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                                                     Agency Reports

The Agency Reports System provides a list of the reports required by the Iowa Code or Acts to be submitted to the General Assembly. This interface allows you to submit required reports. Your submitted reports will be reviewed by the legislative librarian and then published. Publication will distribute the report to the required recipients and to the Legislative website. If the legislative librarian notes an issue or has a question, the report status will indicate “Rejected” until the issue is resolved. If you have any questions regarding the system, please contact the Help Desk at (515) 281-6506.

The applicable Iowa Code section reads:
7A.11A Reports to the general assembly.
All reports required to be filed with the general assembly by a state department or agency shall be filed by delivering one copy in electronic format as prescribed by the secretary of the senate and the chief clerk of the house.
To Begin:
URL – https://www.legis.iowa.gov/APPS/webApplications.aspx, then click the Agency Reports link.
· Or click the Applications link at the bottom of the Legislative website home page (https://www.legis.iowa.gov) and then click the link for Agency Reports.



To log in to the Agency Reports System:
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Your user name is your email address.  (Ex: john.smith@legis.state.ia.us)  Enter your User Name and Password and click Submit.  

If you have never used the system or have forgotten your password, follow the instructions below on resetting your password.

To reset your password:

1. Click on the Reset Password link on the login screen to reset your password.  New users will also use this link to get a password to log in to the system the first time.
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2. Enter your email address as your User Name and then hit the Submit button.  This will send an email to the address you have entered.  The email message will contain instructions on completing the reset password process.  The email you receive will look like the one below:
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*You must click the link found in the email (above) to continue with resetting your password.  After clicking the link, you will be taken to the screen below:
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These are the password criteria.  As each criterion is met, it will turn green.  Make sure you meet the criteria and the passwords match.












3. Type and confirm your new password, then click the Submit button to finish the process.

4. After clicking the Submit button, you will have successfully completed the process.  You may now log on to the system.













To file a report:

1. The name of the agency you represent will be displayed automatically.  A list of the reports required for that agency will appear on the page.  See below:
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Use this key for an explanation of what various symbols next to the reports mean.
Click on the Authority link to view the authority that states you must/may file the report.





















2. To begin, click on the Report Name of the report you wish to submit.

· Clicking on the Report Name will give you more details about that report.  You will be able to see when the period begins for the report, the report due date, the date the report was submitted (if applicable) and the current status of the report.  See below:
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· Click on the link under the Status column to enter the information required to submit the report.  (See the circled link above.)













[bookmark: _GoBack]
3. You will then be taken to the Report Detail page.  This page will auto-fill with most of the information required; however, this page gives you an opportunity to upload a file dealing with the report and/or to add any submission notes.
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All of this information will be auto-filled for you.

To upload a file, click the Browse button and choose the file you wish to attach to the report.  Select the document and click the Open button.  Click the Upload button after you have made your selection.







Enter any information you would like to include about the report here.  Please keep your notes fairly brief, as you are only allowed 256 characters maximum.














The following file types are accepted by the system:	
· Word Documents (.doc or .docx)
· Portable Document Format (.pdf)
· PowerPoint Presentations (.ppt or .pptx)
· Rich Text Format File (.rtf)
· Text File (.txt)
· Excel Worksheets (.xls or .xlsx)

Note:  You may only upload one file per report.  If you have more information that you wish to include, you may write that in the Submission Notes section.

*You must upload a file OR enter submission notes for the report.  You may do both, but you must do one or the other in order to submit the report.

**Reports must be submitted individually.  If one file needs to be uploaded for multiple reports or agencies, you must submit the file for each report individually.









4. Once you have entered the required information, check the box next to “Confirm” and hit the Submit button.
(See below.)
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*Please note that once you have submitted the report, you will no longer be able to make changes to the file.  If you have made an error and have already submitted the report, please contact the Webmaster of the General Assembly website at: webmaster@legis.iowa.gov for assistance.

Once you have submitted your report, you will be taken back to the Reports Due tab.  Click the name of the report you just submitted, and you will see the status of the report has changed from “Open” to “Submitted” and the date that you submitted the report will also be visible.  (See below.)
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You have now finished submitting this agency report.


Here are the various statuses your report may go through:
	Open: You may submit this report.

	Submitted: Your report has been submitted and is awaiting approval and/or publishing.

	Accepted: Your report has been accepted and sent to designated receivers per Code/Act (for example, Governor’s    
                  office).

	Published: Your report has been published to the website (https://www.legis.iowa.gov/LSAReports/reportsFiled.aspx) 
                   and sent out to the public LISTSERV.

	Rejected: Your report has been rejected for some reason. Please read any attached notes and resubmit.


























To view your published reports on the General Assembly website:

Go to the home page (www.legis.iowa.gov), click on the LSA Publications tab along the top of the screen, then click on the “Other Resources” link along the left-hand side of the screen and click the “Reports Filed with General Assembly” link on the page.  Or click this link:  https://www.legis.iowa.gov/LSAReports/reportsFiled.aspx. 

You will see the page below:

[image: ]
You may view only a specific department’s reports by choosing the department name from the drop-down menu.




You may also view all of the reports filed during a given year by choosing that year from the drop-down menu.




















Click on the Report Name to pull up more information about that report.	




























To subscribe to receive Agency Reports automatically as they are published:

Go to the General Assembly website (www.legis.iowa.gov), click the Subscriptions link at the bottom of the webpage and then click the Agency Reports link along the left-hand side of the screen.  (See below.)
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Choose the Agency Report(s) you wish to subscribe to by checking the box in front of each report.  Enter your email address and click the Subscribe button.

You will then receive the Agency Reports you subscribed to automatically as they are published via email.
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