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

1. Log in to lowaGrants from the main login page. Enter your account ID and password,
and then click the “Sign In” button.

E Enterprise A&A Create An Account  Forgot Password  Forgot Id

Enter your Account Id and Password and press sign in to continue.

Help

What is A&A?
Report Issue to State Service Desk

Account Id Examples

Public User Account Format: State Employee Account Format:
firsthame.lastname@iowaid firstname.lastname@/iowa.gov

*If you do not have an @iowa.gov account use your
State of lowa employee email address.
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2. Click on the “My Grants” link from the main menu.

/ lowaGrants.gov
L _
@y Menu| B Help | ¥ Log Out <y Back| I | 98

@ Welcome

Main Menu
Click Help above fo view instructions. Go fo "My Frofile” to reset password.

'_a Instructions Q My Site Visits
a My Profile % My Inventory
f_z Funding Opportunities

Applications

Created 2-17-21



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.”

lowaGrants.gov

@yMenu | J] Help | i Log Out <y Back | I I I I
. S‘); Grant Tracking

Current Grant/Projects
Grant/Projects in the status Underway or Suspended appear on this list. To view other Grant/Projects, /i

. Grant/Project Awarded

ID Status Year Project Title Program Area Administrator Amount
P Underway o Test FY21 RFA McMullen Test Substance /tbuse Prevention ,ie Hibben §11,350.00
00003W Underway FY20 "I:'I?S“T Simplified RFA for IDPH Marketing & Advertising 10y ont wide Outreach  Susan Dixon $253,220.00
0-00 W}gégi"t EMS \)derway FY19 FY19 Joint EMS and Trauma and Data System TEST EE’"MES’E)“’“W Medical Services . camran $65,400.00
OFYISPHTRING  ngerway fy19 FY19 Public Health Training Services TEST Department-wide Outreach Robin Misel $700.00
333436 Underway 2021 TEST RFP#58821002 HPP McMullen TEST E’;::fg:;‘g" Preparedness & ,nn Hallman $0.00
341829 Underway 2021 Test FY20 McMullen Test FY20 E’e’;‘ggﬁ;'g“ Preparedness & o0 panman $106,600.00
351452 Underway 2021 FY21 CLPPP TEST Application - John M ggl‘,'\i,’ig;';“e“m”"ea“" Janet Lemmermann £7.700.00
FY21 Community TEST Underway 2021 FY21 Community Partnership Test-Sheri § Tobacco Use Prevention Sheri Stursma $23,575.00
345927 Underway 2021 ZZTestDianeM Local Public Health Services Diane M Anderson $0.00

- - Environmental Health

5881D502 Underway 2021 FY21 GSL for lowa Public Health Training Portal TEST Services Timothy Wickam $0.00
359826 Underway 2021 Sonya Loynachan-Test Chrenic Disease Prevention Sonya Loynachan $0,550.00
350241 Underway 2021 TEST SIPDO Application-Janet Nelson o oiance Abuse Prevention janet Neison $3,200.00
359614 Underway 2021 SPF Rx FY21 TEST Janet Nelson gl'beet:;'“f':n‘?h“se Prevention ;o1 Nelson $42,200.00
SERV5881YMCADPP  Underway 2021 ﬁg}ﬁs”“'mc“ National Diabetes Prevention Program ., . nicease Prevention Sonya Loynachan $2,145.00
SERV5881YMCABPSM Underway 2021 E&;,E;LTE";TY“C“ Blood Pressure Self-Monitoring Chronic Disease Prevention Sonya Loynachan $800.00
010000 Underway 2021 Test for FY22 E [V} y COVID Pr d - original site Public Health Global Kristen Corey $1,050.00
370409 Underway 2021 Katie McBurney TEST Oral Health Katie McBurney $12,000.00
371387 Underway 2021 Test Site Agency Integrated Testing Services FY21 L% S Gl 3RS Robin Misel $48,510.00

Services
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4. Enter the grant number for the progress report you are wanting to complete and then
click the “Search” link.

lowaGrants.gov

@y Menu | B Help | ¥ Log Out & Back | [ [ 4 I
(), Search My Grant/Projects
Search My Grant/Projects

Enter one or more search criteria below and click the Search link.

Search Fields

Grant/Project Number: [g 12345k

Status: | A L]

Title:

Grant/Project Year: I:I

sort order
sort order
sort ordr

Sort Fields

5. From this screen, click on the blue link of the name of the grant in the “Grant/Project
Title” field.

lowaGrants.gov

@y Menu | [ Help | ¥ Log Out 3 Back | I I I

%% Grant/Project Tracking

Search Criteria
Grant Number: () 12345k
Grant/Projects
The Grant/Projects that match your criteria appear below. You can click on the Grant/Project fitle to view the details.
Grant _ Grant/Project Program B Program . .
Ml Status Year 41 A Organization Grantee Officer Funding Opportunity
- Public Health Public Health, lowa Bof . 369229 - Test site for FY22

012345k Underway Test for Kristen Global Department of Tester Kristen Corey Emergency Declaration
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Budget Total

$1,000.00



6. Click on the blue link titled “Progress Reports” in the Grant/Project Components section.

lowaGrants.gov

@yMenu | [ Help | g Log Out Gy Back | (%) Print | 1 98 [
S‘,} Grant Tracking

Grant/Project: 0 12345k - Test for Kristen -
Status: [Inderway
Program Area: Public Health Global
Grantee Organization: Public Health, lowa Department of

Program Officer: Kristen Corey
Awarded Amount: $1,DUU.UU

Instructions
The Grant/Project forms appear below.

Grant/Project Components

Component Last Edited
General Information 1072012020
Claims
Progress Reports
Site Visits
Comespondence
Cover Sheet-General Information (Pending Versions) 02/16/2021
Business Organization 0871272020
Personnel 081272020
Project Work Plan 10/20/2020
1st Five Practice Consultation Project Work Plan
IDPH Subcontract Plan 08/12/2020
Standard Line ltem Budget 08122020
Standard Line Item Budget with Match
Contract Documents 0871212020
IDPH - Federal Subrecipient Addendum
Opportunity -
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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.

lowaGrants.gov

&) Menu | 3 Help | {fjjLog Out

i} Grant/Project Tracking

Q;Bacmfgprinu@mm |

Grant/Project: 0 12345k - Test for Kristen -

Status:

Program Area:
Grantee Organization:
Program Officer:

Awarded Amount:

Status Reports - Pending

ID Type
| dok - 02 FFATA Report
Annual Report

Status Reports - Processed

1D Type
012345k - 01 Annual Report

Underway
Public Health Global
Public Health, lowa Department of

Kristen Corey
$1,000.00
Copy Existing 5tatus Report | Return to Components
Title Date From-To Due Date Submitted Date Arrived? Status
test for melana - - Editing
Test for annual report 01/01/2021-02M17/2021 02/18/2021 - Editing
Title Date From-To Due Date Submitted Date Amved? Status
10/01/2020-06/30/2021 0673072021 1072072020 On Time Approved
Last Edited By:

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.”

Wiy
W

lowaGrants.gov

. A

@iMenu | [ Help | Y Log Out {3 Back | () Print | I I I

. S‘)q Grant Tracking

Status Report: 0 12345k - 03

Grant:
Status:

Program Area:

Grantee Organization:

Program Manager:

Components

0 12345k-Test for Kristen

Editing

Public Health Global

: Public Health, lowa Department of
: Kristen Corey

Preview | Submit

Complete each component of the status reporf and mark it as complefe. Click Submif when you are done.

Name
General Information

Project Work Plan
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Complete? Last Edited
v 021772021
021772021



9. Click on the “Edit” field at the top of the screen to complete the progress report.

@y Menu | BHeIp| i Log Out <y Back | | |
ﬁ Grant/Project Tracking

Status Report: 0 12345k - 03
Grant: ( 12345k-Test for Kristen
status: Editing
Program Area: Public Health Global
Grantee Organization: Public Health, lowa Department of

Program Manager: Kfisten Corey

Instructions
Do NOT click Add! This is a multi-part form, please follow these instructions carefully to complete your progress reporting.

To complete this report, go to the Project Workplan Goals section and ciick on the biue entry under the ‘Goal’ column. (Do NOT click on the biue ‘Add’ butfon next to the section).
Provide your response fo "Did you meet your goal this period?”. Then click the “Save" Butfon at the top of the form. Repeat this for each goal entered.

Next, go to the “Activities” section and click on the bive entry under the 'SMART Objective’ column. (Do NOT click on the biue "Add’ button next to the section). The fields you need to
respond to for this activity will open: Activify Complefed, Date Activity Completed, ¥YTD percentage of Objective/dctivity Complefion, and a Narrative Update Complefe the fields and
click on the biue “Save” buffon af the top of the page. Repeat this for each entry in the section.

When this form is complete, click on the "Mark as Complete” button. Submit the report.
Nofe: If information is incomplete for this reporfing period, IDPH will return the form for modifications prior to approving.

Service Area Mark as Complete | Go to Status Report Forms

In this section, applicant’s must identify their entire proposed service area. To complete this section click on the ‘Edit’ button af the top of the page. input the service area and click
‘Save’ at the fop of the page.

Identify the proposed service area.

Applicant's Proposed Service Area*®
Webster County

Project Workplan Goals Add
Goals: A goal is a general, "big picture™ stafement of an outcome a program intends fo accomplish fo fulfill its mission.

This section requires the applicant fo select the goal or goals identified specifically for your project The goals, as well as the minil number 1 ired may be d: refer to
the application guidance for this funding opportunity.
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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.

lowaGranis.gov

@) Menu | B Help | ¥ Log Out <y Back | | | | | H Save
€ Grant/Project Tracking

Status Report: 0 12345k - 03
Grant: () 12345k-Test for Kristen
Status: Editm,g
Program Area: Public Health Global
Grantee Organization: Public Health, lowa Department of

Program Manager: Kfisten Corey

Instructions
Do NOT click Add! This is a multi-part form, please follow these instructions carefully to complete your progress reporting.

To complete this report, go fo the Project Workplan Goals section and click on the biue entry under the ‘Goal” column. (Do NOT click on the blue ‘Add” button next to the section). Frovide your response to “Did yt
Next, go fo the “Activities™ section and click on the biue entry under the ‘SMART Objective’ column. (Do NOT click on the blue ‘Add" button next to the section). The fields you need to respond to for this activity w
When this form is complete, click on the "Mark as Complete” button. Submit the report.

Nofte: If information is incomplete for this reporting period, IDPH will return the form for modifications prior fo approving.

Service Area
In this section, applicant's must identify their entire proposed service area. To complete this secfion ciick on the 'Edit’ buffon af the top of the page. Input the service area and click "Save’ af the top of the page.
Identify the proposed service area.
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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.

lowaGrants.gov

@ Menu | BHelp| 4] Log Out <y Back| | I |\§Edit| k
€2 Grant/Project Tracking

Status Report: 0 12345k - 03
Grant: ( 12345k-Test for Kristen
status: Editing
Program Area: Public Health Global
Grantee Organization: Public Health, lowa Department of

Program Manager: Kristen Corey

Instructions
Do NOT click Add! This is a multi-part form, please follow these instructions carefully to compleie your progress reporting.

To complete this report, go to the Project Workplan Goals section and click on the blue entry under the ‘Goal” column. (Do NOT click on the biue “Add’ butfon next fo the section).
Provide your response to "Did you meet your goal this period?”. Then click the “Save" Button at the top of the form. Repeat this for each goal entered.

Next, go to the “Activities” section and click on the biue enfry under the "'SMART Objective’ column. (Do NOT click on the biue ‘Add’ bufton next to the section). The fields you need to
respond to for this activity will open: Activity Complefed, Date Activity Completed, YTD percentage of Objective/Activity Completion, and a Narrative Update. Complete the fields and
click on the biue “Save” butfon at the top of the page. Repeat this for each entry in the section.

When this form is complete, click on the "Mark as Complete” button. Submit the report.

Note: If information is incomplete for this reporting period, IDPH will return the form for modifications prior to approving.

Mark as Complete |} Go to Status Report Forms
{fon at the top of the page

Service Area

In this section, applicant's must identify their entire proposed service area. To complete this section click on the 'Edit' b
‘Save’ at the fop of the page.

put the service area and click

Identify the proposed service area.

Applicant's Proposed Service Area™
Webster County

Project Workplan Goals Add
Goals: A goal is a general, "big picture” statement of an outcome a program intends to accomplish to fulfill its mission.

This section requires the applicant fo select the goal or goals identified specifically for your project The goals, as well as the minii number r ired may be ined: refer fo
the application guidance for this funding opportunity.

To complete this section, click the "Add’ buffon next fo the Project Work Plan Goals seciion and complete all the fields, click "Save’ at the fop of the page. Then click 'Add’ again next fo

Hhn mmeting fne nmnb ndeitinnnl menl De ssien fnslind (Onnt afine nesb b
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12. Once you are ready to submit the report, click “Submit.”

lowaGrants.gov

@) Menu | aHeIp| i Log Out

. S‘); Grant Tracking

CiBack\f\)%Prinﬂ I I I

Status Report: 0 12345k - 03
Grant: () 12345k-Test for Kristen
Status: Editing
Program Area: Public Health Global
Grantee Organization: Public Health, lowa Department of

Program Manager: Kristen Corey

Components Previe
Complete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 02172021
Project Work Plan v 02/1772021

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.

iy,

~
-

iy,

lowaGrants.gov
y |
Cgsackwjgprinﬂ | I I

VWY
&y Menu | 3He|p| i Log Out

. S}; Grant Tracking

Status Report: 0 12345k - 03

Grant: ( 12345k-Test for Kristen
Status: Editing

Program Area:
Grantee Organization:

Program Manager:

Components

Public Health Global
Public Health, lowa Department of
Kristen Corey

Complate each component of the status report and mark it as complete. Click Submit when you are done.

Name
General Information
Project Work Plan

lowa.gov — The Official Website of the State of lowa.
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v
'

| Message fronu

Submitting the Status Report will lock all sections from
further editing. Have you completed all sections? Are you sure
you are ready to submit this Status Report?

o

~—

Dulles Techneclogy Partners Inc.



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.
/7
N 7 lowaGrants.gov
N
@ Menu | [ Help | ¥ Log Out <3 Back | (B Print | I I |
S‘)q Contracts

Status Report Submitted Confirmation

You have successfully submitted your Status Report with Status Report ID [396692]. Grantor has received your Status Report for evaluation. You can
retumn to the Grant forms by clicki

15. You have officially submitted your progress report.

Created 2-17-21



