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How to Accept an Award and Submit Certifying Signatures 

Step 1: 
As the Agency Administrator or Project Director, log into IntelliGrants at 
https://scdps.intelligrants.com/ 
 

 
 

Step 2: 
You will arrive at the Dashboard page.  On this page under My Tasks, you should see your 
award and its status as Certifying Signatures Required.  Under Name, click on your 
Award. 
 

 
 

Step 3: 
You will arrive at the Document Landing page.  On the left side panel, scroll down until 
you reach Award Package under Award Requirements.  Click on Award Package. 
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Step 4: 
The Award will now be downloaded in your browser.  Open the file. 
 

 
 

Step 5: 
Once the Award has been reviewed, print a copy of the Award Acceptance page (below) 
and have the Official Authorized to Sign sign the document. 
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Step 6: 
Print a copy of the Award Acceptance/Certifications pages and have the Project 
Director, Financial Officer, Law Enforcement Agency Head, and Official Authorized 
to Sign the document. 
 

 
 

NOTE: If a name does not match who is currently serving in a position, please see the guide 
titled How to Update Award Contact Information and Acceptance/Certifications 
BEFORE Certifying Signatures Submitted. 
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Step 7: 
Once the signature pages have been completed, navigate back to IntelliGrants and log in. 
 

 
 

Step 8: 
You will arrive at the Dashboard page.  On this page under My Tasks, you should see your 
award and its status as Certifying Signatures Required.  Under Name, click on your 
Award. 
 

 
 

Step 9: 
You will arrive at the Document Landing Page.  On the left side panel, scroll down until 
you reach Award Acceptance/Certifications under Award Requirements.  Click on 
Award Acceptance/Certifications. 
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Step 10: 
You will arrive at the Award Acceptance/Certifications page.  Scroll down until you 
reach the Certifying Signatures Upload.  Check each box next to each agency member 
and upload your Award Acceptance/Certifications.  Click Save at the top right corner of 
the webpage. (Note: Uploaded documents will not be downloadable until after you Save) 
 

 
 

Step 11: 
On the same page, scroll down until you reach Award Acceptance Upload.  Upload your 
Award Acceptance.  Click Save at the top right corner of the webpage.  
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Step 12: 
On the same page, on the left side panel, scroll down until you reach Submit Required 
Signatures under Status Options. Click on Submit Required Signatures. 
 

 
 

Step 13: 
The dialogue box below will appear.  Enter any notes if applicable.  Click OK. 
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Step 14: 
On the Document Landing Page, your award should now have the Document Status 
Certifying Signatures Submitted.  Your assigned Program Coordinator will now review 
the submission. 
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