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Users will use the following link to access the MSHDA Grants System in IGX.



https://mgs.michigan.gov/IGXLogin

Annual Profile Review (APR)

Overview of the Fiduciary APR User Guide

Welcome to the Fiduciary APR User Guide. This document provides detailed instructions for initiating, completing,
and submitting your Annual Profile Review (APR) in IGX. The APR process pulls critical data from your
Organization’s Information Pages, including the Organization Profile, Required Documents, Organization
Members, and Legislative Information pages. Therefore, it is essential to ensure these pages are up-to-date and
error-free before beginning the APR process. Each section in this guide is designed to help you navigate the
various stages of the APR process efficiently.

Should you need further assistance or have any questions about the APR process in IGX, please contact your
assigned grant specialist or MSHDA-ESGHelp@michigan.gov.

Initiating an APR

To initiate an APR, the Authorized Official or Agency Administrator must log into the IGX system. After logging in,
the Dashboard will be displayed. Navigate to “My Opportunities” to begin a new APR. Upon selecting the blue
APR hyperlink from “My Opportunities,” a confirmation pop-up will appear to verify the APR you are about to start.
Confirm that the correct APR is displayed and click [Proceed] to continue.

Important Note: Sometimes the blue APR hyperlink may display a different year than the one in which you
initiated it. For example, the hyperlink might say 2022, but if you initiated the APR in 2024, your APR number will
still reflect the 2024 initiation year. Always verify the APR number to ensure it corresponds with the correct year of
initiation.

To access an existing APR or to check the status of a submitted APR, please refer to the “Returning to the APR”

section of this guide. Selecting the APR under “My Opportunities” when an APR is already in progress will initiate
a new APR.
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Navigating Within the APR
Upon accessing the APR, you'll find a navigation menu on the left-hand side that allows you to move through the

various required forms needed to submit your APR. The icons next to each form indicate their status:

e A check mark indicates a completed form.
¢ An exclamation mark identifies forms with errors needing corrections.
e An empty square signals forms that have not been saved.

Each form includes a save button located in the top right-hand corner. It's important to note that, except for the
Document Landing Page, all other applicable forms within the APR are equipped with a save button.
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Completing the APR
To complete the APR, begin by clicking [Organizational Review Instructions]. To complete this form, read the
instructions carefully, and then click [Save] in the top right-hand corner.

If the only page visible in your APR is the Organizational Review Instructions, this indicates that the required data
from your Organization's Information Pages is incomplete or contains errors. Once you save this page, the
remaining APR forms should become visible.

Once the additional forms are visible in the left-hand menu, proceed by completing each form as instructed in this
guide. If the forms are not visible after saving, follow the steps below to update your organization’s information
and unlock the additional APR forms.
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Updating Organization Information to Unlock Additional Forms:

1. Access Your Organization’s Information Pages:
e Loginto IGX and navigate to your Profile to verify and update your Organization’s Information
Pages by clicking [your name] and [Profile] in the top right-hand corner:

o Organization Profile

o Required Documents

o Organization Members

o Legislative Information

2. Update and Save:
e Ensure that each of these pages is complete and error-free. If any errors are present, correct
them and click [Save] on each page.
3. Return to the APR:

o Once all the Organization’s Information Pages are updated, return to the APR by using
either the My Tasks or Search menu options. When using the Search menu, click
[Searches] and then [Annual Profile Review]. Enter your organization’s name under
“Organization”, and then click [Search]. Select the APR number to access your APR.

4. Confirm Forms are Visible and Proceed:

o After saving the Organizational Review Instructions page again, the additional forms
should now appear in the left-hand menu. If they are still not visible, verify that no
errors remain in the Organization’s Information Pages. If they are visible, proceed by
completing each form.



Completing the Additional APR Forms
Once the additional forms have become visible, proceed to complete them, starting with the Profile form. Below is
a breakdown of each form and the steps required to complete them.

Profile:

To begin completing the Profile form, click [Profile] in the left-hand menu. This form auto-populates with data
from your Organization’s Information Pages. Review the information for accuracy. If any changes need to be
made, click on the [Organization Information] link to return to your Organization Information Pages and update
the necessary details. Once you have confirmed the information is correct, complete the rest of the form, ensuring
that all required fields and questions are addressed. After completing the form, click [Save] in the top right-hand

corner.
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Organization Members:

To complete the Organization Members form, click [Organization Members] in the left-hand menu. This form
displays the list of members associated with your organization who are currently listed as active in the IGX system
in your Organization’s Information Pages. Review the list to ensure that each member's role and contact
information are correct. If any changes need to be made, click on the [Organization Information] link to return to
your Organization’s Information Pages and update the necessary details. Once the list is accurate, check the box
certifying that the Organization Members list is correct. After confirming the information, click [Save] in the top
right-hand corner.
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Required Attachments:

To complete the Required Attachments form, click [Required Attachments] in the left-hand menu. This form
auto-populates with the attachments listed in your Organization’s Information Pages. Review each attachment to
ensure that it is up to date. If an attachment is current, select Yes. If any attachment is not up to date, click on the
[Organization Information] link to return to your Organization’s Information Pages and upload the updated file.
After verifying all attachments are current and accurately reflected, click [Save] in the top right-hand corner.

28 \]SHDA

HOUSING DEVELOPMENT AUTHORITY

Home Sear Randy Authorizedofficial -

NewNote | Print | Save

APR-2024-1735-04

Required Attachments

' Forms

Annual Forms
Instructions: The attachments below are aUtc-popUIted from the Attachments page underneath your Organization's Organization Infarmation page. The Organization Information page
Organizational Review Instructions

Bz vigate you away fram your Annual Profile Review document. To return to your Annual Plan Review you can use the search i the top bar OR your tasks list an the home

Organization Members 1. Organizational Mission Statement
Currenc il |GK Test Document 2 doc Dote Uplosded: Jon 10 2022 7240M
e Recnmens up o dase?
Oves] One

e e soardor olectors

& status options yrent Fle: fiX Test Document 2 docx Dote Uplosded: Jon 10 2022 7240M
e spove grecnmens up o caner

Submic Profie
Oves] Ore

Profie Cancelled

4 Related Documents

Chart

[ —— rrent Fe:fiX Test Document 2 docx Dote Uploaded: Jon 10 202272400
ine sbove gscnment up o case?

v Tools Ol O

Landing Page

Add/EditPeople < Previous Form Next Form >

Narratives:

To complete the Narratives form, click [Narratives] in the left-hand menu. This form asks questions about your
organization, including details about your target population, service area, staffing, and local services. Provide
accurate and thorough responses for each question. Since this form does not auto-populate, ensure all required
fields are filled in before saving. After completing the form, click [Save] in the top right-hand corner.
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Financial/Audit Review:

To complete the Financial/Audit Review form, click [Financial/Audit Review] in the left-hand menu. This form
requests detailed information about your organization’s financial health, including questions about annual audits,
auditors, annual financial statements, single audits, and the organization’s budget. Ensure that all financial
information is accurate and up to date. After providing the necessary details, click [Save] in the top right-hand

corner.
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Legislative Information:

To complete the Legislative Information form, click [Legislative Information] in the left-hand menu. This form
auto-populates data from your Organization’s Information Pages, including your organization's US Congressional
Districts, State Senate Districts, and State House of Representative Districts. Review the information for
accuracy. If changes are needed, navigate to your Organization’s Information Pages by clicking [your name] in
the top right-hand corner, clicking [Profile], and making the necessary updates there. Once you have confirmed
that all data is up to date and accurate, check the certification box at the bottom of the page and click [Save] in
the top right-hand corner.
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Submitting the APR

Before submitting the APR, the Authorized Official should perform a final review of all completed forms to ensure
they are accurate and error-free. Once the review is complete, click [Submit Profile] under Status Options
located in the left-hand menu. Upon submission, MSHDA will review the APR to ensure that all required
information is complete and compliant with program requirements. If any issues or discrepancies are identified
during the review process, the APR will be returned for necessary modifications and corrections.
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Returning to the APR

To return to a previously initiated APR, the Authorized Official or Agency Administrator should log into IGX and
navigate to the applicable APR using either the My Tasks or Search menu. When using the Search menu, click
[Searches] and then [Annual Profile Review]. Enter your organization’s name under “Organization”, and then
click [Search]. Select the APR number to access your APR.
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APR Approval Process Flow

After the APR is submitted, it will first be reviewed by the Grant Specialist for initial compliance. Following that, the
APR will be reviewed by the Manager and the Financial Reviewer. Once these reviews are complete, the Grant
Specialist will conduct a final review and approve the APR. If any issues or discrepancies are identified during the
review process, the APR will be returned for necessary modifications and corrections.

Important Note: In some instances, the APR may also be reviewed by the Financial Manager or MSHDA

Compliance as additional steps. These reviews are separate and occur only if needed. However, they are not
included in the flowchart below.
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Frequently Asked Questions (FAQ)

Q: What should | do if my APR is returned for corrections?

A: If your APR is returned, review the feedback provided, make the necessary corrections, and resubmit the APR
through the IGX system. Ensure all supporting documents are complete and accurate.

Q: Can an Agency Administrator submit an APR?

A: Only the Authorized Official can submit an APR.

Q: Can | make changes to my APR after submitting it?
A: Once submitted, the APR can only be modified if MSHDA returns it for corrections.

Q: How can | check the status of a submitted APR?

A: To check the status of a submitted APR, log into the IGX system and navigate to your APR using either My
Tasks or the Search menu. The status will be indicated next to the APR number link.

Q: Who can | contact for help with the APR process?

A: For assistance with the APR process, please contact your grant specialist or MSHDA-
ESGHelp@michigan.gov.
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