Reimbursement Request Login Instructions
For MPO/RPA

Part 17 Obtain a State of lowa Enterprise A&A account

To access the MPO/RPA Reimbursement Request funding reporting system, you will need an
Enterprise A&A account. The Enterprise A&A account andardized way for the State of
lowa to verify the identity of individual users of secure web applications.

If you already have an account, you may skip this section. Many state agencies, including the
lowa DOT, already use the Enterprise A&A systerpriavide access to secure web applications.

If you already have an Enterprise A&A account for one of these web applications, you may use
the same account ID and password for the MPO/RPA Reimbursement Request system.

If you do not have an Enterprise A&A&@ount, follow the steps below to obtain one.

1. Openthe Reimbursement Request A&A sign in page, as shown. Then clgigomn.
https://secure.iowadot.gov/ReimbursementRequesitiht.aspx
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- Can be submitted either monthly or quarterly. If you choose to change the time period in which you submit, please contact the
lowa Department of Transportation’s Office of Systems Planning at 515-239-1664.

Must be submitted within 30 days after the end of the quarter or month in which activities occurred.
Mustinclude detail of each work element.
If duplication occurs for certain work activities, itis acceptable to duplicate language in progress report (e.g., prepared
information for monthly Policy Board meeting).
Itis not acceptable to duplicate descriptions for work activities in which progression of work should occur (e.g., working on
the Long Range Transportation Plan update). More detail would be needed explaining the specific activities that occurred
during that quarter or month that were different from the prior quarter or month.
Mustinclude detail of indirect costs.

a. Ifyour agency does not use a fixed indirect cost rate, supplemental information must be attached to the progress report

itemizing the indirect cost charges for that quarter or month.
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https://secure.iowadot.gov/ReimbursementRequest/Default.aspx

2. Click on ACreate an Accounto from the
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Reimbursement Request for RTPP here.

Enter your Account Id and password to sign into Iowa DOT -
Reimbursement Request for RTPP.

Account Id:

Password:

Account Id Examples:

Public User Account Format
+ firstname.lastname@iowaid

State Employee Account Formats
* firstname.lastname@iowa.gov
« If you do not have an @iowa.gov account use your email address.

Need an Account?
Forgot Password?
Forgot 1d?

Contact the DAS-ITE Service Desk if you need personal assistance.
Email: ITE.Servicedesk®@iowa.gev Phone: 515-281-5703 or 1-800-532-1174
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3. Enter your first and | ast name

[ Enterprise ABA Service - S50 Logon
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Create an account for Towa DOT - Reimbursement Request for
RTPP here.

Sign up now to get credentials you can use for ITowa DOT -

Reimbursement Request for RTPP and at other Enterprise A&A
enabled sites.

First Name: Shearer

Last Name: Cindy

Possibly have an account already?
Click here for a listing of all A% enabled applications. If you created an
account for any of these applications you don't need to create a new
account.

Before Beginning:

* You must have a valid email address.
* Your ABA Account ID may not contain profanity or special characters.

* You will be required to complete some Security Baseline Questions
and Answers.

Contact the DAS-ITE Service Desk if you need personal assistance.
Email: [TE.Servicedesk@iowa.gov Phone: 515-281-5703 or 1-800-532-1174

You are looking at S50 Logon
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4. The systenwill automatically filkin the Account ID field. Complete this page by entering
your email address and click the ASave Accou
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Account Id: CINDY.SHEARER @IOWAID

First Name: [Gindy

ast Name: |5|.eam,

Email: csheareri@marykay.com

onfirm Email: csheareri@marykay.com

Save Account Details | [cancel |
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5. You will see this box once you have saved your account details. Hit the Ok button.
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You are about to register for a new account using the Account Id located at the top of the form.
All spaces and most special characters will be stripped from your Account Id.

Click the ? image found at the top of the form for help information.

Do you want to continue with your registration?




6. They system will process your Account ID. When finished you will be presented with a
screen informing you that your account is being processed agmahwill be sent to your
e-mail address that will provide you with instructions to validate your account information,
as shown below:



