HALO IGX System Guide — Fiduciary Getting Started Guide

Welcome to the Fiduciary Getting Started Guide

This Fiduciary Getting Started Guide provides an easy-to-follow overview of the initial steps organizations must
complete before moving forward with new grants in IGX, MSHDA'’s grant management system. It outlines key
requirements such as requesting system access, completing profile information, and submitting the Annual Profile
Review (APR). Each step is designed to help Fiduciary agencies prepare for grant execution and related
activities.

For detailed instructions, please refer to the Fiduciary User Guide Matrix, which identifies the appropriate user
guide for each process. For more specific guidance or additional support, please contact your assigned MSHDA
Grant Specialist or MSHDA-ESGHelp@michigan.gov.

Important Note: This guide is intended for Fiduciary agencies only. Fiduciaries are organizations that have a
direct grant agreement with MSHDA. Subgrantees or partner organizations that do not have a direct grant
agreement with MSHDA should not use this or request access to the system.

New Organizations
If your organization is not yet established in IGX, please follow these steps in order:

1. Request Authorized Official and Organization Access

e Submit the [New User? Click Here] System Access Request
e |dentify the Authorized Official and Organization

Access requests are reviewed and approved by MSHDA. Access to IGX is not available until
approved.

What You’ll Need (examples, not a complete list):

e SAM.gov UEI Number

e Organization’s Legal Name and FEIN

e Physical Address (PO Box can be added later in the Annual Profile Review (APR))
e Program Area (e.g., Rental Assistance and Homeless Solutions)

e Organization Type (Non-profit or Government)

e Beginning Month of Fiscal Year

e Contact Person at MSHDA

2. Authorized Official Completes Required User Profile and Organization Information Pages

e Once access is approved, The Authorized Official must complete all User Profile and
Organization Information pages

User Profile and Organization Information pages must be completed before staff access requests
and Annual Profile Review (APR) submission.

What You’ll Need (examples, not a complete list):

e Organization Mission Statement

e Board of Directors listing

e Organization Chart

e County/Counties served map or listing
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¢ IRS 501(c)(3) designation (if non-profit)
e Articles of Incorporation and Bylaws (if non-profit)
e Legislative Information

3. Request Staff Access

e The Authorized Official submits access requests for staff within the system using the “Grantee
System Access” form under My Opportunities

Only the Authorized Official can request staff access under the organization.
What You’ll Need (examples, not a complete list):

e Staff names and email addresses
¢ Roles and responsibilities for IGX access

4. Complete and Submit the Annual Profile Review (APR)
e Complete and submit all required APR pages
An approved APR is required before a grant can be executed in IGX.
What You’ll Need (examples, not a complete list):

o Certificate of Good Standing (if non-profit)
e MSHDA Closing Statement (if non-profit)
e Most recent audit or financial statements
e MSHDA Single Audit Certification

5. Proceed with Grant Activities
Once user access is established and the APR is approved, the organization may:

e Submit applications (if applicable)
e Execute grants
e Complete required grant activities (e.g., Financial Status Report (FSRs))

What You’ll Need (examples, not a complete list):
For Grant Execution:

e MSHDA Authorized Signature Designation Form
e MSHDA Certified Board Resolution (if non-profit)
e MSHDA Written Agreement (if applicable)

For Financial Status Reports (FSRs):

o MSHDA Monthly Expenditure Workbook
e Invoices and receipts
e Timesheets and general ledgers
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Existing Organizations
Organizations that are already established in IGX should complete the checks below before moving forward with
new grants.

o Verify User Access, Profiles, and Organization Information

e Confirm users have the appropriate access and roles
e Ensure User Profile pages are complete and accurate
e Confirm organization information is current

e Update or remove staff access as needed

e Submit updates if information has changed

e Confirm Annual Profile Review (APR) Status

e An approved APR is required to execute grants and submit required grant activities in 1GX.
e APRs expire one year from the approval date

Tip: Initiate a new APR around the nine-month mark or after updated audit documents are available,
if applicable.

If all access, User Profiles, Organization Information pages, and APR status have been confirmed and are
accurate, the organization is ready to move forward with grant execution and related grant activities.
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