My Inbox

From your Home screen the My Inbox will be located at the top of your screen in
the Menu Bar.

# & # -~ (M accounts ~ N, prOJECTS + $ FNances ~ Q

If you have mail in your Inbox, you will not see the icon. Instead you will see a
yellow circle with a number which indicates the number of unread messages. This
will give you a preview of the ten most recent messages.
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To see all the items in your Inbox click on the area highlighted in red below “Click
here to see all 2 items in your inbox.” This number will change depending on the
number of items in your Inbox.
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Click he all 2 items in your inbox

Project #4390 - Memorial Sth Advanced by John Lecheler Mar 11, 2019 4:46PM

The items will display. The items are hyperlinked, so you can click anywhere on a
particular line to navigate to that that item.

% Dismiss Selected
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% My Inbox > & my inbox ‘
» My Inbox
Dealt With Quick Search 2resuls - 8] &
Delayed O & Date Action From Item Days
Notes
Pearice] O Mar 11,2019 4:46 pm  Advanced to 11)...  John Lecheler Project Closeout #2 - 1791 (PA) / Any Texas To... o
e O Mar 11,2019 3:34pm  Advanced to 6) John Lecheler Account Closeout #1 - 4223 (PA)/ Any Texas To a
os| Drafts -
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The selected item will display.

# © - # - (M accowrs ~ N, prosECTs ~  $ mances ~ Q Maria Salazar logged in as

4223 Severe Storms, Tomadoes, Straigh Any Texas Town Account for 4223 (PA) Any Toxas Town

-’L':'. Advance Return -
= | summary »
@ Deliverables - 9 Grant .
3 Form [] Assigned Request number and entered the Account Closeout request into the 4223 Severe Storms, Tornadoes,
database Straight-line Winds, and Flooding
Public Assistance
Notes [T] Mote was created in GMS with suspense log number Declared: May 29, 2015
Emergency Deadline: November 29, 2015
= - View All Completed Deliverables Permanent Deadline: November 29, 2016
ocumel
& Workflow Account Closeout Details = ' Applicant .
= This form notifies the State that all work for this disaster is complete and all requested Any Texas Town
) History funding has been received. Sherman County (5 - Northwest Texas
Region Region)
FIPS # 000-TESTO-00
Approved Completion (Submitted as Oct 19, 2018) State # 90052 FEIN # 111111111
Date: Vendor #
DUNS # 111222333
. . Type: City
Comments: Anér 'Lexas Townds clozeogl w‘orl_dlaws hivg b[?;ndggged PhysicalMalling 1 Longhorm Drive
::D(}Iu:lyare ready to begin clesing out their Sherman, TX

Drafts

If a form was saved for later retrieval, it will be under the My Inbox menu. Click
“Drafts” on the left side menu to retrieve the form.
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The Draft documents will display. Select the item that you wish to retrieve (items

are hyperlinked), and the system will navigate to that item.

My Inbox

£ My Inbox b/ Drafts

Quick Search

gresuts Y ) 5

Re-Assigned  Days

& Shared Inbox
a Created Date tem
&/ Drafts > Imarza 20193:29 pm Appeal - 9999 (PA) / Any Texas Town 0]
B Sentiems Jan 9, 2019 11:03am Project Closeout - 9999 (PA) / Any Texass Town / Project #74 - EXP Asbestos Abatement and E (L, Cat B)
Dec 18, 2018 1:13 pm Project Closeout - 9999 (PA) / Any Texas Town / Project #74 - EXP Asbestos Abatement and E (L, Cat B)

Once the desired item is open, changes can be made and additional documents
can be added by clicking the “Add Document” button at the bottom of the page.

Make sure to complete all of the Deliverables prior to submitting any form.

Add Document

No Uploaded Documents
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