Correspondence Component Guide - External Users

NOTE: The print screens used in this document will be similar to what External users will see
when they login to lowa Grants.

When you are working on a Grant and you have a question or an issue you can contact anyone
associated with the Grant by using the Correspondence feature in lowa Grants. It works a lot
like email but keeps all pertinent information with the grant for future reference.
Correspondence is the preferred method of communication in the lowa Grants system. Lets
discuss how to use the Correspondence feature.

1. Login to www.lowaGrants.gov.

' [ lowaGrants x

€« - C  { httpsy//www.iowagrants.gov/home.do

lowaGrants.gov

(A
&) Menu | B Help | Jf] Log Out Gy Back | | | |
<) Welcome
Main Menu

Click Help above to view instructions. Go to "My Profile” to reset password.

:\'j. Instructions

8 v Profile
f’_a Funding Opportunities

@ My Applications

lowa.gov — The Official Website of the State of lowa Dulles Technology Partners Inc.

2. Select My Grants on this main menu.
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€« - C | G https//www.iowagrants.gov/grantList.do

lowaGrants.gov

@Menu | B Help | 'ﬁLog Out (L.-QEIack| | | | |

ik Grant Tracking

Current Grant/Projects Closed Grant/Projects | Claims
GrantProjects in the status Undernway or Suspended appear on this list. To view other GrantProjects, click the closed GrantProjects link.
Grant Grant/Project
ID Status Year Title Program Area AETSE Te D frranet

TestCFY  Underway 2015 Care For Yourself Pre-post TEST Ap Stacey Hewitt Chronic Disease Prevention Stacey Hewitt $7.055.00

73371 Underway 2015 Child i i Sehallalone $35,700.00
TE701  Underway 2015 E::;;g:;‘:y Preparsdness & John KcMullen 527,500 00

81313 Underway al $117,044.00

ABBHXNEE Underway 2015 Pre-Post TEST for PREP Stacey Hewitt Final Family Health Stacey Hewitt $108,000.00

TEST AEGP Underway 2015 AEGP Pre-post Test Stacey Hewitt Family Health Stacey Hewitt §50,000.00

tobacco second post RFP Pretest TEST Stacey

Test Tob Underway 2015 Hewitt Tobacco Use Prevention Sheri Stursma $104,250.00
Test Sealant Underway 2015 Dental Sealant Pre-post Test Stacey Hewitt Oral Health Amy Janssen £2,900.00
Test MCHFP  Underway 2015 Pre-post TEST for MCHFP RFA Stacey Hewitt Title V Services Andrew Connet $37.800.00

5885XX##  Underway 2015 TEST MIECHV Project Family Health Stacey Hewitt $199,000.00
LPHS TEST Underway 2014 LPHS Pre-Post TEST Feb 2014 Local Public Health Services Stacey Hewitt $500,000.00
91653 Underway 2014 Testfor Stacey Family Health Stacey Hewitt $64,200.00
Teeuny.  Undenway 2014 TEST G 2 County Environmental Health Services John MeMullen $353,000.00
92341 Underway TEST Cervical Cancer Chronic Disease Prevention Stacey Hewitt $1,800.00
test Underway TEST AEGP no ap contracts Family Health Stacey Hewitt 2329300

Total $1,637,542.00
Showing 1-15of 15

lowa.gov — The Official Website of the State of lowa Dulles Technology Partners Inc.

3. Select the desired Grant from the list you wish to do a correspondence.

4. Click the Grant Title to open the specific Grant for editing. (Notice that the Title is a different
color blue. This indicates that the wording is a link and will open another screen for editing or
viewing.) The Grant record is displayed.
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€« - C | & httpsi//www.iowagrants.gov/grantComponents.do?documentPk=1406126565337

lowaGrants.gov

@) Menu | 3 Help | ] Log Out (g Back | L%Prinq |
{2k Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard Mchullen
Awarded Amount: $27 500.00

Instructions

The grant forms appear below.

Grant/Project Components
You can define your own alerts in the Alerts section

Component Last Edited
General Information 08192014
Claims
Progress Reports
oo

10/07/2014
AT seCial and Financial Contact Information 07/23/2014
Key Personnel 07/23/2014
CDOR Action Plan 0772372014
Subcontract Plan 07/23/2014
Contract Documents
CDOR Project Update Summary 07/23/2014
FY15 Healthcare Coalition Budget 09/25/2014
Opportunity -
Application

lowa.gov — The Official Website of the State of lowa Dulles Technology Partners Inc.

5. Click Correspondence in the listed grant components.

6. Inter-System Grantee Correspondence is available for the use of the Grantees and Grantors.
Instead of using regular email when there is specific information, to a specific grant this is the
preferred method of communication. It keeps all communication about the Grant with the Grant.
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Fomem

€ - C | G bhttps//www.iowagrants.gov/viewComponentdo?property(documentPk)=1406126565337&property(componentDefPk)=1382624(

Menu Help Log Out G9Back | (4 Print
| | | 3 Print| |

&} Grant/Project Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Puyblic Health, lowa Department of
Program Officer: _John Howard McMullen
Awarded Amount:  $27 500.00

Inter-System Grantee Correspondence Return to Components
) To Sent/Received Attachments

Last Edited By: Bof Tester, 10/07/2014

7. To begin an Inter-System Grantee Correspondence you must Click on the blue Add button

WV towaGrants =

- C | @ httpsy/www.iowagrants.gov/addComponentdo?property(documentPk) = 14061 26565337 &property(componentDefPk) = 13826

lowaGrants. gov
w/_‘ /_2/_/(

@ venu | ZR Help | i Loo Out <3 Back | 1 1 1 1
il Grant TracKking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
status: Undenway
Frogram Area: Emergency Preparedness & Response
Grantes Organization: Public Health, lowa Department of
Program Officer:  John Howard Mchullen
Asvarded Amoun v $27,600 00

Send

Correspondence

ot

John Mchullen -
JohnH MeMullen
Bof Tester

cc?

€ mddresses must be sntered |
semicolon to separate each addres

7 walid small farmat. Uss & semicalan (7] to separate multipls ©C smail addresses: insert & space after sach

Subject:
Message:
Attachmen t=: | Choose File | Mo file chosen

| Choose File | Mo file chosen
| ©hoose File | Mo file chosen
| ©hooss Fils | Mo file chosen
| ©hoose File | Mo file chosen

Return to Top

8. The “To” box will allow you to send your correspondence to anybody who is attached to the Grant.
You may click on the individual you wish to send the communication to highlight their name. If you wish
to send the correspondence to more than one person associated to the Grant you may hold down the
control key on your computer keyboard and highlight anyone on the list by clicking on their name with
your mouse.
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do?property(documentPk)=1406126565337 & property(componentDefPlk)=138262 O ~ @& &

52 B Suggested Sites v ' IDPH Application Portal & Web Slice Gallery v

AA~ > |
@y Menu | B, Help | ¥ Log Out <3 Back | | |

. & Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard McMullen
Awarded Amount: $27 500.00

Correspondence Send

To:*

John McMullen
JohnH McMullen

EBof Te;
————

john.memullen@idph.iowa.gov;stacey.hewitt@idph.iow M
2 . gov
CCE - P s =rate multiple CC email addresses; insert a space after each semicolon

to separate each address.

Subject:*
Message:
Attachments: Browse...
Browse.
Browse.
Browse.
Browse.

Return to Top

9. If you wish to send the correspondence to someone who is not attached to the grant you may do so
by typing their full email address in the CC: box.

NOTE: When typing in the email addresses in the CC: box separate the entries with a semi colon. DO
NOT add a space.
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Ve O

€« - C |8 htps//www.iowagrants.gov/addComponentdo?property(documentPk)=1406126565337 &property{componentDefPk)=138262
lowaGrants.gov

@y Menu | 8 Help | 4] Log Out <3 Back | | 1 | 1

ik Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard McMullen
Awarded Amount: $27 50000

Correspondence Send

Te:* |John McMullen  «
JohnH McMullen

Bof Tester
CccC: |
]
€C addresses must be entarad in & valid email format. Usa a samicalon (7] to separate multiple CC email addresses; insert a space after each
semicolon to separate each address.
Subject:

Message:

Attachments: Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen

Return to Top

10. A subject line for your correspondence is required.
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W G iovasiars O

@ Menu | B Help | ¥] Log Out <3 Back | | | | I

k4 Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard MclMullen
Awarded Amount: $27 500.00

Correspondence Send

To:*  |John McMullen -
JohnH McMullen
Eof Tester

CcC:

]
CC addresses must be entered in a valid email format. Use a semicolon (7} to separate multiple CC email addresses; insert a space after each
semicolon to separate each address.

Subject:* |

Message:

IAEEACT =D B Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen

Return to Top

11. The Message box is a narrative space for you to address the topic in the Subject line.

7|Page



Correspondence Component Guide - External Users

Ve O

@y Menu | B Help | 4] Log Out 3 Back | | | | |

&} Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2015
Status: Underway
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard MchMullen
Awarded Amount: $27 500.00

Correspondence Send

To:* |John McMullen -
JohnH McMullen

Bof Tester
ccC:
-
CC addresses must be entered in a valid email format. Use a semicolon (7) to separate multiple CC email addresses; insert a space after each
cemicolon to separste each = =
Subject:* |
Message:

Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen

Return to Top

12. The Attachments section maybe used to attach any file, email, or communication that may be
pertinent to the Correspondence.
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W 1 towacrants =
-« @ [ @ hitpsy/wwwiowagrants.gov/addComponent do?property ([documentPk) = 1406126565337 &property(componentDe Pl = 138262401 4020&property (componentPlk) = 140690757
w - lowaGrants.gov
77

@y Menu | F Help | ] Log Out <@ Back| 1
ik Grant Tracking

Grant/Project: 78701 - CDOR John McMullen TEST - 2018
s = Underway

Emergency Preparedness & Response

Public Health, lowa Department of

John Howard MehMullen

= $27,600.00

Correspondence

Yo' [John MeMullen  —
JohnH MecMullen
Bof Tester

cc:

subgectst |

Message:

Attachments:

| Chooss Fila | No file chasen

[ Choose File | No file

| Choose File | Mo file chasen

Return to Top

13. When your correspondence is complete click on the blue Send button. The people you selected in
the “To” Section and the “CC:” will receive an email with the information you have entered in the
“Message” box and any “Attachments” that were sent. It will also become a permanent part of the

grant history.

@ylgnore x _‘g _ﬁ _’% Bl Mecting |3 ToManager (33 Team E-mall l‘l £ Rules ~ l\] Y a}’ #4Find \“i
« Done 3 Reply & Delete ! W oneNote | ) Related ~
G Junk - Delete | Reply Reply Forward By More = | |- create New 2|| Move _ | Mark Categorize Follow | Translate . | Zoom
Al E - B Adions~ | ypread  ~ Up~ v g select

Delete Respond Quick Steps ;) Move Tags 5 Editing Zoom
From: iowa.grants @webgrantsmail.com Sent: Wed11/5/2014 11:04 A
To: McMulen, John [IDPH]
Cc
Subject: Grant 78892 - Coalition Preparedness TEST: Testing Environment

£

I am sending this email per your reguest to confirm the status of this test grant.

T3l

D fowa.grants@webgrantsmail.com
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14. This is an example of the email you will receive from lowaGrants.

-

e‘j ) @ https://www.iowagrants.gov/viewComponent.do?property(decumentPk)=1406126562144 &property(componentDefPk)=13820 L~-ac w Pages - Welcome to the IDPH 1

File Edit View Favorites Tools Help

9% B Suggested Sites = == IDPH Application Portal @Web Slice Gallery =

7z
z
w7
@y Menu| [ Help | i Log Out <y Back | (%) Print| |

5} Grant/Project Tracking

iy,

lowaGrants.gov

Grant/Project: 78892 - Coalition Preparedness TEST - 2015
Status: Awarded
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: |ohn Howard McMullen
Awarded Amount: $35‘136_0l]

Non-System Communication Log Return to Components | Add
Subject Type From To Sent/Received Attachments

m Grantee Correspondence
Subject From To Sent/Received  Aftachments

nt 78892 - Coalition Preparedness TEST: Testing Environment Cheryl Christie John Howard McMullen 11/05/2014
Last Edited By: Cheryl Christj

15. After you receive the email if you go back into the grant you will see you have received a
correspondence. Click on the subject highlighted in blue to see your correspondence.
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@ https://www.iowagrants.gov/viewGrantListComponentltem.do?prope (documentPk)=1406126562144 &property(component] O ~ @ & P - Welcome to the IDPI
B= 9 9 P property property 5 ages

File Edit View Favorites Tools Help

35 B Suggested Sites = e IDPH Application Portal ,a Web Slice Gallery +

lowaGrants.gov

@rvenu| [ Heip | Y Log Out <3 Back| | | 98 Delete |

i} Grant/Project Tracking

Grant/Project: 78892 - Coalition Preparedness TEST - 2015
Status: Awarded
Program Area: Emergency Preparedness & Response
Grantee Organization: Public Health, lowa Department of
Program Officer: John Howard McMullen
Awarded Amount:  $35 136.00

Correspondence

To: John Howard McMullen
cc:
Subject=*  Grant 78892 - Coalition Preparedness TEST: Testing Environment
Message: | am sending this email per your request to confirm the status of this test grant.
Date Sent: 11/05/2014

Attachments:

16. You will see you have the option to reply by clicking on the blue reply.
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.
O

File Edit VWiew Favorites Tools Help

. iowagrants.g

dCompanent.do?property(documentP

406126562144 &property(componentDefPk)=13826: O ~ Pages - Welcome to the IDPH

32 B Suggested Sites = = IDPH Application Portal & Web Slice Gallery

(U YN
@y Menu | B Help | ¥ Log Out <y Back | | | |

5‘;); Grant Tracking

Grant/Project: 78892 - Coalition Preparedness TEST - 2015
Status: Awarded
Program Area: Emergency Preparedness & Response
Grantee Organization: Puyblic Health, lowa Department of

Program Officer: John Howard McMullen

Awarded Amount:  $35 136.00

Correspondence Send

To:™

CccC:

CC addresses must be enter=d in 2 valid email formar. Use = semicalon (3] to s=parate multiple ©C email addresses; insert 2 space after each semicolon
to separate each address.

Subject:* |RE' Grant 78892 - Coalition Preparedness ~

Message: |+«x* Start Original Correspondence =%=

From: Cheryl Christie

To: John Howard McMullen

Date Sent: 11/05/2014

I am sending thisz email per your reguest to confirm the status of this testc
grant.

*%% End Original Correspondence **%

Attachments: Browse

Browse.

o2}
:

Browse

[os
:
[

Return to Top

17. The correspondence screen will open up and you may respond following the previous steps 7
through 12.
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