EDGAR

(Electronic Database for Grant
Application & Reporting)

South Dakota Office of Homeland Security
Grants Management System




To access the EDGAR system, go to this website:
https://sddps.intelligrants.com/Login2.aspx?APPTHEME=SDDPS

\- s JTH A K TA
EDGAR :croomestame Rt

System Login

Login

Username I:l
South Dakota DeRnartment of Public Safety password [ |
Electronic Grant Management System —

New User?
First-time users will need to register by clicking on “New User?” in A Forqot Password?

the login box above.
You will be notified by email once you have been approved.

After this, you will be able to login and access the grant application
and management system.

If you have already registered, simply login to begin.

helpdesk@agatesoftware.com



mailto:helpdesk@agatesoftware.com

Step 1: Register as a New User

Registration

Please complete all the required fields below. Required fields are marked with an *.

Contact Information

Prefix  First Middle Last Suffix
Name L V| [* | | [ v

Organization | |*

Title | |

Address

City
County

[ State [Soutn Dakota v zipcode|

Phone #1 |* Phone #2 | |

Email J Make sure your email your email is correct.

Website

Username |*

Password |* Confirm Password *
Please select the division that you are applying for. | --Select-- v Select “Homeland Secu rity”

Notes

|
|
|
Fax | | Cell Phone |
|
|
|
|

Approved users will get an email approving or denying their request as shown below.

ﬁ Registration Complete

Your information has been submitted. When yvou have been approved you will receive an email.
You may now close your browser or visit another website.

e -




Obtaining your DUNS Number

If you don’t know your agency’s DUNS number,
while waiting for your registration to be processed,
go to 'Ehtt:I:,-'_.-'-.-*,--.-'-,--.-u-.dnb.com_.-’get—a—cuns—nu*n':.ler.ht’n p L O

You will need your DUNS number in order to
complete your application; free for federal grant
applicants.

Featured D-U-N-S® Number Resources

Need a D-U-N-S® Number? Have a D-U-N-S® Number? Are you a Government Contractor or
Grantee who needs a D-U-N-5%
Number?
Get a D&B D-U-N-S” Number Update your company’s profile )
for your existing Request a D-U-N-S5" Number for -
D-U-N-S® Number doing business with the
governmen t

N W
R\ A\ |
AN VA
A\ \\



Step 1: Log-In as Approved User

\- JTH A K TA
ED GAR :rsicamsisistme [l atuui e

System Login

Login

Username l:l
South Dakota DeRnartment of Public Safety password [ |
Electronic Grant Management System —

New User?
First-time users will need to register by clicking on “New User?” in ™ Forqot Password?

the login box above.
You will be notified by email once you have been approved.

After this, you will be able to login and access the grant application
and management system.

If you have already registered, simply login to begin.

helpdesk@agatesoftware.com

Powered by IntelliGrants™ © Copyright 2000-2015 Agate Software, Inc.
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Step 2: Start Application Process

Select “View Opportunities”

ELECTRONIC DATABASE FOR R . e
GRANT APPLICATION & REPORTING | ) > DERRTMENT OF PUBLIC SAFETY

My Applications
My Organization(s) | My Profile | Logout

- Instructions:
Q./ WE'CDI’I’IE _R_aChE| Select the SHOW HELP button above for detailed instructions on the following.
Authorized Official = Applying for an Opportunity
_— | ; = UUsing System Messages
Change My Pict )
A Change e > Understanding your Tasks

= Managing your awarded grant

Hello Rachel, please choose an option below.

@ View Available Opportunities

You have 1 My Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES | -




Step 3: Start Application Process
E D GA R GRANT APPLICATION & REPORTING ]D‘lmﬁl:ﬂfu} '{!5 T"l."kuaa:li?ll RIC SAFETY

My Home My Applications My Progress Reports = My Reimbursement Requests

My Training Materials | My Organization{s) | My Profile | Logout

© Back
My Opportunities

To apply for an item listed below, select the Apply Now button below each description.

Homeland Security Application 2016 for South Dakota Office of Homeland Security
Offered By:
South Dakota Office of Homeland Security

HLS Application Availability Dates:
02/01/2016-0pen ended

Homeland Security Application 2016 Period:
05/18/2016-07/31/2016

HLS Application Due Date:
071312016

Description:
Applications may be acceptad beyond the due date posted above from State Agendes and for Local Contingency Projects.

APPLY NOW



Step 4: Start Application Process

EDGAR s:remessto. Rt

My Home My Applications | My Progress Reports =~ My Reimbursement Requests

My Training Materials | My Organization{s) | My Profile | Logout

SHOW HELFP
O Back
Homeland Security Application 2016 Menu
Document Information:
Details
. Period Date [
Info Document Type Organization Role Current Status Date Due
Homeland Security Application South Dakota Office of Homeland Authorized Application In 05/18/2016 - 07/31/2016
2016 Security Signer Process 07/31/2016 11:59PM CST

B View, Edit and Complete Forms
Select the View Forms button below to view, adit, and complete forms.




Step 5: Electronic Signature
Select “Electronic Signature”

ELECTRONIC DATABASE FOR e R RAROTA . .
E DGAR GRANT APPLICATION & REPORTING .ID‘I'. |j1| E'."':I{.l \II% ‘\ I. l.."E | ,l :!-|.‘.':. .N\}| ™

My Home My Applications My Progress Reports = My Reimbursement Requests
My Training Materials | My Oroanization{s) | My Profile | Logout

© Back
Homeland Security Application 2016 Menu - Forms

Please complete all required forms below.

Document Information:
Dietails

Forms

Status Page Name Note Created By Last Modified By

. June Sniyder
i Electronic Signature - 3/22/2016 9:47:52 AM




Step 5: Electronic Signature

Sign the Electronic Signature Verification and press Save,
then select Forms Menu

W M SOUTH DAKOTA
E DGAR ElﬁicJTngglI!'EIEE‘[’?DBI::EERFE%%RTING .ID‘I'E-' DEPARTMENT OF PUBLIC SAFETY

My Home My Applications = My Progress Reports = My Reimbursement Requests
My Training Materials | My Organization(s) | My Profile | Logout

SAVE | DELETE | | PRINT VERSION | | ADD NOTE | | CHECK GLOBAL ERRORS |

Q Back

Document Information:
Details

You are here: > Homeland Security Application 2016 Menu > Forms Menu = Electronic Signaturs

ELECTRONIC SIGNATURE

I agre= that the name shown below fully, accurately, and uniguely iden me in the Electronic Database for Grant Application & Reporting (EDGAR)
system. I 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.

I 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 I had signed, by hand, an original, paper version of documents in this system. I agree that I am authorized to apply for grant funding on
behalf of the agency I represent and I am authorized to accept any subsequent grant awards.

I will contact the South Dakota of Homeland Security immediately if I believe my credentials have been compromisad.

| -4

Authorized Signer Signature

3/22/2016
Date will populate upon Save
After you type your signature and select the Save button above, salect the next form from:
You are here: > Homeland Security Application 2015 Menu = Forms Manu

10



Step 6: Terms and Conditions
Select “Terms & Conditions Verification”

ELECTRONIC DATABASE FOR = R L .
E DGAR GRANT APPLICATION & REPORTING .ID‘I'. |j]|!'.‘l:lil \|!‘.\.|. l.": I .l BLIK l.\‘*.l ETY

My Home My Applications = My Progress Reports =~ My Reimbursement Requests

My Training Materials | My Organization(s) | My Profile | Logout

SHOW HELP

© Back
Homeland Security Application 2016 Menu - Forms

Please complete all required forms below,

Document Information:
Details

Forms

Status Page Name Note Created By Last Modified By

e June Snyder
EISCIronic signature AT
Ef Electronic Signature 3/22/2016 9:47:52 AM

D Terms and Conditions Verification -

11



Step 6: Terms and Conditions

Select the hyperlink to view the Administrative Manual Terms and Conditions
that you must agree to; then check the box, and select SAVE

“- SOUTH 3 A K TA
E DGAR EIE!E.CJTREEI!'EIEE‘[‘?OBI‘:EERFE%%RTING .ID‘I'.-' DEPARTMENT OF PUBLIC SAFETY

My Home My Applications = My Progress Reports | My Reimbursement Requests

My Training Materials | My Oraanization{s) | My Profile | Logout

| SAVE | | CHECK GLOBAL ERRORS |

Q Back

Document Information:
Details
You are here: > Homeland Security Application 2016 Menu > Forms Menu

TERMS AND CONDITIONS VERTFICATION

= As the Authorized Signer, applying for funding through the SD Office of Homeland Security, I verify that I have reviewed and agree to follow the
Terms and Conditions made available to me at:

hittp://dps.sd.aov/homeland security/documents/ TermsandConditions 001.pdf -




Step 7: Start Application

14 - T n
Select “Application
EDGAR zrcomsisioime izt

prevention = protection = erforcement

My Home My Applications My Progress Reports = My Reimbursement Requests

My Training Materials | My Organization(s) | My Profile | Logout

© Back
Homeland Security Application 2016 Menu - Forms

Please complate all required forms balow.,

Document Information:

+ | Details
Forms
Status Page Name Note Created By Last Modified By
Electronic Signature
B Electronic Signature June Sniyder

2/9/2016 7:56:55 AM
Grant Requirements

- b June Snyder
B Terms and Conditions Verification 2/9/2016 7:57:11 AM

Grant Application Instructions and Forms

=
=
[=7]
[=d
=1
=l
—,
=1
@,
2

™

O Application

O Budaet

=] Submit/Cancel Application

Grant Agreement

? Payment Reguest Forms and Progress Report Forms

-




Step 7: Application
EDGAR

GRANT APPLICATION & REPORTING

\-._:: TH DAK T A
ELECTRONIC DATABASE FOR ]D‘Iﬁ-' DEPARTMENT OF PUBLIC SAFETY

My Home My Applications = My Progress Reports | My Reimbursement Requests

My Training Materials | My Organization(s) | My Profile | Logout

Q Back

Document Information:
Details

| SAVE | | CHECK GLOBAL ERRORS |

You are here: = Homeland Security Application 2016 Menu = Forms Menu

APPLICATION

Please complete this page and click Save. Any errors will be noted after saving.

Required fields are marked with *

Applicant Name: John Brown Date:

Agency: South Dakota Office of Homeland Security Agency DUNS Number: 999838777
Address: 118 W Capitol Awve

City: Pierre

County: Hughes County

State: South Dakota

Zip Code: 57501

Phone Number: (605) 773-3450

Email: test@test.com

Is your agency a State Agency? O Yes () No ™

14



Step 7: Application

1. Project Title: (maxi of 50 characters) ™

2. Project Description: *

0 of 1000

3. Does the project impact a single entity or multiple entities? Describe entities impacted.

0 of 1000

4, How does your project relate to Homeland Security? *

0 of 1000

5. Are you requesting replacement equipment? * O Yes O No

If yas, how was the existing equipment funded?

0 of 1000

15



Step 7: Select a milestone and the
date it will be completed

6. Applicant must select a milestone that will measure the progress of your project. Milestone progress must be reported every six months until the project
is completed in increments, Jan-June and July-Dec. *

| vi

Estimated milestone completion date: * -

q{ March, 2016 »
Su Mo Tu We Th Fr Sa
2220 1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 28
3 4 5 6 7 8 9

Note Created By Last Modified By

Today: March 22, 2016




Step 7: Application

After completing all parts of the application, select SAVE

[ save | [ cHECK GLOBAL ERRORS |

0 of 1000

4. How does your project relate to Homeland Security? *

0 of 1000
5. Are you requesting replacement equipmentz * O ves O No

If yes, how was the existing equipment funded?

0 of 1000

6. Applicant must select a milestone that will measure the progress of your project. Milestone progress must be reported every six months until the project
is completed in increments, Jan-June and July-Dec. *
| Submitted EHP Approval Request ~

Estimated milestone completion date: *

06/30/2017

Navigation Links

Status Page Name Note Created By Last Modified By
= Application Instructions

O Application

0 Budget

-] Submit/Cancel Application

W

17



Step 8: Start Budget

W M SOUTH DAKOTA
EDGAR sremsisston. [t

PrEvention e protectson = erforcement

My Home My Applications My Progress Reports =~ My Reimbursement Requests

My Training Materials | My Organization(s) | My Profile | Logout

© Back
Homeland Security Application 2016 Menu - Forms

Please complete all required forms below.

Document Information:

+ Details
Forms
Status Page Name Note Created By Last Modified By
Electronic Signature
B Electronic Signature June Snyder June Snyder

3/22/2016 10:00:41 AM 3/22/2016 10:02:27 AM
Grant Requirements

- I June Snyder
Eig Terms and Conditions Verification 3/22/2016 10:05:12 AM

ﬁ Application Instructions
O Application

18



\I-‘-:_:;'l' JAKOTA
E DGAR EI&E-CJ'IBEEI!’EIEQ;?&&%ERFE%%RnNG .ID.I%- DEPARTMENT OF PUBLIC SAFETY

My Home My Applications My Progress Reports = My Reimbursement Requests
My Training Materials | My Organization(s) | My Profile | Logout

| SAVE | | CHECK GLOBAL ERRORS |

Q Back

Document Information:
Details

You are here: > Homeland Security Application 2016 Menu > Forms Menu

BUDGET

Please complete this page and click Save. Any errors will be noted after saving.
Required fields are marked with *

1. Select funding category * (0 Law Enforcement () Discretionary (Other)

2. Requests for items that cost $5,000 or more must indude a quots; attach quote to application below.

3. In the section below, describe each item; model number, if applicable; the AEL number (eguipment only); the price per unit; how many; totals should
calculate upon saving. *

* AFL Mumber {Authorized Equipment Number): all equipment must be allowable under the grant program. Please see the following website to look up all
AEL numbers for equipment: htto://dps.sd.gov/homeland security/documents/AEL. pdf

4, Will you accept partial funding for your project? = Ovas O No

Description of Equipment Requested AEL Number Price Per Unit Number of Units Total

19



Step 8: Budget

Attach electronic files and press SAVE

[ save | [ cHECK GLOBAL ERRORS

Other Grand Total

Application Total (Equipment + Other Expenses):

Debarment Statement
For any contract or purchase funded by federal grant funds expected to equal or exceed $25,000 per vendor, a search must be performed using the

Excluded Parties List System (EPLS) website www.sam.gov to assure that the vendor has not been excluded from deoing business with the federal
government. Attach the debarment repart below.

Instructions for a debarment search are available here: http://dps.sd.gov/homeland security/documents/DebarmentSearchProcedures2015. pdf

Please select one of the following:*

O My project does not equal or exceed $25,000.
(@] My project does equal or exceed $25,000 per vendor. For each vendor listed above whose total is equal to or exceeds $25,000, I have verified that
this vendor has no current exclusions.

Please attach quotes and/or debarment report if needed. You may also attach supplemental information you'd like to include with your
application. Documents will upload upon selecting Save.

Attachment Browse...
Attachment Browse...
Attachment Browse
Attachment Browse...
Attachment Browse...

For mere information on the application process, please contact your Office of Emergency Management Regicnal Coordinator or call the Office of Homeland
Security at (605) 773-3450.

Navigation Links

Status Page Name Note Created By Last Modified By
= Application Instructions

O Application

0 Budget

e Submit/Cancel Application

e -



Step 9: Submit Application

Select “Submit/Cancel Application”

\-'.:: JTH JAK TA
E DG AR s eamesistome R E
My Home My Applications = My Progress Reports My Reimbursement Requests
My Training Materials | My Organization{s) | My Profile | Logout
Q Back
Homeland Security Application 2016 Menu - Forms
Please complate all required forms below.
Document Information:
Details
Forms
Status Page Name Note Created By Last Modified By
o June Snyder June Snyder
Br Electronic Signature 3/22/2016 10:00:41 AM  3/22/2016 10:02:27 AM
Eig Terms and Conditions Verification ;ﬂ;{ggﬁe{u:os:]z AM
= Application Instructions
O Application )
O Budget You must submit your
é Submit/Cancel Application appllcatlon by the deadllne.
Payment Reguest Forms and Progress Report Forms




Step 9: Submit Application

Select Apply Status under Application Submitted

\- SOUTH DAKOTA
E DGAR EIE!E.CJTREEI!'EIEE‘[‘?OBI‘:EERFE%%RTING .ID.I'.-' DEPARTMENT OF PUBLIC SAFETY

My Home My Applications = My Progress Reports | My Reimbursement Requests
My Training Materials | My Oraanization{s) | My Profile | Logout

SHOW HELP

© Back
Homeland Security Application 2016 Menu - Status Options

Select @ button below to execute the appropriate status push.

Document Information:
Details

Possible Statuses
APPLICATION SUBMITTED
APPLICATION CANCELLED

APPLY STATUS

22




Step 9: Submit Application

Final step: by selecting | Agree you are submitting

your application.

Agreement

Please make z selection below to continue.

By your submission of this application,

e You certfiy that your answers are true and complete to the best of your knowledae
e You verify that you are the authorized signer for the Electronic Signature Form,

* You accept the applicable federal grant terms and conditions

If you would like to include notes about this status change, please supply them below.

0 of 2000
| | AGREE | | DO NOT AGREE

Pof IntelliGrants™

© Copyright 2000-2015 Agate Software, Inc.

23



At any time during the application
process, an applicant is able to save
and come back to their application at a
later date.




If you are a registered user and need to finish an
application you started earlier, go to:

https://sddps.intelligrants.com/Login2.aspx?APPTHEME=SDDPS
and log in using your username and password

ELECTRONIC DATABASE FOR RGeSO s QAKOTA _
E DGAR GRANT APPLICATION & REPORTING ]Dl'.. DEPARTMENT OF I.l BLIC SAFETY

System Login

Login

Username I:l
South Dakota Department of Public Safety password [ |
Electronic Grant Management System —

New User?
First-time users will need to register by clicking on “New User?” in Forgot Password?

the login box above.

You will be notified by email once you have been approved.

After this, you will be able to login and access the grant application :
and management system.

If you have already registered, simply login to begin.




Step 2: To find your application, select
“My Tasks”

ELECTRONIC DATABASE FOR 1 ],\- 2 LA
GRANT APPLICATION & REPORTING M DEPRTMENT OF PUBLIC SAFETY

My Applications

My Training Materials | My Organization(s) | My Profile | Logout

SHOW HELP

] Instructions:
k/ Welc_ome RaChel Select the SHOW HELP button above for detailed instructions on the following.
” Authorized Official = Applying for an Opportunity
— fthan & My Picture = Using System Messages

= Understanding your Tasks
> Managing your awarded grant

Hello Rachel, please choose an option below.

& View Available Opportunities

You have 1 My Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

My Inbox

You have 0 new messages.
Select the Open My Inbox button below to open your system message inbox.

‘OPEN MY INBOX

My Tasks

You have 30 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

‘OPEN MY TASKS




Step 3: Select your application
(under the name section) to open the
document.

My Inbox

You have 0 new messages.
Select the Open My Inbox button below to open your system message inbox.

OPEN MY INBOX

My Tasks
Export Results to Sort by: | - Select — v| [eo]
Date Date

Info Document Type Organization Name Current Status ived Due A

~ | ] g - . . .
HLS-2015-homeland fesfin Application Initiation 3/24/2015

Homeland Security Application 2015 homeland testing org cv ora cv-00048

SD Office of Homeland

Homeland Security Application 2015 HLS-2015-SDDPS HLS-00035 Application Initiation 3/10/2015

Security

27




Step 4: Start Application Process

Select View Forms

!- SOUTH DAK TA
E DGAR ElﬁicJTRgg‘g’EIgi;fgh?iEﬂFE%%RTlNG .ID‘I_ DEPARTMENT OF PUBLIC SAFETY

My Home = My Applications = My Progress Reports =~ My Reimbursement Requests

My Training Materials | My Organization(s) | My Profile | Logout

O Back
Homeland Security Application 2016 Menu
Document Information;
Eara' 5
L Period Date [
Info Document Type Organization Role Current Status Date Due
Homeland Security Application South Dakota Office of Homeland Authorized Application In 05/18/2016 - 07/31/2016
2016 Security Signer Process 07/31/2016 11:59PM CST

B View, Edit and Complete Forms
Select the View Fo

5 button below to view, edit, and complete forms.

28



Step 5: Continue your application
where you left off
EDGAR sramsismston. REtEi e

prevention e protection = erdorcement

My Home My Applications My Progress Reports =~ My Reimbursement Requests
My Training Materials | My Organization(s) | My Profile | Logout

SHOW HELP

© Back
Homeland Security Application 2016 Menu - Forms

Please complete all required forms below.

Document Information:

» | Details
Forms
Status Page Name Note Created By Last Modified By
Electronic Signature
B Electronic Signature June Snyder

2/9/2016 7:36:55 AM

Grant Requirements

June Snyder

B Terms and Conditions Verification 2/8/2016 7:57:11 AM

Grant Application Instructions and Forms

= Application Instructions
O Application

b Budaet

@ Submit/Cancel Application

Grant Agreement

@ Payment Reguest Forms and Progress Report Forms




ELECTRONIC DATABASE FOI - P
EDGAR R AT B erne L D ARTMENT OF PURLIC SaFE

After you are notified that Award Agreement awaiting grantee signature:

NGO s W=

Grant Award Acceptance Step-By-5tep Guide
Login to EDGAR
Find and open your application (can be found under My Tasks)
Select View, Edit, and Complete Forms
Go to the Forms Menu and select, Grant Award Agreement for Grantee Signature
Sign the agreement and select SAVE
Select the big red "Submit” button
On the next screen, you must select Grant Awarded by selecting “Apply Status”. This sends the agreement to
the SD Office of Homeland Security.

After the EDGAR system has notified you by email that your award agreement has been signed by the SD Office of
Homeland Security, your award is final. You can go forward with your project. You can print your award agreement
through the following steps.

G awn =

o

G bW h =

o

2w

LN O

Login to EDGAR

Find and apen your application (can be found under My Tasks)

Select View, Edit, and Complete Forms

Go to the Forms Menu and select, Grant Award Agreement

In the upper left corner of the form click on “Print Version” to get the PDF version of the Grant Award
Agreement

At the bottom of the screen, a pop-up will allow you to select "open”, on your computer select File, Print, & Print

Payment Request Step-By-Step Guide
Login to EDGAR
Find and open your application (can be found under My Tasks)
Select View, Edit, and Complete Forms
From the Forms Menu, select Payment Reguest Forms and Progress Report Forms
Select Initiate @ Homeland Security Payment Regquest (to continue a payment request already started, select
that form from the list).
On the next screen, select View, Edit, and Complete Forms
On the next screen, select Payment Request.
Complete the form:
a. Date project completed
b. Complete the table (vendor, description, amount requested). The total will be calculated upon saving.
c. Attach Invoice for the expense you are claiming and other documentation you want to include.
Answer the question about getting best pricing, did you obtain two or more quotes, and attach a sole source
form if needed.

. Sign the form and SAVE. The date will fill in upon saving.
. Select the big red "Submit” button.
. On the next screen, you must select Submit Reimbursement Request by selecting “Apply Status”. This sends

the request to the SD Office of Homeland Security.

Progress Report Step-By-Step Guide

If you are notified by email that a progress report is due, login to EDGAR and find and open your application
(can be found under My Tasks)

Select View, Edit, and Complete Forms

From the Forms Menu, select Payment Request Forms and Progress Report Forms

To start a progress report, select Initiate 2 Homeland Security Progress Report (to continue a progress report
already started, select that report from the list).

On the next screen, select View, Edit, and Complete Forms.

On the next screen, select Progress Report.

Complete the report form with & minimum of 200 characters in any one field and select SAVE.

Select the big red "Submit” button

On the next screen, you must select Progress Report Submitted by selecting "Apply Status”. This sends the
completed Progress Report to the SD Office of Homeland Security.

30
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