
Completing a Progress Report - External Users
Instructions for Grantees/Contractors

1. Log in to IowaGrants from the main login page. Enter your account ID and password,
and then click the “Sign In” button.
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2. Click on the “My Grants” link from the main menu.
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3. To search for your grant, you can either hold down the CTRL + F keys and enter the
name or grant number in the pop-up box, or click on “Search My Grant/Projects.”
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4. Enter the grant number for the progress report you are wanting to complete and then
click the “Search” link.

5. From this screen, click on the blue link of the name of the grant in the “Grant/Project
Title” field.
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6. Click on the blue link titled “Progress Reports” in the Grant/Project Components section.
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7. Click on the blue link of the grant number in the “ID” field for the type of report you need
to complete.

8. Click on the blue link of the name of the progress report you need to complete. In this
example, the name of the progress report is “Project Work Plan.”
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9. Click on the “Edit” field at the top of the screen to complete the progress report.
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10. Complete all sections of the progress report according to the report instructions in the
“Instructions” area of the report. Click “Save” at the top of the screen once you are
finished.
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11. Once you have finished filling out the report, click the “Mark as Complete” link in the
middle of the screen.
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12. Once you are ready to submit the report, click “Submit.”

13. A pop up box will appear. Click “OK.” Note: Once you click OK, you will not be able to
edit the form until the contractor completes the form and negotiates it back to IDPH.
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14. To return to the main grant site, click on the blue link that says “here.” If you have more
than one progress report to schedule, click on the blue linked “here” and complete these
same steps.

15. You have officially submitted your progress report.
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