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Online Claims Submission Guide 

Using 

www.iowagrants.gov 

 



After you have gone to the event or 
when your project is completed: 

 You will need to make a request for 
reimbursement 

2 



Go to www.iowagrants.gov 
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Put in your Account ID and Password 
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Click on “My Grants” 



 
 

  • You will see a list of 
your Grants  (Current 
Awards) that have 
been approved.  
 

•Click on “Claims” 

Getting to your account 
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Click on the 
correct Claim 
Number that 
you wish to 
complete a 
request for 
reimbursement. 
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Instructions 
walk you 
through each of 
the components 
under your 
Claim you need 
to complete. 



Click on GAX Form 
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Print the form and sign the claimant’s certification box.   
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Mail signed 
form to: 
 
Lisa Longman 
Iowa Economic  Development Authority 

International Trade 
200 East Grand Ave 
Des Moines, IA  50309 

Follow up in 4-5 working 
days, to make sure your 
signed GAX form was 
received. 
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Final Report form 
must be completed.   
This information is 
very important to 
complete accurately 
as the data is 
reported, in the 
aggregate, to reflect 
results of the program 
to the Iowa legislature 
and the public in 
support of funding the 
program. 
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Click “Edit” 
To complete the 
Final Report 
form. 
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This is what 
the final 
report form 
looks like 
when you Edit 
the Final 
Report. 

Click “Save” 
when you are 
finished. 
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After you have 
completed the 
form, select “Mark 
as Complete” 
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Next, click on 
Reimbursement 
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Type in the maximum 
dollar amount as  
Indicated in your  
Grant agreement.   
 
Then click Save. 

Click Edit at the top 
to enter the amount. 
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Click “Mark as 
Complete” 
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Upload a copy of any 
receipts you would like 
considered for 
reimbursement.   
 
For events: DO NOT 
SUBMIT AIRFARE, 
MEALS OR LODGING. 
 
For PTAP, upload a copy 
of the final payment 
with the Service 
Provider.  
 
You will want to save all 
the receipts in one file 
to upload. 



Example: Claims 
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Upload a document 
by clicking on the 
browse button and 
then selecting the 
document you wish 
to upload. 

You MUST include a 
description. 



21 

Be sure to select 
“Mark as 
Complete” 
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After all the forms 
have a check mark 
under the 
Complete? Column, 
you are ready to 
“Submit” your 
claim. 
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You will 
receive a 
pop-up that 
explains that 
all sections 
will be 
locked and 
you can no 
longer edit. 
 
Click OK to 
continue 
submitting 
the claim. 
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You will receive a confirmation that your claim has been submitted. 



 Questions regarding the ETAP, DTAP or PTAP 
application information, please contact:   

 Lisa Longman, Financial Assistance Administrator 
 lisa.longman@iowa.gov 
 515-725-3139  

    or 
 

 Technical questions for submitting application 
using iowagrants.gov, please contact: 
Tena Malone, Customer Technical Support 

 tena.malone@dullestech.com 
 515-249-9139  
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