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How to Add a New User in IntelliGrants as Agency 
Administrator 

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

 
 
Step 2:  
Using the Searches bar at the top left of the Dashboard page, click on Application 
Search. 

 

 
 

https://scdps.intelligrants.com/
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Step 3:  
Select the award for the current year and grant under Type.  For example, the award for 
2026 is SFY 26-27 School Resource Officer Program. Type in your organization under 
Organization. Click Search. 
 

 
 
Step 4:  
Click on your award number which will populate under the search bar.  This will take you 
to the Document Landing Page. 
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Step 5:  
On the Document Landing Page, click on your organization’s name. This will take you to 
the Organization Information page. 
 

 
 
Step 6:  
On the Organization Information page, click on Organization Members on the left side 
panel.  This will bring up the Members Search bar.   
 

 



4 
 

 
Step 7:  
On the Members Search bar, click on the + sign on the far-right side of the search bar.  
 

 
 
Step 8:  
Click on Add New User to Organization.  This will take you to the Add Person page.   
 

 
 
Step 9:  
On the Add Person page, fill in all fields on this page. 
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Step 10:  
On the same page, assign the appropriate role to the new user.  An inactive date is not 
required.  See chart below for Agency User Role Permissions. 
 

 

 
 
Step 11:  
On the same page, assign a Username and Password to the new user and click Save.  
The new user has now been created in the IntelliGrants system. 
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Step 12:  
The new user will now log into their IntelliGrants account.  Click on the Username and 
then click on Profile. 

 

 
 
Step 13:  
On the Profile page, scroll to the bottom and find Edit Password under Login 
Information.  The new user will now change their password. 
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