at any time
by returning to your main document.

To initiate a sub document, navigate to your document menu and hover over the Related Documents and
Messages link. If a sub document is available to initiate, a link will appear to initiate the sub document. For
example, if it is a Fiscal Report for the 2019 SHSP grant, the link will say “Initiate a State Homeland Security
Grant (SHSP) Fiscal Report 2019 - Quarter 1.” Additional links will appear for subsequent quarters as they are
made available to the SubGrantee. The sub documents are usually only available to initiate if the grant is
approved and there are no pending sub documents of the same type in process.

Underneath the links used to initiate new sub documents, users can find links to any existing sub documents
along with the current status.

0 Menu O Forms Menu o Status Changes O Manager
Q Back
Application Menu - Forms
Please complete all required forms below
SHSP-2019-Projec
Delails FR-2019-Agate Test-00150
Fiscal Report Paid
Info Document Type Organization Role PR-2019 .Agate Test-00101
Program Report Approved
Application Agale Test SubGran
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Program Reports

Program Reports will be the first sub document to be completed during the grant cycle. In order to initiate a
Program Report, the application/grant document must be in the status: Agreement Executed.

*Note: SubGrantee Administrator and SubGrantee Project Directors will receive a notification via emalil
and system message when the document has reached the status: Agreement Executed. This notification will

be the indicator that your document is permitted to begin a Program Report.

The SubGrantee Administrator, SubGrantee Project Director, and SubGrantee Fiscal Agent roles are the
only roles authorized to initiate a Program Report.

To complete a Program Report, follow these steps:

Step Description
1

Navigate to your application/grant document.

2 Hover over the Related Documents and Messages link and select the link for the Program
Report for the current quarter. Existing Program Reports can be accessed in this menu, or by
using the My Program Reports search tab found at the top of the screen.

Rl
My Home My Applications/Grants My Program Reports My Fiscal Reports My Reimbursement Requesis My Monitoring Reports
- v
My Audit Reports My Progress Reporis My Eamed Interest Reports
My Training Materials | My Organization(sy | My Profile Logoul
SHOW HELP|
9.‘.'....9:--m- '.{-"..0'3' s Chang G'.'.I:II; i R | 1 L) I
O o =1
Indliale aran Stale Homeland Securily Grant (SHEP) Fiscal Bepart 2019 - Qe
: : 1
Application Menu - Forms
Flaatn complots ol roquired Tans below, Initiate afan State Homeland Security Grant (SHSP) Program Report 2019 -
. i Quarier 1 ‘I'rl
SHSP-2019-Projeg -
Dtails
nfo  Document Type Organization Rale Related Messa
B X . N Priority  Subject Receiver
Application Agate Test SubGrar

Note the new document identifier created for your Program Report.
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9 Menu 0 Forms Menu Q Status Changes 0 Management Tools O Related Documents and Messages

O Back

State Homeland Security Grant (SHSP) Program Report 2019 - Quarter 1 Menu -
Forms

Please complete all required forms below.

Document Information| PR-2019 -Agate Test-00112 |
Parent Information: ~ SHSP-2019-Project Demo-00263

Details

S Period Date /

info Document Type Organization Role Current Status Date Due
State Homeland Security Grant (SHSP) Program N e SubGrantee Program Report in 01/10/2020 - 03/10/2020
Report 2019 - Quarter 1 AcaleTest  yministrator Process 03/0212020 11:50PM EST

Complete each form in the Program Report. When finished with a form, use the SAVE or
SAVE/NEXT buttons at the top of the form to record your progress.

Note the first question on the Program Report form — “Is this your final Program Report?” If you
select “Yes” for this question, the Fiscal Report for this quarter will also be required to be marked
Final. Be sure to select “Yes” if completing a last Program Report.

PROGRAM REPORT

Instructions:

All required fields are marked with an *.
Use the SAVE button to save information and calculate data on each page.
Save at least every 30 minutes to avoid losing data.

To proceed to the next page, you may use the SAVE/NEXT or NEXT buttons above.
To return to the Forms menu, click the Forms Menu link above.

Please refer back to previous Program Reports for prior Milestone statuses.
Do not mark this report as “Final” unless it is the last Program Report that you will be submitting prior to Grant Closure.

L I ]

Project Start Date: 09/01/2019 Project End Date: 08/31/2020
Report Start Date: 01/03/2020 Report End Date:  03/02/2021
Submitted Date: ~ 3/27/2020 Report Due Date: 03/02/2020

Is this your final Program Report?* @ yes () No

Is this project on schedule?* ® ves O No

Also note the Milestone Status selections on this form. Any milestones marked “Completed” will
automatically be marked “Completed” on subsequent Program Reports. Milestones marked “Not
Met” or “In Progress” will not have their status carried over.

Indiana Department of Homeland Security
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Milestone  Start Date End Date Status:*
If "Not Met” OR "In Progress”, please explain:

) ® Completed
Milestone 1 3/26/2020  3/28/2020 -~
L) Not Met

P
) In Progress

0 of 500

If "Not Met" OR "In Progress”, please explain:

) O Completed
Milestone 2 3/29/2020  3/30/2020 -~
L) Not Met

P
) In Progress

0 of 500

S When all forms have been completed and no errors remain on the document, submit your Program
Report by hovering over the Status Changes menu and selecting Submit under Program Report
Submitted for Review.

4 ~
9 Menu 9 Forms Me Status C 1anges cuments and M4
Possible Statuses
O Back PROGRAM REPORT SUBMITTED FOR REVIEW
State Homel4 ram Rep
Forms
Please complete all requi
Document Inforn
Parent Informatio
Details
Info Document Type
State Homeland 3 Be Pr
Report 2019 - Qu htor Pr

On the next screen, enter any notes you would like to submit along with your document, and select
| Agree to complete your submission.

*Note: Any notes provided on the status change will appear in the document’s status history. The
status history can be accessed using the Management Tools on the document. Please see page
33 for reference for Management Tool use.
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G Menu 9 Forms Menu O Status Changes O Management Tools Q Related Documents and Messages

Agreement

Please make a selection below to continue.

Are you sure you want to submit your Program Report?
If you would like to include notes about this status change, please supply them below.

0 of 2000
[ | [1 DO NOT AGREE |

Powered by IntelliGrants @ © Copyrigl]

Fiscal Reports

Fiscal Reports will be the second sub document to be completed during the grant cycle. In order to initiate a
Fiscal Report, the application/grant document must be in the status: Agreement Executed, and the Program
Report for the current quarter must be in the status: Program Report Approved.

*Note: SubGrantee Administrator and SubGrantee Project Directors will receive a notification via email
and system message when the Program Report document has reached the status: Program Report
Approved. This natification will be the indicator that your document is permitted to begin a Fiscal Report.

The SubGrantee Administrator, SubGrantee Project Director, and SubGrantee Fiscal Agent roles are the
only roles authorized to initiate a Fiscal Report.

To complete a Fiscal Report, follow these steps:

Step Description
1 Navigate to your application/grant document.
2 Hover over the Related Documents and Messages link and select the link for the Fiscal Report

for the current quarter. Existing Fiscal Reports can be accessed in this menu, or by using the My
Fiscal Reports search tab found at the top of the screen.

Indiana Department of Homeland Security
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My Home My ApplicationsiGrants My Program Reports

.

My Fiscal Reports My Reimbursement Requests My Monitoring Reports
- -
My Audit Reports My Progress Reports My Earned Interest Repornts

My Training Materials | My Organization(s) | My Profile | Logout

O Back

Initiate a’an Stale Homeland Security Granl (SHSP) Fiscal Report 2019 - Quarier
Application Menu - Forms !
Please complete all required forms below alan Sta — . - .
SHSP-2019-Projed -
De
Infa  Document Type Crganization Role
Application SubGral Pronity Subject Recemer

Note the new document identifier created for your Fiscal Report.

G Menu 9 Forms Menu Q Siatus Changes O Management Tools Q Related Documents and Messages
O Back

State Homeland Security Grant (SHSP) Fiscal Report 2019 - Quarter 1 Menu -
Forms

Please complete all required forms below

Document \|‘|fti1|'m;-'writi1n:|FR-2019-SHSP-00164|
Parent Information: ~ SHSP-2019-Project Demo-00263

Details

Info Document Type

S Period Date /
Organization Role Current Status Date Due

Siate Homeland Security Grani (SHSP) Fiscal Report | gate Test SubGraniee Fiscal Report in 01/10/2020 - 03/10/2020

2019 - Quarter 1 SRS Administrator Process

03/02/2020 11:59PM EST

Your Fiscal Report will create a unique budget page for each budget page you completed and
submitted with your application.
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Forms

Status Page Name Note Created By Last Modified By
- . - ~ - ) Test Indy
@] Fiscal Report and Reimbursement Claim Form 32712020 10:31:50 AM
3 o Test Indy
C Supples 3/27/2020 10:31:59 AM
N Test Indy
o Equinme 32712020 10:31:59 AM
O Travel e

312712020 10:31:59 AM

Complete each individual budget page.

On each page, enter the amount of Grant Funds you are requesting reimbursement for in the
Grant Funds Expended this Period column. There will be a line for every individual budget item,
taken from the budget forms on your application. Make sure to enter the appropriate amount on
each line, then fill out the remaining required fields and SAVE the page.

[TRAVEL

Instructions:

- Al required fields are marked with an *

- Use the SAVE button to save information and calculate data on each page.
- Save at least every 30 minutes to avoid losing data

+ To proceed to the next page, use the Navigation Links at the top of the page
- To retur to the Forms menu, click the Forms Menu link above

- Please reference the solicitation for additional instructions

+ To add additional rows, click the SAVE button

Please Note: Approved travel expenditures will be prepopulated, you will need to complete one page for each trip if requesting reimbursement
or the quarter. - If no reimbursement is requested for this quarter, you will need to enter '0".

Purpose of Travel: Organization

Format: Emergency Management Alliance of Indiana (EMAI)

s this for a conference? No Name of Conference:
Start Date of Trip: 3/30/2020  End Date of Trip: 3/31/2020
Location of Travel: Chicago

[Total Number of Travelers: 1
I name of traveler has changed please enter in the textbox below:

Name of Traveler: John Smith
Cost Per
. . Grant Funds Grant Funds -
Travel Expense Fund Type POETE Discipline Quantity Day,m;n, or | Total Costs | Percentage | Grant Costs |, 00 N0 | . Lended This Period | Remaining Balance
Lod: - N
I Other Zlg;"i specity Grant Organization Cyber Security 1 $1,000.00 $1,000.00 100.00% $1,000.00 50 $500.00 5500.00
Travel (Including Training) - Total: $1,000.00 $0 $500.00 $500.00

Please describe how the grant funds included in the expenditure(s) for the fiscal report were utilized to support your project.

*Note: HMEP Fiscal Reports contain Planning, Training, and Exercise budget forms that serve as
“overview” forms for the rest of the budget. The individual Planning, Training, or Exercise amounts

Indiana Department of Homeland Security
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entered on these forms must match the associated amounts entered on subsequent budget forms
such as Supplies or Equipment.

6 Once each budget page has been completed and no errors are present, return to the Fiscal
Report and Reimbursement Claim Form and SAVE. This will update the data in the following
columns:

e The Grant Costs column will display the total grant amount for each category, taken from
your application.

e The Grant Funds Requested to Date column will display the grant funds requested in
previous quarters’ Fiscal Reports.

e The Grant Funds Requested this Period column totals the amounts requested for
reimbursement for each budget category in the current Fiscal Report.

e Grant Funds Remaining Balance will display the balance to be carried forward to your next
Fiscal Report.

e If your grant type includes match funds reporting, match funds totals will be displayed here
as well. Match is only for recording purposes and will not be reimbursed.

FISCAL REPORT AND REIMBURSEMENT CLAIM FORM

Instructions:

- All required fields are marked with an =

- Use the SAVE button to save information and calculate data on each page.
- Save at least every 30 minutes to avoid losing data

= To proceed to the next page, use the Navigation Links at the top of the page
- To return to the Forms menu, click the Forms Menu link above

Project Start Date: ~ 09/01/19 Report Start Date:  01/03/20
Project End Date 08/31/20 Report End Date: 03/02/21
Submitted Date: Report Due Date: 03/02/20

Will this be your final Fiscal Report and Reimbursement Claim Form? = O Yes @ No

Select the hyperlink to download a PDF of the complete breakdown for each PTE budget category and scope

- Grant Funds Grant Funds Grant Funds

e R WD HEMBEEES Requested to Date Requested this Period Remaining Balance
SHSP Budget Categories
Planning Costs Grant $0 0 $0 $0
Organization Costs Grant $2,000 00 $0 $1.000.00 $1,000.00
Equipment Costs Grant $2,000.00 $0 $1,000.00 $1,000.00
Training Costs Grant $3,000.00 $0 $1,500.00 $1,500.00
Exercise Costs Grant $0 $0 $0 50
SHSP Grand Total Costs Grant $7,000.00 $0 $3,500.00 $3,500.00

[P H H vy “ ” @ H H

7 If this is the last Fiscal Report you will be submitting for your grant, select “Yes” next to “Will this be

your Final Fiscal Report and Reimbursement Claim Form”. You will be asked to verify that you
want to deobligate any unused grant funds. Do so by selecting the “Yes” checkbox.

*Note: If the current quarter’s Program Report was marked final, this Fiscal Report must be
marked final as well.

Indiana Department of Homeland Security
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FISCAL REPORT AND REIMBURSEMENT CLAIM FORM

Instructions:

All required fields are marked with an *

Use the SAVE button to save information and calculate data on each page.
Save at least every 30 minutes to avoid losing data.

To proceed to the next page, use the Navigation Links at the top of the page.
To return to the Forms menu, click the Forms Menu link above

s e e

Project Start Date: 09/01/19 Report Start Date: 01/03/20
Project End Date: 08/31/20 Report End Date 03/02/21

Submitted Date Report Due Date 03/02/20
Will this be your final Fiscal Report and Reimbursement Claim Form? = ® ves O No

Are you sure you want to deobligate your remaining grant funds balance of $3,500.007 * Yes

*Note: If you have a remaining balance on your final Fiscal Report you must select checkbox to
deobligate the remaining balance, as seen in the screenshot above. If deobligating funds, after
your Final Fiscal Report has reached the status: Final Fiscal Report Paid, you must file a Grant
Adjustment Notice (GAN) Request.

8 The Fiscal Report and Reimbursement Claim Form must be signed by both the Subgrantee
Administrator and Subgrantee Project Director for your organization. When the appropriate user is
logged in, select the checkbox next to the Signature field and SAVE the page. Your name and the
date will be populated automatically.

Subgrantee Administrator Subgrantee Project Director
W=  signature: TestIndy = signature:
Date Signed: 3/27/2020 Date Signed:
9 If you are requesting reimbursement for Equipment items in this Fiscal Report, an Inventory

Report form will be generated. This form can be found at the bottom of the Forms Menu after
items are claimed on the Equipment form.
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G M Forms Menu Documents and Messages
O Status Page Name Note
Be
Doct
o ™ Fiscal Report and Reimbursement
Pare Claim Form
De :
Supplies
Travel rantee Fiscal Report
histrator Process
O Inventory Report
FISCA

Complete the Inventory Report form and have both the SubGrantee Administrator and the
SubGrantee Project Director complete the required electronic signatures on this page. These fields
function in the same way as the signature fields required in step 8.

By signing below, | certify that | have reviewed and validated the information in this document. | attest to the accuracy of the information in this
document and | certify that it accurately represents the actual costs expended during the reporting period.

O Subgrantee Administator® O Subgrantee Project Director™

Signature:

Signature:
Title: Title:
Date Signed: Date Signed:

10 When all forms have been completed and no errors remain on the document, submit your Fiscal

Report by hovering over the Status Changes menu and selecting Apply Status under Fiscal
Report Submitted.

Indiana Department of Homeland Security
302 W. Washington St. Room E208 - Indianapolis, IN 46204 . 317.232.2222 . dhs.in.gov




© venw © Forms me{ Status Changes

Possible Statuses

cuments and Messages

O Back FISCAL REPORT SUBMITTED
State Homel: 1l Report 2019
Forms

Please complete all requi

Document Inforn
Parent Informatio

Details

State Homeland 9§

ee Fiscal Repor
2019 - Quarter 1 ator Process

On the next screen, enter any notes you would like to submit along with your document, and select
| Agree to complete your submission.

*Note: Any notes provided on the status change will appear in the document’s status history. The

status history can be accessed using the Management Tools on the document. Please see page
33 for reference for Management Tool use.

Agreement

Please make a selection below to continue.

Are you sure you want to change the status to Fiscal Report Submitted?
If you would like to include notes about this status change, please supply them below.

0 of 2000

| [1 DO NOT AGREE |
Poweretrby IntelliGrants ®
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COMPLETE A GRANT ADJUSTMENT NOTICE REQUEST

Grant Adjustment Notice Requests are used to make modifications to grant documents that have already been
executed. In order to initiate a Grant Adjustment Notice Request, the application/grant document must be in the status:
Agreement Executed, and the Quarter 1 Program Report and Fiscal Reports must be completed and approved. If any

Program or Fiscal Reports have been started for subsequent quarters, these documents must also be completed and
approved before initiating a Grant Adjustment Notice Request.

The SubGrantee Administrator and SubGrantee Project Director roles are the only roles authorized to
initiate a Grant Adjustment Notice Request.

To complete a Grant Adjustment Notice Request, follow these steps.

Step Description
1 Navigate to your application/grant document.

2 Hover over the Status Changes menu link and select Request Adjustment to change the

document status to Grant Adjustment Notice Request in Process.

My Traming Malerials | My Organization(s) | My Profile Lagoit
s 5
© venu © roms we Statu -
Possible Statuses
O LK GRANT ADJUSTMENT NOTICE REQUEST IN
A I. t TU PROCESS

Flease complate all requig

|
Dretails

Period Date |
w Current Siafus Date Due

a — e
Application Agreament Executed L .“ 2019 - 087312020
MiA

On the next screen, enter any notes you would like to submit along with the status change, and
select | Agree.

Indiana Department of Homeland Security
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*Note: Any notes provided on the status change will appear in the document’s status history. The
status history can be accessed using the Management Tools on the document. Please see page
33 for reference for Management Tool use.

Agreement

Please make a selection below te continue

Are you sure you want to request a Grant Adjustment?
If you would like to include notes about this status change, please supply them below.

0 of 2000

[ [ DO NOT AGREE |
Powered v IntelliGrants &

s

3 Select the Grant Adjustment Notice Request form located at the bottom of the Forms Menu.
Attachmenis
a Award Letter
-_' Mofice of State and Federal Term= and Conditions
™= Award Packet
e Click Here to Download a Copy of the Fully Executed Grant
Agreement
Grant Adjustment Motice Request
4

On this form, select a Grant Adjustment type. Only one type should be selected per request.
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GRANT ADJUSTMENT NOTICE REQUEST

All required fields are marked with an *.

Use the SAVE button to save information and calculate data on each page.

Save at least every 30 minutes to avoid losing data.

To proceed fo the next page, you may use the SAVE/NEXT or NEXT buitons above.
To retumn fo the Forms menu, click the Forms Menu link above

Please select only 1 GAM Type Per Request

VWhen choosing the Budget Revision GAN Type, you may check one or more checkboxes to identify the application forms that you wish to unlock.
Project Scope is required if Budget Revision is checked

Must have a Fiscal Report submitted as Final in order to deobligate funds

Do not adjust spending in areas that were not pre-approved by IDHS.

Do not add additional funding above your approved Grant Amount.

There iz no guarantee that your GAN request will be approved.

S55G — Do not adjust the ADM with a GAN Request.

00 = o0 LA B La R s

Oeud get Revision
[JExtension of Grant Term
O Change of Scope

[0 check here if deobligating grant funds

= i e diolongioh Jios bl dins if ok it LisntiEn ok 2 b Fop bl Bio

Additional fields will appear based on your selection. For example, if selecting a “Budget Revision”
Grant Adjustment type, a list of all possible budget forms for your grant will appear. Select all
budget pages that require modification. Similar required fields will appear when selecting “Extension

of Grant Term”, “Change of Scope”, or “Check here if deobligating grant funds”.

*Note: Most grant types contain an “Overview” budget page of some kind. These budget pages will
most likely require modification if any other budget pages are modified. As the overview pages and
budget pages must reconcile.

For example, budget modifications for SHSP grants will need to include the POETE Overview form
and (in many cases) the SHSP Project Scope form. If the POETE Overview form is to be modified
during a GAN, this must be modified first before modifying any other budget pages. Once this
overview form is modified, then you may adjust the remaining budget forms.

Be sure to review your application forms before submitting a Grant Adjustment Notice Request to
determine all forms that will need to be modified.

Indiana Department of Homeland Security
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GRANT ADJUSTMENT NOTICE REQUEST

All required fields are marked with an *.

Use the SAVE button to save information and calculate data on each page.

Save at least every 30 minutes to avoid losing data.

To proceed fo the next page, you may use the SAVE/NEXT or NEXT buttons above.
To return fo the Forms menu, click the Forms Menu link above

Please select only 1 GAN Type Per Request

When choosing the Budget Revision GAN Type, you may check one or more checkboxes to identify the application forms that you wish to unlock.
Project Scope is required if Budget Revision is checked

Must have a Fiscal Report submitted as Final in order fo deobligate funds

Do not adjust spending in areas that were not pre-approved by IDHS.

Cio not add additional funding above your approved Grant Amount.

There is no guarantee that your GAN request will be approved.

S553G — Do not adjust the ADM with a GAN Reguest.

(==t B EIS L I R S R

M Budget Revision
SHSP Project Scope
Wl POETE Overview
O Exercise
O Training
M Personnel
Ml Personnel Cost
O Supplies
]| Equipment
O Trave
U consultants and Contractors/ Consultants and Contractors Travel

[ Extension of Grant Term
DChange of Scope

O] check here if deobligating grant funds

S After making your selections, be sure to fill out all required fields on the page and select SAVE.
Make the appropriate corrections based on any page errors that appear and SAVE again.

6 Hover over the Status Changes menu link and select Request Submitted to change the
document status to Grant Adjustment Notice Request Submitted.
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[save ] [sAVEMEXT | [NEXT

0 Menu 0 Farms Me cuments

Possible Statuses

ﬁpage Informatio| | cpaNT ADJUSTMENT NOTICE REQUEST
The information SUBMITTED

O Back h
Details

You are here: = Appli

GRANT ADJUSTMEN

* Al required fields 3
* Use the SAVE buii.,
* Save at least every 30 minutes to avoid losing data.

* To proceed to the next page, you may use the SAVE/NEXT or NEXT buttons above.
* To return o the Forms menu, click the Forms Menu link above

7 IDHS will review your request. If approved, your document status will be changed to Grant
Adjustment in Process.

At this point, you may make modifications to the application forms that you indicated on your Grant
Adjustment Notification Request form. Navigate to the appropriate forms in the Forms Menu, make
the necessary modifications, and SAVE each page. Make the appropriate corrections for any page
errors that appear.

In the case of a budget modification, certain fields will not be eligible to be modified. These fields
will appear gray on their budget page and will be disabled from editing. New budget lines may be
filled out to request funding for items that no longer match the description of the disabled fields.
Remember to decrease the requested grant amount for any items that no longer apply. Do not
adjust spending in areas that were not pre-approved by IDHS, and do not add additional
funding above your approved Grant Amount.

An error will fire on submission of your Grant Adjustment if any row on any budget page is reduced
to an amount less than what has already been expended. It is recommended that you reference the
most recent Fiscal Report for the grant when completing your Grant Adjustment.

At the end of a budget modification, visit your Budget Summary form and verify that all requested
Grant Costs amounts are correct.

8 When you have verified that all information in your document has been modified correctly, and all
page errors have been cleared from your application forms, use the Status Changes menu to
change the status to Grant Adjustment Submitted.
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[save] [savemext| [NExT]| [FRI}

5 c Chana
g Menu g Forms Me Status Cha 1ges cuments and Mg

Possible Statuses

& Page Informatio GRANT ADJUSTMENT SUBMITTED

The information
O Back

Document Inform
Details

You are here: > Appli

BUDGET SUMMARY

Instructions:

Use the SAVE butfon to save information and calculate data on each page.
Save at least every 30 minutes to avoid losing data.

To preceed to the next page, use the Navigation Links at the top of the page.
To return fo the Forms menu, click the Forms Menu link above

Total by POETE Category Grant Costs
Planning Costs

Subratenon Conznlfant Copiractores 20

On the next screen, enter any notes you would like to submit along with the status change, and
select | Agree.

Agreement

Please make a selecfion below to confinue

Are you sure you want to send this Grant Adjustment for Review?
If you would like to include notes about this sfatus change, please supply them below.

0 of 2000

[ [ DO NOT AGREE |
Powered by IntelliGrants & ac
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MANAGE USER ACCESS TO DOCUMENTS

The SubGrantee Administrators are responsible for ensuring that appropriate users are assigned documents.
For instance, staff may assist the SubGrantee Administrator with completing required forms. User access can
be assigned or removed throughout a project’s lifecycle. This section explains how to assign a user so that
they can access a document as well as how to remove access to a document.

Assign User Access to Documents
To access the IntelliGrants documents, or to assist with completing forms, the SubGrantee Administrator must

add a user to the document by following these steps:

Step Description
1 Navigate to the document to which you want to assign access.
2 Select Management Tools.
3 Select ADD/EDIT PEOPLE.

ﬁ ADD/EDIT PEOPLE
Select the link above to perform actions such as adding

4 Add the person by doing the following:

1. Enter the name or part of the user's name (at least three characters) in the Person Search
field and then select SEARCH.

2. Check the checkbox next to the name of the person to add.

3. Display the Role drop-down list and select the role for the person. Be sure to select the
correct role for the user that is being added to the document. The document will appear in the
My Tasks section on the user’'s homepage, providing there is a task for the user’s role to
complete.

4. Enter the date to start allowing access to the document in the Active Dates field.

Select the SAVE button at the top right to add the user to the document.

Fiscal Reports My Monitoring Reports
My Training Matenals | My Organization(s) | My Profile | Logout

E | SAVE/NEXT | | NEXT | | CHECK GLOBAL ERRORS |

O Related Documents and Messages
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Remove User Access to Documents
To remove a user from a document, follow these steps:

Step Description

1 Navigate to the document to which you want to remove access.

2 Select Management Tools.

3 Select ADD/EDIT PEOPLE.

ft.':: ADDIEDIT PEOPLE
Select the link above to perform 3

4 For the second Active Date field, enter or select a date from the Calendar pop-up.
IDHS Test Organization (SubGrantee [ SubGrantee Administrator v | SLA2000
Administrator)

The user will not be able to access the document after the specified date.

S Select the SAVE button at the top right to remove the user’s access to the document.

ox next to the name in the search resulis.
area to remove people.

ges.
00048
Period Date /
Current Status Date Due
L MNAA - NMA
br Application in Process N/A
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Make Status Changes
A SubGrantee Administrator or SubGrantee Project Director can push a document to the next status—for
instance, to submit the application—by using the Status Changes section.

Follow these steps:

Step Description

1 From anywhere within the application, select the Status Changes button.

9 Menu 9 Forms MEI'ILID Status ChangeaD Management Tl:u:ulsi

2 You see a list of possible statuses for the document.

Select the status by selecting the appropriate button.

— T — = —

Status Changes
Possible Statuses

APPLICATION CANCELLED
| CANCEL APPLICATION |

APPLICATION SUBMITTED
[ SUBMIT APPLICATION |

3 After the Submit or Cancel option has been selected, an agreement will appear to confirm the
status change. Select | AGREE to complete the status change.
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J INgOV

My Home My Applications/Grants My Program Rep¢

@ Menu G Forms Menu O Siatus Changes O Manage

Agreement

Please make a selection below to continue.

Are you sure you want to submit your application?
I you would like to include notes about this siatus change, pied

0 of 2000
[ TAGREE | [1DONOT AGREE |
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4 Once the status change has been complete, the Forms Menu with the completed application will

o Back
Application Menu - Forms

Please complete all required forms below.

Document Information: SHSP-2019-IDHS Test Organ

Details

Info Document Type Organization

Application IDHS Test Organization subGrantee

Forms

Status Page Name

Contact Information
Project Title & Funding Profile
Problem Statement & Analysis
Goals, Objectives, & Outcomes
SHSP Project Scope
Planning, Organization, Eguipment, Training, Exercise (POETE)
Overview
appear.
5 After submission, the document will be assigned to be reviewed. The option to make changes to

the application after it has been submitted must wait until a reviewer has sent the application back
for maodifications. A notification will be sent to your inbox when the review has been complete and
what further information is needed.
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Note: A SubGrantee Administrator can check the status history of a document or view the modification history by
selecting Management Tools and then selecting Status History or View Modification History.
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