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IGX Updates
➢ Upgrade Status

○ Go Live Still TBD

➢ Active Documents
○ 2  Most Recent Application Templates

➢ Historical Documents
○ Access current E-Grants for Read Only Application Templates

➢ RTAP Application
○ Plan to open a new 2025 RTAP Application later this year after Go-Live

➢ New Security Requirement - Disable user accounts that haven’t been used 
for 6 months.

➢ 2024 Planning Applications 2



E-Grants IGX Overview
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• Profile
• System Navigation
• Reimbursement Processing
• Documents Functionality Changes



User Menu Options

First, click on your name on top right of the Home Page to view menu 
options.

Next, click on Profile to view your profile, Organization profile, and 
Organization Members information.
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Profile - Person Information

By default, your profile information will be displayed first. 
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Organization Information

Only the Organization Administrator role will have the SAVE 
button on the top right.
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Organization Members

Organization Administrators:  Click on Pencil icon to update Active Date and 
Inactive Date for users. Enter an Inactive Date to remove a users access.
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Organization Members

Organization Administrators:
Agate is recommending to only keep one role active at a time.
Click on the Plus Sign to change a member’s role.8



Organization Members

Organization Administrators:
After you click on the Plus Sign, an extra line will appear.
Select new Role, enter an Inactive Date for previous Role, and then Click SAVE.9



Additional Information

Agencies can enter additional addresses for their organization and select the Address Type.

Also, Certs and Assurances documents can be uploaded here.
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Home Page Dashboard

Click on your profile name on the top right, then click on Edit Dashboard
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Dashboard Panel Types
The three types of panels you can add are:

1. Announcements
➢ Messages posted by ADOT Transit

2. My Opportunities 
➢ Open Session Applications
➢ Apply on this panel.

3. My Tasks
➢ List of applications currently in process.
➢ List of reimbursements currently in process.
➢ Can initiate a reimbursement request from this panel.
➢ Can Search for documents.
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Dashboard Format Options
My Opportunities and My Tasks Panels formatting options are Standard, Tall, Wide, 
and Jumbo.

Recommended Dashboard Settings:
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My Tasks - Wide

My Opportunities - Standard



Edit Dashboard

Click on Add Panel, a pop-up window will appear.  

Select the Panel you would like to add to your Dashboard. Then click on SAVE
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Edit Dashboard

If you want to remove a panel, click on the red X on the top right corner of the panel.

You can also click on the Settings icon to switch to a different panel.
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Dashboard Arrange Panels

While editing your panel, you can rearrange your panels on the screen by clicking 
anywhere on the panel and dragging to the desired location on the screen.

Click SAVE on top right corner to keep changes.
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SYSTEM NAVIGATION
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Left Panel Document Navigation
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Hover your mouse over the Document Name to view
 document details.



Application Left Panel Navigation

Forms Section    Tools Section Status Options Section Related Documents Section
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Form Navigation
Some forms will have 
multiple pages, Click on 
the Folder\Arrow icon to 
view page selection 
options.

Click on the Form 
Name\Page Number to 
open the form.

Click on the Folder\Arrow 
icon again to collapse the 
panel.
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Click on the 
form name to 
open the form.



Tools Navigation

Important Tools for Organizations:

➢ Add/Edit People

➢ Print Document
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Document Add/Edit People

This window will appear when you click on the Add/Edit People in the Left Panel
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Document Add People

When you click on the Plus Sign icon, a menu list will appear with options to Add 
User from Organization or Invite an Existing User.
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Add User from Organization

Enter the search criteria for the existing E-Grants user from your organization 
that you would like to add.
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Invite Existing User

Enter the email address for the existing E-Grants user you would like to invite to 
your document.  Select the role you would like for them to accept.

Click Save.

Another pop-up window will appear, confirming an invitation email has been sent.

Click OK. 25



Invite Existing User - Email

The user you invited will receive this email.

They should click on the Acceptance Link with 48 hours to accept the invitation.
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Invite Existing User - Acceptance

When the user you invited clicks on the Email Acceptance Link, they will be taken to 
the E-Grants System and receive this pop-up window. 

They will click on OK to accept the invitation.
27



Invite Existing User

The invited user is now added to the document Add/Edit People list.
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Document Edit People

A pop-up window will appear when you click on the Pencil icon.
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Application & Reimbursement Tools Menu
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Print Documents under Tools Menu in the 
Left Panel.

Select the form options you would like to 
print, then click on Print button.



Change Document Status
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Left Panel under Status Options, click on Application in Progress status option.

Notes are not required.

Click the OK button on the pop-up window.



REIMBURSEMENT 
PROCESSING
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Option 1 - Initiate Reimbursement Request
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From your Dashboard Page, My Tasks section, click on Initiate Related Document to 
initiate a new reimbursement request.



Option 2 - Initiate Reimbursement Request

On your application or from another reimbursement request for the same 
application year, navigate to the bottom of the left side panel.  Click on Initiate 
Related Doc to initiate a new reimbursement request.
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Initiate Related Doc
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Click on Initiate Related Doc to Initiate a Reimbursement Request
Click on Proceed button, and the system will initiate and open a new 
reimbursement request.

New Reimbursement Request



 Initiate Reimbursement Request

If you have more than one active application you are reimbursing for, you will need to select the 
application from the Parent Document drop down menu.

The system will automatically select the next available reimbursement instance.

Click Create and the system will generate and open a new reimbursement request.
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Reimbursement Processing

Only one reimbursement can be processed at a time. 

Click on OK, then click on the X to close the Create pop-up window.

The system will send you an email to let you know when your reimbursement has 
been processed. 37



DOCUMENT 
FUNCTIONALITY CHANGES
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Adding Rows to a Table

Click on the Plus Sign to add another row.
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Removing Rows from a Table

Click on the minus button next to the row you want to remove.
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Attaching Backup Documentation

Option 1 - Click on the Browse button to select a file from a folder

Option 2 - Drag your backup document from your File Explorer Window to a spot 
                  within the box where it says “Drag Files Here”
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Attaching Backup Documentation

After attaching backup documentation, it will look something like this.

Use the Plus and Minus signs to remove and add rows.
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THANK YOU!
E-Grants questions can be directed to:

 Diane Ohde at dohde@azdot.gov

Questions? 

mailto:dohde@azdot.gov

