MiGrants - Profile & Organization Management

Guidance for Grantees

INTRODUCTION

MiGrants is the Michigan Department of Natural Resources tool to apply for and manage
grants.

The following guidance is provided by the Grants Management Section (GMS) and
intended for all users of GMS grants.

To access MiGrants, go to https://migrants.intelligrants.com/

Program specific guidance and instructions can be found on each grant program’s page at
the DNR Grants website.
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Customizing your profile

Once logged in, your profile is located at the top right of the Dashboard.

MiGrants

Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Administration ~ Searches ~ Reports ~ Your Name -~

Dashboard

To customize your profile, click on the drop-down next to your name.

MiGrants

Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Home Administration ~ Searches ~ Reports ~ 0 Your NameD

Dashboard

Make changes to your personal information as needed in the Profile section and click the
Save button when done.

Home Administration - Searches ~ Reports ~ O @ Your Name

Organization Information

Profile

First Name Middle Name

Organizations

‘ ‘ ‘ ‘ Role Name Active Date Inactive Date Assigned By

Last Name Prefix Suffix

Primary Phone Secondary Phone
Cell SMS Opt-Out
Fax Website
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Modifying organization details

Click on the drop-down next to your name.

MiGrants

Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Home Administration - Searches ~ Reports ~ 0 Your NamED

Dashboard

Click on Profile.

' MiGrants

' Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Your Name -~

Administration ~ Searches - Reports ~ O

Dashboard

Please see the training mater\‘alsE for site navigation instruction.

Profile

® Messages
Edit Dashboard

Log Out

Click on Organization Information located under the Organization Information menu.

MiGrants
Michigan Department of Natural Resources

Michigangov ContactUs DNR-Grants Policies

Home Administration ~ Searches - Reports - 0 Your Name -

Organization Information

' Your Organization Profile Orgonizations

Organization Information First Name Middle Name

Organization Members ‘ ‘ ‘ ‘

Role Name Active Date Inactive Date Assigned By
Last Name Prefix Suffix

Organization Categories
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Make changes as needed in the Information section and click the Save button when done.

Home Administration ~

Organization Information

V¥ Your Organization

Searches ~ Reports ~

0@

Your Name

Information

General Information

Name

Contact Information
Phone

UEI Number

—

Business Address

Address

Address2

city

State

| |

7IP Code

County

|

Additional Information

SIGMA Vendor Customer ID

Adding new users to your organization

Applicants and Grantees

Only an Authorized Official can add individuals to their MiGrants organization. Authorized
Officials can assign users with Agency Staff and Financial role types. Contact your grant
coordinator or program manager to add consultants or prime professionals to your project.

Consultants and Prime Professionals

A Key Person can add individuals to their MiGrants organization. The Key Person can assign
two role types in MiGrants, Consultants and Prime Professionals.

Click on the drop-down next to your name.

MiGrants
’ Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Reports - O Your NameD

Searches ~

Home Administration ~

Dashboard

Click on Profile.

MiGrants

Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Reports ~ 0

Administration ~ Searches -

Dashboard

Please see the training matem‘alsE for site navigation instruction.

Your Name -

Profile

@ Messages
Edit Dashboard

Log Out
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Click on Organization Members located under the Organization Information menu.

MiGrants

Michigan Department of Natural Resources

Michigan.gov ContactUs DNR-Grants Policies

Home Administration ~ Searches ~ Reports ~ 0 Your Name -~

Organization Information

“ Your Organization Profile

First Name Middle Name

Organizations

Organization Information

Organization Members ‘ ‘ ‘ ‘ Role Name Active Date Inactive Date Assigned By

Last Name Prefix Suffix
Organization Categories ‘ |
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Click the + button and select Add New User to Organization.
Do not select Invite Existing User to Organization.

Organization Members Search [ +]

Name Role Active s Add New User to Organization

‘ | | v ‘ ‘ Both Invite Existing User to Organization

Clear m

Fill out as much information as possible, noting there are required fields that must be
answered. Click the Save button when done. Once the employee is added, they will be
automatically added to any new document created.

Items to note:

#1: By selecting No, you are opting NOT to add the person to all existing documents that
belong to the organization. If you select Yes, they will be added to ALL documents ever
created by the organization.
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#2 and #3: Make note of this information as you will need to provide it to the individual for
them to access MiGrants.

General Information

First Marne Prelix
| | v
Middle Naime
Last Narme Sullix
| | v
Title

Contact Information

Iress Adidre
Gty SLate
| | [ <]
TipCexde Counity
| | v
Primary Phang Crna
Fax WietSiLe
cell

Assign Roles
Rule Autive Dane nactive Dale
| 2l - o | & N~
Assign Lo Dxisting Docurnens? @
| 1 ~

L

Security Information
Lsername: 2
| ) |

S
Passiord Coafirm Password
| 3 o 2
—

Removing users from your organization

Click on the drop-down next to your name.

' MiGrants

" Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Home Administration - Searches - Reports - 0 Your NameE

Dashboard
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Click on Profile.

MiGrants

" Michigan Department of Natural Resources

Michigan.gov Contact Us DNR-Grants Policies

Home Administration - Searches ~ Reports ~ 0 Your Name -
Dashboard
@ Messages

Please see the training materialsE for site navigation instruction.
Edit Dashboard

Log Out

Click on Organization Members located under the Organization Information menu.

MiGrants
Michigan Department of Natural Resources

Michigan.gov ContactUs DNR-Grants Policies

Home Administration ~ Searches ~ Reports ~ 0 Your Name -~

Organization Information

' Your Organization Profile Organizations

First Name Middle Name

Organization Information

Organization Members ‘ ‘ ‘ ‘ Role Name Active Date Inactive Date Assigned By

Last Name Prefix Suffix
Organization Categories ‘ |

Click on the Pencil icon to the right of the person’s name.

v Organization Members

Person Name Role Name Active Date Inactive Date Last Modified By Last Modified By Date
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Type in an Inactive Date and click the Save button when done.

Edit Person

Name

Role Active Date Inactive Date

I:I 10/19/2021 I:I n
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