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Registration

Https://ieda.force.com

First-time users (to ieda.force.com) must register as a user of the International Grant Application
System. Click on “Sign Up” in the lower right corner under the Log In button.
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Next, applicants are encouraged to complete ALL fields of the registration form. Applicants need
the COMPANY’S TAX ID NUMBER to register. Required fields are noted in red and MUST be
completed in order to “Submit” the registration.

£ Ic . WA If the contact’s address is
the same as the company
address, check this box.

/ The system will
automatically populate

the information.

Complete = |
column down,
then proceed to

the second : =
column. -
—__
Note: The Contact E-mail provided will be
the e-mail where all correspondence
regarding this application/grant, will be sent.

Once submitted, applicant will receive this message:
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Your registration has been received and will be reviewed shortly
You will be notified when this process is complete

For more information about the Intemational Trade Office services and programs:
wowacconomicdevelopment com/exports




Applicants will receive an e-mail (to the e-mail provided on the registration form), indicating the
registration was received and will be processed within two business days.

If an e-mail similar to the one below is not received, applicants should check the spam/junk folder.
Otherwise, contact etap@iowa.gov or phone 515.725.3139.

1 WA

L.

We have successfully received your request for access to
the i Trade Grant ication System. Please
allow up to two (2) business days to process your request.

An email will be sent to lisa longman@@gmail.com notifying
you of the app ial of your regi i

If you do not receive your email within two business days,
please contact us at etap@icwa.gov or call 515.725.3134.

IOWA ECONOMIC DEVELOPMENT AUTHORITY
200 East Grand Avenue | Des Moines, lowa 50309
PH: 515.725.3139

Approved applicants will receive a welcome e-mail providing a link to create a password. If you do
not receive this email within two business days, please notify us at etap@iowa.gov.

1C WA

HiL

Welcome bo the Irfemational Grard Appbeation System! St your appheation bere hilps (e forte comilogn?
coivpGackT, wODNVFlaR Vidmutgh by Aot KprysnpX ROnC 215 SEDMnaWh JOX AP xCORIZEEtnMkk J0

Username: s kngmanSiigmal com
(Yo will be prompled 1o Change Your Password)

The attached step-by-step instructions, inchuding . will ssist you the process. It includes @ checklist
herve all the submitled pleto the

Throe additional forms are also attached that need completed for inclusion with the applcation

1. Completod Export Assessment form

2 Cestification of Debarment form

3 Cerification of a Small Business Concern form

Finally, please raview the atiached Terms and Condtions for receiving a grant through the Intemalional Trade Office

If you require further assistance, please contact the Intermnational Trade Office at 515 725 3139 or a-mail o

INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED. Please review the Information &
Documentation Checklist (in Appendix) before proceeding.




Application

(See Information & Documentation Checklist (in Appendix) before starting.)

Access the Log In from your “Welcome to the International Trade Grant Application System” e-mail.
You will be prompted to create a password prior to your first Log In using the “Change Your
Password” screen.

O_cEN
10 WA
Enter new
password. E
Select
swnas 44— Change
Password
Select Create New Grant Application.
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There are three steps required to submit an application:

A. Complete Application Fields
B. Required Documentation
C. “Submit for Approval”

Complete Applications include both:
A. Completed Application
B. Uploading support documentation to the Notes & Attachments section




A. Complete all Fields on Application

Fields marked in red are required. You will not be able to save the application without completing
these fields.

— Use the lookup button to search for your
doiodoilsooned — Company Account. This will search for the
— : e company name used during registration.

i :
— ‘ﬂ'—.. |.__‘_. a

™= A small pop up provides detailed
information on the field when hovering
over the small question icon next to the
o —— rerem—— field name.

i

Additional field definitions are available on the Application Field Definitions page (Appendix).

“After Step 8 of 9: Authorization,” save the application. Applicants will return to the last step after
uploading the required documentation. After saving the application, scroll down under the
application to the “Notes & Attachments” section (this section only appears under the Application
section after saving the applicaton).

S 3 o 8 st iy




B. Required Documentation (refer to Information & Documentation Checklist (Appendix) for complete list)

Confirm that the application has
been saved.

Scroll down the page to the Notes & Attachments section, select Attach File. Multiple files can be
attached.

Step #1: Select Choose File and browse to select the first file to upload. The document name should
appear next to Choose File to confirm the correct document has been selected.

Step #2: Select Attach File, to attach the file. The name of the file uploaded is shown under the green
bar entitled “You have just uploaded the following File” as noted below, to confirm the document
was uploaded.

Repeat Steps 1 & 2 for all six documents. The name of each uploaded file should appear under the
green bar. When finished, select Done (#3 on the screen).

- - D o-cEN
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hsalin File name displays here when
e & | SELECTED.

....‘........- File name displays here
after UPLOADED.




Return to the Notes & Attachments section to confirm the list of ALL documents uploaded as shown
below. This is where you will see the running list of documents uploaded.

NOTE: Be sure to upload ALL required documentation and complete all fields. INCOMPLETE
APPLICATIONS WILL NOT BE CONSIDERED. Please review the Information & Documentation
Checklist (Appendix) before proceeding.

[T ——

After uploading all six of the required documents, click on Edit to finalize the application.

Mark each box in the last application
section, indicating that the required
documents have been uploaded.

Click save after checking the boxes
confirming the required documents have
been attached.




C. Submit for Approval: Applicant(s) must Submit for the application to be processed.

Confirm application is complete:

A. All fields in the application are completed.

B. All SIX required documents are uploaded under Notes & Attachments.

C. Select “Submit for Approval”. The following message will pop up to notify applicants that
they will not be able to edit the application or documentation once submitted. Click OK.

oo omm
e &

iedadev-iedadev.cs43 force.com says:

Once you submit this record for approval, you might not be
able to edit it or recall it from the approval process
depending on your settings. Continue?

Log out

Click your name in the upper right corner; a menu should appear allowing you to Logout.
. - O-SEN
t i“WA /'
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Check the status of the Application

Log into https://ieda.force.com

To check the status of the application, click on the Application number.

- O_-cEN
|- . WA R Status:
P “Pending Approval” - if
ST : application has not yet been
- approved.

“Closed-Approved” if the
application has been approved
and is now a Grant. Next step
is to accept the grant (see next
section).

Once approved, applicants should receive an e-mail with instructions
regarding how to accept the grant. The grant must be accepted prior
to the event; if the e-mail notification is not received within two
weeks of submitting an application or within a week prior to the
event, e-mail etap@iowa.gov or call 515.725.3139.




Application Approval/Denial

After submitting a completed application, applicants receive email notice once the application has
been through the approval process. Typically, this process can take up to two weeks.

A. Approval

Approved applicants will receive e-mail notification indicating the application has been approved.
To accept, follow the instructions in the email within 10 days of receiving the email to secure funds.

Grand tab in kRt comer. Click
Aftachments There will be
Prind.

and thisemi urder Noles & Attachmants

ance

fistiuctions 1o help gusde you. i you need any a:
ntact the 57253130 or email

ntemabonal Trade Office at 51

B. Denial

Denied applicants will receive an e-mail indicating the reason for denial. Some examples may
include, but are not limited to:

1. Application or documentation was incomplete
2. Event takes place outside the funding period
3. Company is ineligible

Details regarding the denial may be requested by e-mail to etap@iowa.gov.

10



Accepting a Grant (BEFORE THE EVENT)

In order to accept a grant, follow the instructions included in the approval e-mail within 10 days of

the e-mail date.

1 WA

Thank you for submitting a

{ICompany_Grant__c Fiscal_Year_Grant_Allocation__c} appscabon for

{ICompary_Grant__c Event_Nama_c] Your application hs buen spproved
To accept the grant. the next steps you wil need bo take now ae

On Company Grant tab in lefl comer. Click
w10 Notes & Aftachments. There will be

¥ the lowa Exporter
1d 1ake @ pholo of your overall booth

praphic in your bo
with tnits. sgnage visibie g L
o @ clairn for e

e avalabie af

requast, just omail us o etapgiowa gov.
4. When you return from t ewend, kog in, complete and subm the clam for
reimbuEsement

Altached are thi mstruchons to hilp gusde you. I you eed any assistance
along the way, contact the Intematonal Trade Office at 515.725.3139 or amail
alapdhicwn goy

MOV ECONOMIC DEVELOPMENT ALTHORITY

200 East Grand Avenve | s Moines, lowa 50209

Emavconomitdevsopment com/siports

First, select the Company Grant tab.
Second, click “Go” - this updates the view to show all grants rather than just the most recent.

L i ki

Select the Grant Number: If your Grant is not listed, return to the Grant Applications tab and click on the
Application number. When the application comes up, scroll to the bottom of the page under the Company
Grants section where your Grant number should be visible. Select the Grant Number. This will then move it to

the Company Grants page.

11



Scroll to “Notes & Attachments” and
click on the Title.

]
T R e
f = inomiiis s+ 8
it cn g o
1WA

ot s oy

0 GAK ard Geant Agreement - POF ~ 2016-07-07 04_580m pat

Select View file

(Note: Grant & GAX will not say “SAMPLE”

on it.) Select the printer icon to print.

12



Sign the Grant Agreement and “GAX” form. Do not complete any information on the GAX form, only
sign in the Claimant’s Certification box (middle of form). The GAX form serves as the required
signature to the claim applicants submit online following the event.

i STATE OF IOWA
GENERAL ACCOUNTING EXPENDITURE J—Boc
1 | T : |
: e — 11

e o
[ommen— o oy v o per
Request for payment Lader,
[Contract: (SCanttaciHumserh
Hame of Evant and Location
1$Eventtams}
(SEvaniLocation]
Date of
ASExveniCateStanidate_frmal miey")
{SExaniCateEncidate_farmat. m'd v}
IECA agreed o pay up o
S{SFYMaxPaymant|number_farmat:2}
fio the contracior under inems of the
JEDA Grant Agresmant

| CODE OR CHAPTER SECTION(S]
 KIITHORITTE SHCRATURE T

T T T —

To return to the Grant, click the grant number.

| = Py (e r——
[+ cn

IOWA. AL

R sy

e L

I
GAX and Grant Agreement - POF ~ 2016-07-07 04_SBpm. pat

£ St ot s, * |

b et

Scan the signed Grant Agreement & GAX form to upl;-oad the electronic file.

|

WA ——
| == In the Company Grant, under
e - i Notes & Attachments, click

st R the Attach File button.

[ ——




Click on the Choose File button and select the scanned file.

[y
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When selected, the name of the file will appear to the right of the Choose File button.
Click the Attach File button to attach the file to the grant.

e b Gy o O
A T e e i st ipigpenors LT3l Lo P oA e
10 WA = — -
e et
| & Attach Fii to Company Grant 201704616

o A e ot 2 -
|~ ; —

When the file is attached, the name will appear under the green bar. Click Done.

e
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A message indicating the file was uploaded is shown in the yellow bar at the top. The attachment
will be listed under Notes & Attachments.

oO_cEN
e =l
201704816

47

Cxmpamy e ey

Lo R R

Once the signed Grant Agreement and GAX form have been uploaded, e-mail etap@iowa.gov to

notify the IEDA that the signed grant has been uploaded. This step must be completed prior to the
event.

Log Out

. lc. WA - ”

| = el L
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At The Event

Grants received for exhibiting at a trade show MUST display the most current lowa Exporter graphic
in a prominent place in the booth. A photo of the overall booth, with this signage visible, must be
submitted after the event as part of the claim for reimbursement. Failure to provide this could void
the grant.

The current Iowa Exporter ID graphic is available in .pdf at iowaeconomicdevelopment.com/IFA in
the Resources box. Additional file formats may be provided upon request. E-mail etap@iowa.gov to
request the desired format.

Graphic looks like (this is a partial view of the graphic):

I WA

USA

exporter

moll Business Administration

IO OWA SBA(

Your Small Business Resource
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After the Event

If trade show: Photograph and keep the photo of the booth with the Iowa Exporter graphic visible.
Collect the receipts to be considered for reimbursement.

Receipts:

- Trade Show:
o Booth rental
Booth furnishings (carpet, chairs, tables, utilities for booth, set up of booth at show
site - does not include printing of materials for show)
o Shipping of materials to and from show site
o Interpreter, if necessary
- Trade Mission:
o Shipping of materials to and from destination
o Interpreter, if not covered in the event participation fee

Do not submit receipts for airfare, meals and lodging. Airfare is not eligible under the programs. A
per diem for one employee, for the duration of the event, will automatically be added if
reimbursement has not reached the maximum amount. (U.S. Dept. of State per diem rate for the
location event is held.)

Once the recipient has all of the electronic receipts and a photo of your booth (if trade show), it’s
time to complete a claim for reimbursement.

1. Log into http://ieda.force.com

2. Select Company Grant tab

ssssss

E
Ei
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Under Company Claims section, click “New Company Claim” button.

- 5 - - = Login [rm— L] - |
«-ca datorccom e =

If there is more than one receipt
in a category, enter the total of
all receipts for that category in
the Expense Amount. Confirm

St all receipts have been uploaded

. in the Notes & Attachments
section supporting the total
entered.

Company clam Ean
New Company Claim

Fill in the Expense Date (receipt date - or first receipt date if multiple receipts) and amount. Some
trade show booths are quite costly so if the booth expense category is $5,400 or higher, enter only
one claim for booth expense. (The maximum reimbursement will be reached with this one expense.)

If the first expense is less than $5,400 and additional expenses were incurred, click Save & New to
enter the additional items.

5 Ui Saletoiea ™%V @ Copary Grank 84S %Y @ Lo Salfoiee %) @ Company Clam £ O _ SN
ip//ledaforce.com - M& =

"g;‘ﬁb’any Claim

Company Claim Edit save | save . e | Cances

Information 1 = Feobed icmaton

‘System Information
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Verify the claim is saved in the yellow bar.

R W GG | Silesfoice’ ) @ Company Claim: € x

540000
3403000

by K HIL 812001 148 PW

2_sER

M b=

Next, upload the receipts for the expenses entered under Notes & Attachments (steps are the same
as the Application documents). Expenses without a receipt cannot be reimbursed. Also, if the receipt
is in another currency, please note the exchange rate and the total in $USD on each receipt.

R — —
5G] B e —
1CIWA -
&

Ifteimistional Trade s e LBgin | Salesierca IS @ Atach File o Comp. x IO
« C i 8 hupsy//iedaforce.com/p/a

Grant Applications | Company Granis

Attach File to Company Grant 4617

The selected file will be displayed to the right of the Choose File button.
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Click Attach File.

File will then show under the green bar “You have just uploaded the following file.” This will only
show the last document uploaded.

al Tra alestarce Attach File - inten: x (O
fi 8 hiips//iedaforce.com G =
1€ WA s

Grant Applications | Company Grants

Attach File

X i
=ie e
o R R T T TR /

Name  GIEBErpo.pdl

Repeat Choose File and Attach File until each file has been uploaded. When finished, click Done.

Confirmation that the documents were uploaded will appear in the top yellow bar. Verify under
Notes & Attachments that all of the uploaded documents appear.

sgin | Salesforce ® Company Gram
«+ceH iedaforcesam
ot pplications | Catmgany Giasta

foreti e /
.

 topin  Slesfore ® Company Clim € '] B . aEm
me s

Lastly, complete the “Immediate Survey.” This provides the results from the event, which are used to
report on the impact of utilizing state/federal funds.

Under the Surveys component, click the Survey Number (Survey Type will be “Immediate”).

o . o
16 =
EemeTy - =~ _ T m—

Complete the applicable fields. Click on the edit button at the top if the fields aren’t available for
editing. Click Save when finished.

20



Survey a0
5-098598

Survey Edit S | | Sawe & Mew | Cament
Inbormation
Survey Wumber 509455 Commants
Sates Agenta o Distribaton Sgeet | SarveyRecemeaue |anzee]
Jeien Vesmure Pariners Sgned Total Cont 1o Puricisats
Licansess Sgesd Tmas sdrees iy bongang sl com
Saen Lowds Went Survey Bominder Dot @OZ018 | Q20008

Event Lales (A1 & Snce} Survey LeniDate \adms

Pleasa list any L " ke us 10

Ploavs list any educaional topica you would ke 1 s addiessed in the futur

[Eo——

When finished entering each claim and uploading the receipts, Submit the claim for approval in
order for the claim to be processed.

1
=

ieda.force.com says: . .
y Once the claim has been submitted,

* | it will be locked from editing.

Once you submit this record for approval, you might not bg
able to edit it or recall it from the approval process
depending on your settings. Continue?

In the Status field, confirm the claim submitted.

imatonil Trade - » T @ Logn | Eieulos  #) @ Comaay St 46« @0 Cinkom Object . o oEl
€ 5 C & 8peimslorncm ne =

1C WA -
st (R

This claim is finished and ready to Logout.



I WA . INFORMATION & DOCUMENTATION

CHECKLIST

REQUIRED DOCUMENTATION

All six documents are required. Forms 1-3 are available at iowaeconomicdevelopment.com/IFA in the Resources box.

1. Export Assessment form (dated within past 12 months)

2. Certification of Small Business Concern (signed and dated within past six months)

3. Certification of Debarment (signed and dated within past six months)

4. Proof of actual payment (i.e. copy of the check, invoice showing a payment, receipt from organizer, etc.)
5. Product Brochure

6. Event General Information (if DTAP, proof of international focus such as number of international
attendees/number of countries represented, etc.)

APPLICATION INFORMATION

Company Name
Grant Contact Name
Funding Opportunity Type: (ETAP, DTAP - program applying for)
Total Number of Employees (including parent/subsidiary)
Total Number of Employees employed in Iowa
Is your company new to exporting (began within last 12 months or rarely exported)
If trade show:
Is this your company’s first time exhibiting at this trade show?
What percentage of the booth is dedicated to your company’s products?
Cost: If a trade show, booth space cost
If trade mission, participation fee
If PTAP, cost of contractor
Event Name and Location (city/state/country)
Event Start Date and End Date (actual show dates, excluding travel or set up)
Event Website
Name of traveler to the event
What are the objectives for exhibiting (multiple choice, can choose more than one):
Market Research
Immediate sales
Exposure to new business contacts
Finding sales agent(s) or distributor
Finding joint venture partners
Finding licensee(s)
What country(ies) outside the U.S. will be targeted at this event?
Which of these markets will be:
New market for our company
New products to this market
Neither
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Will exhibiting have a positive or negative minority impact? (Typically, this does not apply.)

Application Field Definitions

Company Account - Type in your company name as used in your registration. When your company
appears, select it. Or, use the lookup button to search for your Company Account.

Total Employees - This should include parent company and any other relationships which have a
direct impact on your company’s operation decisions.

Number of Employees in Iowa - This should be the number of company employees employed in
Iowa.

Company New to Exporting - Select “yes” if your company has only exported within the last year or
has rarely exported as a result of an order.

First Time Participating in Event - Select “yes” or “no”.

Receive Other State of Federal Funding - Select “yes” or “no” if you are receiving any other funds

to help you participate in this event. (examples include Food Export Association of the Midwest, U.S. Department
of Commerce, etc.)

Funding Opportunity type - Select program. (ETAP, DTAP, etc.)

Event Type - Select Event Type. (trade show, trade mission, etc.)

Event Name - Enter the official name of the event.

Event Website - Enter the full url for the event’s official website.

Event Location - Include city, state/province, zip/postal code, country.

Will Iowa Staff Travel - Select “yes” or “no”. (AnIowa-based employee isn’t required to staff the event/travel.)

Event Start Date & End Date -These must be the official start and end dates of the event. Do not
include additional travel or set up days.

Booth/Participation Fee - Include estimated booth space rental cost for a trade show or
participation fee for a trade mission.

% of Booth - Applicable for trade shows only, enter 100 percent if booth is not shared with any
other company. If booth will be shared, indicate your company’s percentage of the booth. This is
required field, so if you are applying for assistance outside of a trade show, please enter 0.

Objectives - Select your objectives for participating and click on the right arrow to add them to the
list. Select as many as you wish.

Complete remaining steps. When all fields are complete, SAVE at the bottom or top of the form.
** Do NOT use save & new. ***

If you have questions regarding the application process, e-mail etap@iowa.gov.
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