Filling out a new application in EDGAR IGX

You have chosen to apply for a Homeland Security Grant in the EDGAR IGX. What do you do?

1) Go to the EDGAR IGX site: https://sddpsigx.intelligrants.com/IGXLogin

2) Login with your approved User ID and Password

3) The page will open to your dashboard where you will find three categories: My Tasks, My
Opportunities and Announcements. Under “My opportunities” You will find the available
applications to apply for:

My Opportunities

> Filters

v My Opportunities

Nonprofit Homeland South Dakota Office of  3/7/2024 7:45:00 AM -

Security Application Homeland Security 4/15/2024 5:.00:00 PM
2024
I ] > M

4) Select the name of the grant you are applying for. A box will appear in the middle of your screen
giving you details on the grant. Select “Proceed”


https://sddpsigx.intelligrants.com/IGXLogin
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Nonprofit Homeland Security

Application 2024

Provided By: South Dakota Office of Homeland Security
Provided To: South Dakota Office of Homeland Security
HLS Application 3/7/2024 7:45:00 AM - 4/15/2024 5:00:00 PM
Availability Dates:

Due Date: 3/8/2024 5:00:00 PM

Description:

Applications may be accepted beyond the due date posted above from State Agencies and for Local Contingency
Projects.

Proceed ’ Cancel

5) Congratulations, you have created your grant. The screen will look something Ii_ke this

Kristina Healey ~

Home Administration ~ Searches ~ Reports ~ o @ ,‘ E

New Note

NPHSA-2024-

gl Document Ldnding P(Jge

¥ Forms

Template Instance Process
T Nonprofit Hemeland Security Application 2024 Nonprefit Homeland Security Application 2024 HLS Application
Grant Application i v PR " v AR o
Instructions and Forms Document Name Document Status
NPHSA-2024-SDDPS_HLS-00001 Application In Process
Instructions (m} Organization Your Role Period Date Due Date
south Dakota Office of Homeland Security Authorized Signer, HLS System Administrator 3/7/2024 7:45:00 AM 3/8/2024 5:00:00 PM

4/15/2024 5:00:00 PM

Electronic Signature (m}

Terms and Conditions

The number on the top left-hand corner is your grant number. If you are to exit out of the grant
prior to submitting it, you will find it located in the “my tasks” area of your dashboard.

You can use the left hand side of the screen to move through the grant application or on the bottom
of the page there will be a “next page” option as well.

6) Select “Instructions” to learn more about your grant application process.


PSPR13233
Oval

PSPR13233
Oval


——% Instructions

Advanced View | NewNote | Pri

NPHSA-2024-

SDDPS_HLS-00 Instructions

V¥ Forms

Grant Application
Instructions and Forms

Monprofit Application Instructions

1. Register as a new user or log-in at https://sddpsigx.intelligrants.comy. If registering as a new user, you will receive an approval or denial notice by email within five business days. After you
receive notice that you have been approved. you can log-in and continue your application
2.0n the home screen, select the application you want to apply for under My Opportunities and a pop-up should appear: select Proceed.
Electronic Signature 3. If you have already started an application, select it from My Tasks on the home page or search for it under the Searches tab, Applications.
4, 0n the left side of the Document Landing Page, select, complete, and save the items under Grant Application Instructions and Forms.
© Sign the Electronic Signature verification and select Save
Open the link to the Terms and Conditions Verification, read, check the box, and Save
Complete the Risk Assessment required by the State and Save
Complete the Proof of Nonprofit Status and Mission Statement page and Save
Complete the Physical Security Assessment page and Save
Complete the Application Narrative/Investment Justificatien (1)) and Save
Attach quotes for projects in your || and Save/Submit

Terms and Conditions
Verification

Risk Assessment - Not
Required for State
Agencies

©o00 w000

When the application has been reviewed, you will receive notice about your application from the 5D Office of Homeland Security. Homeland Security grants are paid on a reimbursement basis
Application (m) if you are awarded a grant. you must pay for the equipment or services. You will be reimbursed up to the amount of your award. Applicants are responsible for any difference in cost. If you
have questions, please call the SD Office of Homeland Security at 605-773-3450.

Proof of Nonprofit and
Mission Statement

7) The Electronic Signature is your next step. This is where the name has to be identical to the
name you used for your USER ID registration. If it is not, you will receive an error. (Take note that
once you have finished a screen, there will be a check mark in the box of that tap; i.e.
instructions)

a. Save Page or Next Form

Advanced View | New Note Print | Save | Delete

NPHSA-2024-

kgl Electronic Signature

¥ Forms
| agree that the name shown below fully, accurately, and uniquely identifies me in the Electronic Database for Grant Application & Reporting (EDGAR) system. | am responsible for all uses of my user name and
password, and any documents or changes with my credentials. My information will be kept confidential at all times.

Grant Application

Instructions and Forms | agree that by submission of this form, via the "SAVE" button, constitutes my electronic signature and the execution of documents in exactly the same manner as if | had signed, by hand, an original, paper version of|
documents in this system. | agree that | am authorized to apply for grant funding on behalf of the agency | represent and | am authorized to accept any subsequent grant awards.

Instructions (c4

Electronic Signature (m}

Terms and Conditions D
Verification

1 will contact the South Dakota of Homeland Security immediately if | believe my credentials have been compromised

Authorized Signer Signature

&

The terms and conditions verification tab provide the administrative manual that the Homeland
Security office utilizes. It is best practice to read through this document and save it for your
references. Once you have read through the document, check the box and save the page to
move on.

a. Save Page or Next Form

Advanced View New Note | save Delete

Terms and Conditions
rorms. Verification

Grant Application
Instructions and Forms

Instructions (@l | [ | s the Authorized Signer. applying for funding through the SD ffice of Homeland Security, I verify that | have reviewed and agree to follow the Terms and Conditions made available to me

Electronic Signature D Terms and Conditions/SD Homeland Security Administrative Manual

Terms and Conditions
Verification

Risk Assessment - Not
Required for State
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9) The Risk Assessment must be filled out. Select the “non-profit” option and move through the
qguestions for your organization. There is a signature box at the bottom of the page that will
need to be filled out as well. Save the page and move to the application tab.

a. Save Page or Next Form

NPHSA-2024~

SDDPS_HLS-00001 Risk Assessment - Not ReqUired
- for State Agencies

Grant Application Instructions:

Instructions and Forms Please complete this page, then click the Save button.
Required fields are marked with an *.

Instructions Entity Information

Electronic Signature Entity Name: South Dakota Office of Homeland Security

Terms and Conditions UEL;
Verification

Select the category that describes your agency. *

Risk Assessment - Not
Required for State
Agencies — —

() Ppublic () state Government o Non-Profit/Other

Application D State agencies are NOT required to complete the Risk Assessment.

10) The Application tab will auto populate your contact information. You will need to input a
“project title” for your application.
a. Save Page or Next Form

Application () Address: ‘ 118 W Capitol Ave |

Proof of Nonprofit and D City:
Mission Statement

‘ Pierre |

County: ‘ Hughes County |
Physical Security D
Assessment State: South Dakota
Application Narrative (1)) Zip Code: ‘ — | VAV?I ;tbt?]ree;;lrit;:;/ i;i:’;’]g:]i:;}lll of
Quote(s) Phone Number: (605) 773-3450
Submit Application Email:

‘ Kristina.Healey@state.sd.us |

Grant Application D
Submission

Project Title: * ‘

11) Proof of nonprofit and Mission Statement.
a. If you have the exception from meeting the 501(c)3 requirements, just check the
box. Otherwise, upload the appropriate document.
b. The mission statement can either be typed into the text box provided or uploaded.
Save Page or Next Form
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Advanced View | NewNote | Print | Save | Delete

NPHSA-2024-

SDDPS_HLS-00001 Proof of NonprOfit and Mission
etructons A Statement

Electronic Signature

Terms and Conditions
Verification

Nonprofit organizations:

* submit a copy of the organizations 501(c)3 determination letter with the following exceptions: churches, mosques, and synagogues are
considered automatically exempt if they meet the requirements of IRS section 501(c)3 therefore, they are not required to submit a determination
letter,

Risk Assessment - Not
Required for State
Agendies

Pt Attach proof of nenprofit status here

Exception from meeting 501(¢)3 requirements.

o [Check box for exception

Proof of Nonprofit and
Mission Statement

501(c)3 Upload
Physical Security

upload 501(c)3

Application Narrative (IJy

Quote(s)
Mission statement:
Submit Application * Provide a short, concise Mission Statement of the organization on official letterhead, stating the purpose of the organization (who, what, and

why). and any policies or practices that may elevate the organization’s risk of a terrorist attack. Either enter  missions statement or upload your
mission statement. one emry is requlred.

Grant Application
Submission D = = =
| Type in mission statement or |
W Tools g
Mission Statement Upload
Landing Page —
oragriesrere !Upload mission statement

Add/Edit People

Status Histo!

12) Physical Security Assessment — two options
a. If you haven’t had a self assessment done recently, you’ll need to click on the blue
hyperlink and go through the assessment. **Note: the assessment will indicate it is for
“Houses of Worship” however can be used for ALL non-profit agencies.
b. Once you have completed the assessment, or have one completed recently, upload the
assessment.
c. Save Page or Next Form

Advanced view | NewNote | Print | Save | Delete

| Physical Security Assessment

Submit a vulnerability/risk assessment specific to the location/facility for which the nonprofit organization is applying. The following link provides a self-
assessment survey; although it's called “Faith Based/Houses of Worship”, it can be used for all non-profit agencies.

https://www.cisa.gov/publication/houses-worship-security-self-assessment

If you prefer, you can submit a risk assessment performed by law enforcement, an independent agency specializing in risk assessments, an emergency
manager, or a US Department of Homeland Security representative

* Attach physical security assessment here.

13) Application Narrative Investment Justification (1))
a. Select the form hyperlink (blue highlighted) and fill out the document
b. Under Part V. make sure the start dates are after October, when the funds come
available.
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c. Once the document is filled out, upload the completed document. **Note, ONLY this
document is sent to FEMA for their review. Make sure all details are on this document
no where on the document does it indicate “see attached.”

d. Save Page or next Form

| Application Narrative IJ

The |] is the application narrative form used to explain your proposed projects. Projects must be for the locations that the nonprofit occupies and owns
at the time of application. Projects must be clearly linked to the physical security assessment.

* Investment Justification () - Open fillable electronic form here. %_‘Fmd the 1J here

|Upload completed 1J here

14) Quotes: Follow the instructions on the page for the project you are applying for. Group quotes
received by projects requesting funding for, i.e. Fencing, Security System, Doors, etc. There are
multiple groupings available upon opening the page. If you need more groupings, select the (+)
on the last grouping.

Quote(s)

Advanced View | NewNote | Print | save

Attach quotes as described below for each project such as access control, security cameras, lighting, fencing, etc.

From 0 - $3,999 One quote for expenses 0-$3,999 is required with the application to establish the basis of the funding requested.

Between $4,000 and $24,999 At least three (3) written quotes must be ebtained from qualified sources for purchases with an aggregate cost of
$4,000-$24,999. The amount requested on the grant application must be for the lower of the quotes. The quotes provided must match the item and
quantity requested on the application budget.

$25,000 and over. Proposals for goods must be solicited by advertising for competitive sealed bids or competitive sealed proposals. A brief description of
the process for obtaining the proposals must be attached to the application budget form in EDGAR IGX.

Procurement by Non-Competitive Sources (Sole Source). 2 CFR.320 Sole source purchases are not allowed without prior approval. Complete a Request
for Sole Source Purchase Form available here and submit it in EDGAR IGX prior to entering into a purchase commitment.

State Contract Pricing Exception. One quote from a vendor under state contract, GSA or NASPO contract is sufficient: the cost comparison has already
been done. You must contact the vender on the state contract, confirm that you are eligible for state contract pricing, and request a gquote for the items
and quantity you are applying for. The gquote must be attached to the application budget form in EDGAR IGX stating “State or GSA, NASPO contract
pricing”. State contracts are NOT considered quotes and should NOT be uploaded into EDGAR IGX.

Quotes must be provided on vendor letterhead or vendor receipt. Quotes copied from internet pages without vendor information will not be accepted.
The sub-recipient must maintain documentation of the quotes in their grant files

Please identify the project the quotes are for and upload together. The lowest quote must be used for each project.

Please group quotes for each project together

uote Upload Business Name e of Project Ex. Access Control,  If quote is over $25,000, attach debarment search
P yp Jl q
Security Cameras, etc. report from www.sam.gov below.

* *
- N | =
| N | e
| | -
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a. Ifaquote is over $25,000 you need to attach the document from Sam.Gov indicating
that the entity can receive government fundings and is not debarred. (if you need
assistance with the SAM.gov search, click here)

Please group quotes for each project together

uote U[ load Business Name ype of Project Ex. Access Co [I’Ol, If quote is over $25,000_ attach debarment search
d]
SECUI'ity Cameras, etc. I’EPOI'E frol WWW.Sam.gov below.

Select Drag Files Here | ‘ | Select Drag Files Here

b. If you need more groupings, select the (+) on the last grouping.

Please group quotes for each project together
Quote Upload Business Name Type of Project Ex. Access Control,  If quote is over $25,000, attach debarment search NOTE: More
Security Cameras, etc. report from www.sam.gov below. uploads? Select
the +sign to the
right.

c. Save page or Next Form

15) Grant Application Submission:
a. This will be the total amount you are requesting and should match what you have on the
1J form.

Advanced View | NewNote | Print | Save | Delete

Grant Application Submission

n:l Total Amount Requested *

Select the Save/Submit button at the bottom of this page to submit your nonprofit grant to the Office of Homeland Security for further review.

b. You must select Save/Submit at the bottom of the page

< Previous Form Save/Submit

16) If your document is not complete you will receive a pop up window that indicates all of the areas
that need further attention:


https://sam.gov/content/home
https://dps.sd.gov/resource-library/Debarment+Search+Guidelines+July+2021-2230
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Document Validation

Below is the status of each form. Select the form name to navigate and make changes to any of the forms.

D Show forms that | cannot adjust

Form Name Status May Prevent
Status Change

Electronic Signature Form is required and has not been saved Yes

Risk Assessment - Not Error(s) Yes

Required for State Agencies

Physical Security Form is required and has not been saved Yes

Aeca —
Assessment

Application Narrative (l]) Form is required and has not been saved Yes
Quote(s) Form is required and has not been saved Yes
Grant Application Error(s) Yes
Submission

a. Maneuver through the sections of the application that need attention. You can easily see
this by reviewing the tabs on the left-hand side as well.

Electronic Signature \
Terms and Conditions & Completed section |
Verification

Risk Assessment - Not
Required for State [ Incomplete section |
Agencies

Application

Proof of Nonprofit and
Mission Statement

Physical Security 0 [Not started
Assessment ~
Application Narrative (1]) D /

Quote(s)
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b. Once everything has been updated, go back to the “Grant Application Submission” and
select Save/Submit at the bottom of the screen.

c. Ifall required fields are completed the following pop up will appear on your screen.

Are you sure that you want to change the status from

Application In Process to Application Submitted?

Cancel

17) Select “OK” and the system will take you back to the Document landing page

Document Landing Page

Template Instance

Process
Nonprofit Homeland Security Application 2024 Nong,

ghSecurity Application 2024 HLS Application

Document Name
NPHSA-2024-SDDPS_HLS-00001

Document Status
HLS Approval Pending

Organization Your ru Period Date Due Date

South Dakota Office of Homeland Security Authorized Signer, HLS System Administrator 3/7/2024 7:45:00 AM 3/8/2024 5:00:00 PM
4/15/2024 5:00:00 PM

CONGRATUATIONS!!! You have successfully submitted your Non-Profit Grant Application. HLS will

review your submission and let you know if there is anything else needed to be able to submit your IJ
application to FEMA.

Reminder: No work for your project should start until after the awards are granted in September, at

the earliest. You will be notified by the HLS office through the EDGAR IJX system on what the next
steps will be.
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