HALO IGX System Guide — Fiduciary Grant Signature and Execution
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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 Signature and Execution

Overview of the Fiduciary Grant Signature and Execution User Guide

Welcome to the Fiduciary Grant Signature and Execution User Guide. This document provides detailed
instructions for reviewing and signing your grant in IGX. Each section is designed to guide you through the
various stages of the grant signature and execution process, including an overview of the internal MSHDA Grant
Creation steps, instructions for completing the Grantee Signatures Required process, and a summary of what
happens after submission.

Before the grant is ready for your review and signature, it will be available in IGX during several internal MSHDA
steps, including statuses such as “Grant Creation in Progress,” “Manager Review Required,” and “Grant Funding
Required.” During these statuses, MSHDA staff may still be updating the grant agreement, pre-disbursement
documents, or other required forms. If you access or download any documents before the grant reaches the
“Grantee Signatures Required” status, please confirm with your MSHDA Grant Specialist that you are working
with the final versions.

Once the internal MSHDA steps are complete, the grant will move to the “Grantee Signatures Required” status.
The Authorized Official will receive an email notification from IGX indicating that the grant is ready for review,
document upload, signature, and submission.

Should you need further assistance or have any questions about the grant signature and execution 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.

Grant Creation
As introduced in the section above, the grant goes through several internal statuses within MSHDA before it is
ready for your review and signature. This section provides a brief overview of each of those statuses:

Grant Creation in Progress

In this status, the MSHDA Grant Specialist enters all required information into the IGX system, including the
Program Description, Funded Organizations, and Grant Budget forms. Supporting documentation may also be
uploaded. The grant is still in development and may be revised or canceled. Typically, the grant number is
finalized during this status, although it may change later during the “Grant Funding Required” status depending on
the selected funding source. Once all required forms are completed, the grant goes to a MSHDA Manager for
review.

Manager Review Required

Once the Grant Specialist has completed the initial setup, the grant moves to the “Manager Review Required”
status where the MSHDA Manager reviews the grant to ensure that all procedures and requirements have been
met. The Manager may approve the grant for grant funding or return it to the MSHDA Grant Specialist for
necessary modifications.

Grant Funding Required

After the MSHDA Manager approves the grant, the grant enters the “Grant Funding Required” status. During this
step, a MSHDA Financial Analyst performs a SAM.gov review of the grantee and assigns the appropriate funding
source. The Monthly Expenditure Workbook is also added to the Miscellaneous Attachments form. As mentioned
above, the grant number may change during this status depending on the funding source selected.

Once the “Grant Funding Required” step is complete, the grant goes to the “Grantee Signatures Required” status.
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Accessing the Grant

After receiving an email notification from IGX that a grant is ready for your review and signature, the Authorized
Official must log into the IGX system. Once logged in, the Dashboard will be displayed. From there, the grant can
be accessed 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.

Important Note: All grants that require a signature will be in the “Grantee Signatures Required” status.
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Navigating Within the Grant

Upon accessing the grant, you'll find a navigation menu on the left-hand side that allows you to move through the
various required forms needed to complete the grant signature and execution process. The icons next to each
form indicate their status:

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

Some forms include a Save button located in the top right-hand corner. This button is only available on forms
where the grantee is expected to enter or upload information. Forms that are read-only or do not require input,
such as the Document Landing Page, do not include a Save button.
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Grantee Signatures Required

Once the grant reaches the “Grantee Signatures Required” status and the Authorized Official has accessed it, the
next step is to complete the required forms. Begin by reviewing the [Program Description], [Funded
Organizations] and [Grant Budget] forms to confirm that the information is accurate. If changes are needed, the
Authorized Official must contact the assigned MSHDA Grant Specialist to return the grant for necessary
modifications and corrections.

Next, click [Grant Documents]. This is where the Authorized Official can download and review the grant
agreement, which will be electronically signed in the system. This form also contains all required pre-
disbursement documents that must be completed outside the system and uploaded once finalized. Depending on
the agency type and grant template used, these may include the Written Agreement, Authorized Signer
Designation Form, Certified Board Resolution, Grant Closing Statement, and Indirect Cost forms. Please refer to
the “Updated Guidance on Required Pre-Disbursement Documents” section of this guide for recent
changes to these requirements.

Once all applicable documents are uploaded, scroll to the signature section at the top of the form. Enter your
name and title exactly as it appears in your User Profile, then click [Save] in the top right-hand corner. After
saving, click [Submit Signed Grant] under Status Options on the left-hand menu. A confirmation box will appear,
click [OK] to complete the signature process.

Note: Only the MSHDA Grant Specialist can return the grant to the “Grant Creation in Progress” status.
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After Grant Signing

After the Authorized Official submits the signed grant in IGX, the grant moves to the “Specialist Document
Review” status. At this point, the grantee’s portion of the signature process is complete. The assigned MSHDA
Grant Specialist receives an email notification from IGX indicating that the signed grant and uploaded pre-
disbursement documents are ready for review. The grant then proceeds through several internal MSHDA review
and approval steps before reaching the final “Grant Executed” status.

Specialist Document Review

The MSHDA Grant Specialist reviews all uploaded pre-disbursement documents to ensure completeness and
accuracy. At this stage, the Grant Specialist also assigns Authorized Signer access in IGX based on the
submitted Authorized Signer Designation Form.

Grant Legal Review Required

Once the Grant Specialist has completed their review and updates, the grant moves to the “Grant Legal Review
Required” status. MSHDA Legal staff review the grant agreement and all supporting documentation to confirm
compliance with program and agency requirements.

Director Signature Required

After Legal review is complete, the grant moves to the “Director Signature Required” status. The MSHDA Director
signs the grant in IGX, completing the approval process for most grant types.

Executive Director Signature Required (Grants Over $100,000)

Grants with budgets over $100,000 require one final signature from the MSHDA Executive Director. After the
Director signs, the grant moves to the” Executive Director Signature Required” status. Once signed by the
Executive Director, the grant proceeds to the next step.

Draw Entry Required (Federal Grants)

For federal grants, an additional step follows the final signature. The grant moves to the “Draw Entry Required”
status, during which MSHDA staff enter the approved budget into the applicable federal draw system. Once this
step is complete, the grant moves to the “Grant Executed” status.

Grant Executed

The “Grant Executed” status indicates that the grant has been fully reviewed, signed, and finalized in IGX. At this
point, the grantee may begin submitting Financial Status Reports (FSRs) as needed.
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Updated Guidance on Required Pre-Disbursement Documents

To help streamline the grant submission process, MSHDA has updated the requirements for pre-disbursement
documents. These updates vary depending on your agency type and the grant template used. Please review the
guidance below to ensure compliance.

Authorized Signer Designation

The Authorized Signer Designation form is required for all new grants, but the version and requirements vary
depending on your agency type and grant template.

Old Templates (Government Agencies Only):

e The Authorized Signer Designation is only required for government agencies.
¢ Non-profits using old templates are not required to submit this form.

New Templates (Government Agencies and Non-Profits):

e The Authorized Signer Designation is required for both government agencies and non-profits.

e This version of the form has been updated with a standardized layout and clearer instructions.

e ltreplaces previous signer designation methods (e.g., listing signers on the Grant Closing
Statement for non-profits).

¢ Only individuals with IGX access who need signing or submission permission should be listed.

e The form must be signed by someone in authority, such as a Board Chair, Executive Director, or
Highest Elected Official.

Important Notes:

¢ Only one Authorized Signer Designation is required per grant.
e If someone does not currently have IGX access, the Authorized Official must first submit a
Grantee System Access Form before they can be added.

When to use the Authorized Signer Designation:

e Initial Grant Submission: Upload the completed form under Grant Documents.
e Mid-Cycle or Post-Execution Signer Changes: Upload a new version of the form under
Miscellaneous Attachments and notify your MSHDA Grant Specialist via email.

Reminder: The most recent Authorized Signer Designation replaces all previous versions submitted for
the same grant. Only individuals listed on the latest form will retain signing or submission access.

Grant Closing Statement
The Grant Closing Statement requirements depend on the grant template.
Old Templates (Non-Profits Only):

e The Grant Closing Statement is required at the time of grant submission.
e This version of the form includes organizational certifications (e.g., articles of incorporation,
bylaws, good standing) and signer designation.

New Templates (Non-Profits Only):

e The Grant Closing Statement is no longer required with each grant.
e Itis now part of the Annual Profile Review (APR) process.
e Signer designation is handled through the Authorized Signer Designation form.

Tip: If you’re unsure which template your grant uses, check the Grant Documents form or contact your
assigned MSHDA Grant Specialist.

Effective Date: January 1, 2026 Page 7 of 9



Certified Board Resolution

The Certified Board Resolution has been updated for consistency and flexibility, but requirements vary by grant
template.

Old Templates (Non-Profits Only):

e The Certified Board Resolution must be submitted with each grant.
¢ This form typically authorizes specific individuals to sign grant-related documents.
¢ A new Certified Board Resolution may be required if signer roles change.

New Templates (Non-Profits Only):

e Uses consistent formatting with other IGX forms.

e This form now authorizes “appropriate officers or authorized staff’ to execute documents and
have signing or submission access in IGX.

e This reduces the need to submit new Certified Board Resolutions when signer roles change.

Returning to the Grant

To return to a previously reviewed, signed, or executed grant, 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, use the left-hand menu to review any applicable
forms, such as Program Description, Funded Organizations, Grant Documents, Grant Budget, Miscellaneous
Attachments, etc.

This will allow you to view the grant agreement, check the current status, access uploaded documents, or print a
copy of the signed grant agreement as needed.
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Frequently Asked Questions (FAQ)

Q: Why can’t | sign the grant agreement?

A: Only Authorized Officials can sign and submit the grant agreement. The signature must match the name listed
in their User Profile exactly.

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

A: Yes. The Authorized Official will receive an email notification from IGX when the grant reaches the “Grantee
Signatures Required” status.

Q: How do you cancel a grant?

A: A grant can only be canceled while it is in the "Grant Creation in Progress" status. If a grant needs to be
canceled, MSHDA staff can send the grant back to this status from any other status during the grant creation
process. However, once a grant has been executed, only MSHDA IT can send the grant back to the "Grant
Creation in Progress" status.

Q: Why did the grant number change, or how is it determined?

A: The grant number is based on the Fiscal Year indicated on the Grant Budget form and includes a suffix that
reflects the funding source and the number of grants using the same template. For example, suffixes like -02 or -
03 indicate the second or third grant created using that template. The number may change if the funding source
or fiscal year is updated during the grant creation process.

Q: Can the grantee return the grant to the MSHDA Grant Specialist for modifications?

A: No. The Authorized Official can only sign and submit the grant. If changes are needed, the MSHDA Grant
Specialist must send the grant back to the "Grant Creation in Progress" status to allow for modifications.

Q: What is the Miscellaneous Attachments form?

A: The Miscellaneous Attachments form is used to upload all relevant grant-related documents. It serves as a
centralized location for important documents, including the initial MSHDA Monthly Expenditure Workbook, if
applicable.

Q: Who can | contact for help with the grant signature and execution process?

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