HALO IGX System Guide — Fiduciary Grant Amendment
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Users will use the following link to access the MSHDA Grants System in IGX.
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https://mgs.michigan.gov/IGXLogin

Grant Amendment

Overview of the Fiduciary Grant Amendment User Guide

Welcome to the Fiduciary Grant Amendment User Guide. This document provides detailed instructions for
reviewing and signing your grant amendment in IGX. Each section is designed to guide you through the various
stages of the grant amendment process to ensure clarity and efficiency.

Before a grant amendment is ready for your review and signature, it goes through several internal MSHDA steps,
including statuses such as “Amendment Request in Progress,” “Amendment Manager Review Required,” and, if
applicable, “Amendment Financial Analyst Review Required.” During these statuses, the amendment is still being
created or reviewed by MSHDA staff. Once complete, the grant amendment will move to the “Amendment
Grantee Signature Required” status. The Authorized Official and Authorized Signer will receive an email
notification from IGX indicating that the grant amendment is ready for review and electronic signature.

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

Important Reminder: The layout and options shown in screenshots throughout this guide may vary slightly
depending on the grant’s template and budget components. However, the key elements and process steps
remain consistent.

Accessing the Grant Amendment

After receiving an email notification from IGX that a grant amendment is ready for your review and signature, the
Authorized Official or Authorized Signer must log into the IGX system. Once logged in, the Dashboard will be
displayed. To access the grant amendment, you must first open the related grant. This can be done either through
“My Tasks” or by using the Search menu.

To use the Search menu, click [Searches], then [Grants]. Apply filters such as Type, Status, or Organization to
narrow down the results. After setting your filters, click [Search]. When the list of results appears, locate the
appropriate grant and click its grant number to open it.

Once the grant is open, click [Grant Amendment Request] from the left-hand menu.

Important Note: All grant amendments that require a signature will be in the “Amendment Grantee Signature
Required” status.
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Signing and Submitting the Grant Amendment

Upon accessing the grant amendment, you’ll see the amendment reason along with any applicable sections that
reflect the current and updated terms. Depending on the grant amendment, these sections may include the
Program Description, Grant Term, Grant Budget, or Other. Review all sections carefully to ensure the information
is accurate and complete.

If no changes are needed, scroll to the signature section at the bottom of the form. Enter your name and title
exactly as they appear in your User Profile, then click [Save] in the top right-hand corner. After saving, click
[Submit Signed Grant Amendment] under Status Options on the left-hand menu. A confirmation box will
appear, click [OK] to complete the signature process.

Note: If changes are needed, the Authorized Official or Authorized Signer must contact the assigned MSHDA
Grant Specialist to return the grant amendment for necessary modifications and corrections. Only the Grant
Specialist can return the grant amendment in IGX to the “Amendment Request in Progress” status.
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After Submitting the Grant Amendment

After the Authorized Official or Authorized Signer submits the signed grant amendment in IGX, the grant
amendment moves to the “Amendment Manager Signature Required” status. The assigned MSHDA Manager
receives an email notification from IGX indicating that the grant amendment is ready for their signature.

Once the Manager has signed the grant amendment, the next steps depend on the type of changes included:
e Program Description, Grant Term, or Other Updates:

If the grant amendment includes updates to the Program Description, Grant Term, or Other sections, the
Manager’s signature completes the approval process. The grant amendment then moves directly to the
“Grant Executed” status.

e Budget Changes — Grants Under $100,000:

If the grant amendment includes budget changes on a grant under $100,000, it requires signatures from
both the MSHDA Manager and the MSHDA Director. After the Manager signs, IGX moves the
amendment to the Director for review and signature. Once both signatures are complete, the grant
amendment moves to the “Grant Executed” status.

e Budget Changes — Grants Over $100,000:

If the grant amendment includes budget changes on a grant over $100,000, it goes through the full
signature process. This includes signatures from the MSHDA Manager, the Director, and the Executive
Director. Once all required signatures are complete, the grant amendment moves to the “Grant Executed”
status.

e Federal Grants — Budget Changes:

For federal grants, any grant amendment involving budget changes includes an additional step after all
required signatures are complete. The grant amendment status changes to “Amendment Draw Entry
Required,” during which MSHDA staff enter the revised budget into the applicable draw system. Once this
step is complete, the grant amendment moves to the “Grant Executed” status.

When the grant amendment reaches the “Grant Executed” status, the approval process is complete, and the grant
amendment is finalized in IGX.

Returning to the Grant Amendment

To return to a previously initiated, submitted, or approved grant amendment, the Authorized Official, Authorized
Signer, or Agency Administrator must log into the IGX system and navigate to the applicable grant either through
“My Tasks” or by using the Search menu. Once the correct grant is open, scroll down the left-hand menu and click
[Grant Amendment Request].

This will display a list of all grant amendments associated with the grant. You can select any grant amendment to
review the details, check the current status, or print a copy of the signed grant amendment as needed.
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Frequently Asked Questions (FAQ)

Q: How do Il initiate a grant amendment?

A: MSHDA Grant Specialists are the only ones who can initiate a grant amendment in IGX. If you believe a grant
amendment is needed, please contact your assigned MSHDA Grant Specialist.

Q: Can a grant amendment be initiated if a Financial Status Report (FSR) is in progress?

A: No. All FSRs must be in the “Payment Complete” status before the MSHDA Grant Specialist can initiate a
grant amendment in IGX.

Q: Can an FSR be initiated if a grant amendment is in progress?

A: No. The grant must be in the “Grant Executed” status before an FSR can be initiated. This means the grant
amendment must be fully approved or cancelled.

Q: Can an Agency Administrator sign or submit a grant amendment?

A: No. Only the Authorized Official or Authorized Signer can sign and submit a grant amendment. The Agency
Administrator has read-only access to the grant amendment.

Q: Can the grantee initiate a grant amendment?

A: No. Only the MSHDA Grant Specialist can initiate, update, and submit a grant amendment in IGX.

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

A: To check the status of a grant amendment, log into the IGX system and navigate to your grant using either
“My Tasks” or the Search menu. The current grant status will indicate where the grant amendment is in the
approval process.

Q: Will | receive a notification when the grant amendment is ready for signature?

A: Yes. The Authorized Official and Authorized Signer will receive an email notification from IGX when the grant
amendment reaches the “Amendment Grantee Signature Required” status.

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

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