
By Donna Phillips 



If you are a returning user click 
on “Returning Users Sign in 
Here” if you are a new user click 
on “New Users Register Here”.   
FYI:  Being added as a user to 
IowaGrants.Gov is controlled by 
the Iowa Department of 
Administrative Services (DAS) not 
by our office.  The Iowa Attorney 
General’s Crime Victim 
Assistance Division (CVAD) does 
not control the password or log 
in id information nor can we 
restore this information either.   
If you click on  
(Registration Instructions) you 
will be taken the next page. 



When you click on (Registration Instructions) this is 
what will appear.  If you go to 

https://www.iowaattorneygeneral.gov/for-crime-
victims/victim-services-support-program/fiscal-forms-

for-funded-programs/ you will also find step by step 
instructions in how to register in IowaGrants.Gov.  
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After you click on “Returning Users 
Sign in Here”, you will come to this 
page.   
 
Type in your Account ID and 
Password and Click on the “Sign In” 
button.   
 
At the top of this page you if you 
forget your Account ID or Password, 
you can use your mouse to double 
click at the top for assistance.  The 
system will provide you with steps 
to walk you through retrieving this 
information 

 
 

 
 

 

 

 
 
 

 





 Criminal Justice Programs can submit claims for reimbursement 
on a monthly or a quarterly basis in IowaGrants.Gov.  
◦ You must choose monthly or quarterly and stay with it for the entire year unless 

directed by your VSS primary contact. 

 

 Claims are due at the end of month following the expended 
period.   
◦ For example, monthly claims for expenditures in July would be due the end of 

August.  Programs are required to file claims timely in order to be in 
compliance with their contract(s) with VSS.  

◦ For example, quarterly claims for expenditures in July-September would be due 
the end of October.  Programs are required to file claims timely in order to be 
in compliance with their contract(s) with VSS.  

 

 Claims will be filed in IowaGrants.Gov including all expense 
summaries and supporting documentation. 

 



 
 

 

After logging into IowaGrants.GOV 

Click on “My Grants”  to see your 

different funded grants.  



When you click on “My Grants” it will take you to a screen similar to 
this with a list of your current grant/projects and their status.  To open 
one of your grants click on the title of the grant. 
 
For testing today, we are going to utilize “Donna’s Testing Testing 
Testing”.   
 
  

 

 

 

 
 
 

 



We will go through and click each one of the 

“Component” or sections. 

  

Let’s click on “Claims” next. 



Below is a list of the claims that have been 
submitted to date.   

This will be our first claim, so there are none listed.  

 
 

 



Once you have submitted more than one 
claim, you will see them listed here with 
the various “Status” (Submitted, Editing, 
Approved, Withdrawn, Paid, etc.) 



Below is a list of the claims that have been submitted to date.   
This will be our first claim, so there are none listed.  

Click the “Add” button. 

 
 

 



Complete this section to start your claim. 
 
Claim Type – Leave as “Reimbursement” 

 
Report Period From:  You can either use the calendar 
to the right of the field to pick the starting date for 
which you are claiming reimbursement.  This should 
always be the first day of the month.  Put 2 digit 
month, 2 digit day and 4 digit year.   
 
Report Period To:  You can either use the calendar to 
the right of the field to pick the ending date for which 
you are claiming reimbursement.  This should always 
be the last day of the month.  Put 2 digit month, 2 
digit day and 4 digit year. 
 
Blank Field:  This is where you name the 
reimbursement time period which should always be 
the name of the Month and 4 digit year.  For 
example:  July 2016; August 2016; September 2016.   

 

 

 



Here is an example: 

  

Report Period From:  07/01/2016 

Report Period To:  07/31/2016 

Blank Field (Name of Reimbursement 

Period):  July 2016 

  

Then click the “Save” button. 



This screen will appear after you hit save.  If you 

made an error click on “Edit” and then enter the 

correct information.  If it is correct, then click on 

“Return to Components” 



Under Components: 
 
General Information will always show on the 
screen. 
 
Reimbursement – Your detailed budget from your 
application has been pulled into the 
Reimbursement.  You click on Reimbursement to 
fill out what you are requesting by line item and 
matching by line item. 
   
Supporting Documentation – Is where you will 
attach your supporting documentation for your 
claim for reimbursement.  Supporting 
Documentation is invoices, receipts, payroll 
information, etc. 
 
Click on ”Reimbursement” to go to the 
reimbursement form. 

 
  

 



The different budget categories (Payroll #1, Payroll #2, 

Benefits #1, Benefits #2, Travel for Services, Training, 

Communications, Rent, Utilities, etc.) will appear with the 

detailed information from your budget.   

  

Click the “Edit” button.  
  



You will see you are now able to enter number into “Column #2:  Expenses 

This Period” and “Column #7:  Match This Period”.   

  

You will enter the amount you are claiming for reimbursement for this 

Reimbursement Period (July 2016) line by line under Column #2. 

  

You will enter the amount you are matching line by line under Column #7. 

  

Once you are done, click “Save”.  



I entered in the amount I am claiming for reimbursement & 
amount I am matching line by line for July 1-31, 2016 claim 

period.  
If I find in error when I’m reviewing it, you click “Edit” and you can 

update/correct the information you have entered.  
If the information is correct, then I click “Mark as Complete”. 

 
 

 



You can see in the “Complete?” column for the 
“Reimbursement” line is now checked.   

 
Now you click on “Supporting Documentation” under 

component. 

 
 

 



The first section explains the supporting documentation needed. 
If you scroll down you will see where to attach the supporting 

documentation. 

 
 

 



You will need to organize and separate 
out all the supporting documentation 
by the expense categories (Payroll #1, 
Payroll #2, Benefits #1, Benefits #2, 
Training, Travel for Services, 
Contractual Services, etc.) 
 
You will include the Expense Summary 
on the front of the documentation. 
 
You upload the documentation by 
clicking on the expense category name 
that is in blue. 

 

 

 



 You will click “Browse” and 
it will open up your 
computer directories.   
  
Find the document located 
on your computer and click 
on it.  

 



Type in a description that includes 

expense category, claim time period and 

if you have more than one funded 

project/program with us, the name of 

the program. 

  

This will help you organize it on your 

computer and upload the right 

documents for the right project & 

expense. 

  

Then click “Save” 



It will bring you back to the “Supporting 

Documentation” component/section for 

you to add in the documentation for the 

next expense category.  (Scroll down) 



See where we have already attached the documentation for Payroll #1.   

  

Go to the next expense you are claiming and click on blue expense category.  

  

Keep uploading the documents until all your supporting documentation has been 

attached.  



If you upload the wrong documentation, you can delete it by click 
on the trash can symbol under the “Delete” column on that row 
that you wish to delete. 
  
The system will prompt you with the box below.  Click “OK” button 
if you wish to delete or click “Cancel” if you do not want to delete 
the attachment.   

 

 



Once you have attached all the supporting 

documentation.  Click on  

“Mark as Complete” 



You see that the Supporting Documentation line 

has a check mark under the “Complete?” column. 

  

If you want to preview it, click on “Preview” 



It will show you the claim details:   

  

 Claim Time Period,  

 Applicant/Organization 

Information, 

 Claim Amounts (on next 

page), and  

 Supporting documentation.  

  

You can print this off if you so 

choose.  But there is always a 

record of the claim in 

IowaGrants.Gov. 
  

 
 
 
 
 
 



Here is what you filled out on 

the Reimbursement form.  

  

If you keep scrolling down you 

will have the list of supporting 

documentation you attached.  

  

Click the “Back” button at the 

top, upper right to get back to 

the previous screen. 



If you are ready to submit the claim for review and payment, click the 

“Submit” button.  You will not be able to edit this claim after you hit 

submit.  You will get the screen below.  If you are ready to submit click 

“OK”, if not click “Cancel”.  You can always log back in at another time to 

finish your claim and click submit.  

  



You will get this screen after you submit your claim.  You have 

the option again of printing the claim by clicking on “here”. 

  

You can click “Back” button to go back to the list of components.   



Click on “Claims” under Component.   



You will see that your reimbursement is in the “Submitted” status.  If 

you want to view it click on the ID# “14423-001”.   

  

You can also see you have claimed a total of $7,133.34 to be 

reimbursed. 

As you add more claims 

for reimbursement in 

subsequent months, you 

will see you total paid, 

approved and overall 

total adjust to new 

requests & payments. 



You can again view your claim but not make changes to your claim. 

  

Your claim will be reviewed by a VSS staff and either approved for 

payment, modified or sent back for additional information if needed. 





 
 
 
 
 
 
Here is an example 
of an email you will 
receive when a claim 
is being corrected.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

We are missing payroll documentation for Jenny Smith and travel documentation for 

Donna Clark.  Please attach /upload these documents in “Missing Documentation”  line in 

the Supporting Documentation Section of the Claim component in IowaGrants.Gov.   



When you are ready to respond to the claim you will: 
(1) Log into IowaGrants.Gov 
(2) Click on “My Grants” 
(3) Click on the “Title” of the Grant you wish to open 
(4) Click on “Claims” from the Component/Section Screen 
(5) Click on the “Id” number that represents the claim 

you wish to correct.   
FYI – Claim is in “Correcting” status. 



Click on “Reimbursement” to make 
a change to the amount you are 
claiming or matching. The system 
will only allow you to go into the 
sections that VSS Staff have 
released to you.   
 
If there is a check under 
“Complete” then that section has 
not been released to you. 
 



Click on the “Edit” button 



Edit the amounts listed 
below and click “Save” 
button. 



Click “Mark as Complete” if correct.   
 
If you have made a mistake click “Edit” 
button again, make changes and click 
“Save” button and then when you come to 
this page you click “Mark as Complete”. 



After you “Mark as Complete” the system 
will take you to this page.  Now you will 
click on supporting documentation to 
complete the edits to the claim. 
 



Now you are in the 
Supporting Documentation 
section.  If you scroll all 
the way to the bottom you 
will see 



When you are asked to “correct” a claim and 
provide additional documentation, you will 
add it to the “Correcting Documentation” 
which is last on the documentation list.   Be 
sure to clearly mark on the documentation 
anything needed.  (i.e., supplies, 
communication, etc.) 



Upload the documents by clicking on 
“Browse”, provide a description and 
click “Save” button. 



Write a description.  Be brief 
but to the point.  Then click 
“Save” 



See the description is now 
visible here and your 
documentation is attached.   



Scroll to the top of the 
“Supporting Documentation” 
page/section and now click 
“Mark as Complete” if you are 
done. 



The system brings you back to this page.   
 
See how the “Complete?” column has all checks 
by the different components.   
 
Click on the “Submit” button and this will 
change the claim from “Correcting” to “Submit” 
and the VSS staff person will be notified that 
you have submitted the claim.  



 
The question box below will 
open:  If you are ready click “OK” 
 
 



The system will take you here, where you 
can print off your submitted claim if you 
want.  
 
Click “Back” button. 







Now let’s click on “Correspondence” 

under Grant/Project Components 



In order to ask a question or respond to a question, you 

will click the “Add” button. 

  

If you want to return to the previous screen either click 

“Return to Components” or the “Back” button. 



It will automatically pull up your primary VSS contact in the “To” line.  

You can add other emails in the “CC:” line. 

Be sure to add a subject as this will help you in going back to numerous emails 

in the system to know which one is which. 

Type your message.   

Remember to put your contact information (phone and outside email) just in 

case we need to get a hold of you by phone, etc.  

Remember to type your name.  As there may be a couple of staff listed under 

your grant.   

Then click the “Send” button. 



This will show you the 
correspondence that has 
been sent.  
 
If you want to view any of 
the correspondence 
sent/received, click on the 
blue “Subject” to open that 
piece of correspondence. 



 

 

 

 

 

When the VSS staff 

person responded you 

received the following 

on your email. 

You can reply to this 
correspondence or click 
the “Back” button to go 
back a screen or click the 
“Menu” button to go back 
to your main menu.  



 
 

 

After logging into IowaGrants.GOV 

Click on “My Grants”  to see your 

different funded grants.  



To Exit the system click on the “Log 

Out” button. 



VSS Staff Contact Information 

Donna Phillips 
Victim Service Support Administrator 

515-242-5121 
donna.phillips@iowa.gov 

 
 

Luana Nelson-Brown 
Community Specialist 

515-242-6112 
luana.nelson-brown@iowa.gov 

 
 

CVAD Office Main Line:  1-515-281-5044 
CVAD Office Toll-Free Line:  1-800-373-5044 

CVAD Fax Line:  1-515-281-8199 

Shirley Davis 
Community Specialist 

515-281-0563 
shirley.davis@iowa.gov 

 
Becky Garcia 

Community Specialist 
515-281-5206 

Rebecca.Garcia@iowa.gov 
 

Natalie Scarpino 
Community Specialist 

515-281-7215 
Natalie.Scarpino@iowa.gov 
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