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Registering with the WebGrants System

Note: If you do not have an email address, you must create one before registering. You can
sign up for a free email account using one of these services:

e Gmail

e Yahoo Mail
e Outlook

e AOL Mail

You will need this email address to complete your WebGrants registration.

Step 1: Visit the WebGrants registration/login page at
https://vdacs.webgrantscloud.com/index.do

On the Login page, click on “Click here to Register”

& Login

A Enter your user id and password

User ID
Password
Forgot User ID? Reset Password?

Click here to Register |



https://mail.google.com/
https://mail.yahoo.com/
https://outlook.live.com/
https://mail.aol.com/
https://vdacs.webgrantscloud.com/index.do
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Step 2: On the Registration page,

Enter the Personal Contact and Organization Information requested.
All required fields are shown with a Red Asterisk *.

& Registration & e

Personnel Contact Information

Please note that fields in red font with an asterisk indicates a required field. Any non-required, black font, fields can be skipped.

Name*:

First Name Middle Last Name
First Name Middle Name Last Name
Title: Title
Er= il Email
Address™: Address 1
Address 2
Address 3
City Virginia - | | Zip
City State/Province Postal Code/Zip
BhoRep Phone Ext
Phone Ext.
Fax: Fax

What Program are you most interested in? This information is used to process your registration and does not restrict your ability to apply for other programs

Program Area of Interest*™:

Copy Personal Information to Yes n
Organization?:

-
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Organization Information
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Business Name™: Name

Organization Type*:

Tax ID Type™:

Organization Website: URL

Address*:

Address
City Virginia Zip
; . Postal Code/Zip
City State/Province
Bhoney: Phone Ext
R Ext
Eax Fax
R
Upload your W-9 form
W-9 Form™: Select file
Please attach a W-9 for any additional business entity.
Additional Business Entity 1: Select file
Please attach a W-9 for any additional business entity.
Addition Business Entity 2: Select file
Please attach a W-9 for any additional business entity.
Additional Business Entity 3: Select file
Captcha™
™
D I'm not a robot

1eCARTCHA

Frivacy - Temns

B Save Registration Information

When complete, click Save Registration Information at the top or bottom of the page.
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Step 3: You will receive a confirmation of your registration with the message that an alert

notification has been sent to your email address.

Thank you for registering.
A confirmation notice has been sent to your email address

After your registration is approved, you will receive an email notification with a link to log inte WebGrants - Dulles Technelogy using your confirmed credentials.
You may now return to the log in screen.

You will receive an email alert similar to the alert below.

From: send.mail@dullestech.com <send.mail@dullestech.com>
Sent: Saturday, March 28, 2020 10:28 AM

To: john.smith@dullestech.com

Subject: WebGrants - Dulles Technology - New User Registration

#*%%% Do Not Respond to This Email ****
Dear John Smith,
Thank you for registering with WebGrants - Dulles Technology.

Your registration is currently under review, if approved, you will receive a confirmation email with your user id and
password.

Registration review may take several business days.
Thank you for your patience.

You may now log into the WebGrants system at the following location:
http://www.dullestech.com

After your registration is approved, you will receive 2 separate email notifications with your
assigned User ID and temporary password similar to the alerts below. Each email provides
the URL for logging into WebGrants.
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Email with assigned user ID

From: send.mail@dullestech.com <send.mail@dullestech.com=>
Sent: Saturday, March 28, 2020 10:31 AM

To: john.smith@dullestech.com

Subject: WebGrants - Dulles Technology - Approved Registration

*¥k%k Do Not Fespond to This Email ¥x%*x
Dear John Smith,
Your new registration with WebGrants - Dulles Technology has been REpproved.

Your user id is below:
User id: Jjsmithl

Your temporary password will be sent in a separate email.

You may now log into the WebGrants system at the following location:
http://www.dullestech. com/

Email with temporary password

From: send.mail@dullestech.com <send.mail@dullestech.com>
Sent: Saturday, March 28, 2020 10:31 AM

To: john.smith@dullestech.com

Subject: WehGrants - Dulles Technology - Approved Registration

**%% Dg Not Respond to This Email ***
Dear John Smith,

Your registration has been Approved. Your password is below:
Password: bybdlck

You should have received a separate email message with your User ID.
After you login for the first time, please reset your password by selecting "My Profile" then "Reset Password"

You may now log into the WebGrants system at the following location:
http://www.dullestech.com/

Once both emails are received, you may log into the WebGrants system.

Note:

If you do not see the registration emails in your inbox, please check your Spam or Junk
email folders.

For detailed steps refer to “Guide to Locating and Moving Emails from Trash, Spam or Junk
Folders” below.
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Guide to Locating and Moving Emails from Trash, Spam or

Junk Folders

This guide helps you find and move emails from trash, spam, or junk folders back to
your inbox or other folders across popular email providers. Emails are often filtered into
these folders for various reasons, and folder names may differ between providers. The

steps to recover emails also vary depending on the email service.

Gmail

Finding Trash or Spam in Gmail

1) Sign in to Google Mail
2) Scroll down your label list and click More

M Gmail

¢/ Compose
&4 Inbox
& Starred

(O Sncozed

) Orafts

Labels -

3) Select Trash or Spam


https://mail.google.com/
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M Gmail

N

Compose

Inbox 52
Starred
Snoozed

Sent

OV o0

Drafts
~ Less
D Important
[#] Chats
Be Scheduled
2 AllMail
® Spam
@ Trash

» O Categories

4) If you do not see Trash or Spam under More, check near the top of your
labels.

Recovering Emails from Gmail Trash or Spam

Now that you know how to find your Gmail trash or spam from the steps above, let’s
move the email out of trash or spam into a folder or inbox.
1) Locate the message in Trash or Spam
2) Open the message (or select the checkbox to the left of it)
3) Move the message to:
a. Inbox, or
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b. Folder/ Create a new label
i. Move to Inbox:
1. Click the “Not spam” button
2. Ablack banner will display near the bottom of your
window indicating the message has been unmarked as

spam and moved to the Inbox.

The conversation has been unmarked as spam and moved to the Inbox.

Learn more Undo

ii. Move to select a folder or create a new label:
1. Click the Move to button.

B- 8 0 § &« 00 O

[J Primary 2% Social

2. Select the folder or create a new label to move the

message.
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Q,  infrash X -
B - Delete forever L1 e B =
Mive 1o
Messages that hav aQ 15 will be automatically de
B = 8 Google Calendar You ha Commnications oogle Calendar ngladkys
il Google Calendar You ha Follow up soogle Calendar ngladkyg
W Google Calendar You ha Granted Access soogle Calendar ngladkyg
How lo's
iﬁwglg Calendar You ha soogle Calendar ngladky@
HR
W Geogle Calendar You ha T ——— oogle Calendar ngladkyd
B Google Calendar Daily & Misc fam - Google Calendar ngle
T
B Google Calendar You ha aoogle Calendar ngladkyd
Inba
B Google Calendar You ha &' soagle Calendar ngladkyd
Spam
B Geogle Securit hee sigred in 1o ngladkyEg
Create new

3. Ablack banner will display near the bottom of your
window indicating the message has been unmarked as

spam and moved to the selected label.
Preventing Message from Being Tagged as Spam in Gmail

To make sure that messages you receive from a specific person pass through the

Google spam filter, create an email filter using the “Never send it to Spam” Option:

1) Open Google Mail and click Settings

M Genal O, fawrrs ma L (_“.- = D

2) Click Filters and Blocked Addresses
3) Create a new filter
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= M Gmail Q, Search mad =
2 c Settings @
Genoral  Labels Inbox wamw1l Ftors and Blocked Addtuu\IFclwmeOanP Add-ons  Chat
5
3 b The following filters are applied to all i ing maik
o  Starred
Select: A%, Nono
@ Sncceed @
B Sent Cre-v:nnnmh%e-l Import fiters
D Orafts tolload 4 Blnckad "
The g email are Messages from these addresses will appear in Spam:
v Nore
You currently hive no blocked addrosses.
Labels + Solect: AL, None

4) Enter the email address in the From Field

= M Gmail Q Search mail
2 From test emad.com,
o AP Add-gem C
& inbsa 5 Suibjec
1 Waned
@ Hars the wonds
B Sem Dioesn't haree
0O ewshs Sirm greates than - WE
»  More

O Hasatachmemt [ Don'inchude chats

5) Click Create filter with this search
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[0 Hassfischmeni [ Don't nchade chais

6) Select Never send it to spam
7) Click Create Filter

Additional Gmail Help
e Visit Google Workspace Admin Help for additional tips on managing spam.

Outlook Mail

Finding Junk Email in Outlook
I'In Outlook, spam is in the Junk Email folder. There is no spam folder.
1) Signin to Outlook Mall

2) Locate your Junk Email folder under your inbox.
3) Expand your personal email or folders


https://support.google.com/a/answer/9275489?hl=en
https://login.microsoftonline.com/
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“ w Inbax 1

q ‘ Z:‘w ftems 2331

e | Rebecca.Chumley... I

& + ud Inbox 1

W] Deleted items 2331

{3 Junk Email

L# Notes

B9 Archive n

o

C

Recovering Emails from Outlook Junk

Now that you know how to find your Outlook Junk from the steps above, let's move
the email out of Junk Email.

1) Find the message you want to move out of Junk Email

2) Open the message (or select the checkbox to the left of it)

3) Click Move and Select the folder location where the email should be moved

to
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folder View Help Acrobat
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Create a Rule in Outlook to move Email messages out of your “Junk

Email” folder

1) Sign in to Outlook Mail
2) Locate your Junk Email folder located under your Inbox on the left side


https://login.microsoftonline.com/
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3) Locate the Email you want to create a rule for

4) Right click > select Rules > Create Rule...
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5) Click the From select box to select the email
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Create Rule

When | get email with all of the selected conditions

8 From Mason

|:| Subject contains

[Jsentto | me only "

Do the following
[ Display in the New Item Alert window
[ Play a selected sound: Windows Motity Em. b u Browsse...

[CIMove the item to folder: | Weekly Report Remi Select Folder...

0K Cancel Advanced Oplions...

6) Select the Folder you want to move the email to or create a new folder

Rules and Alerts x

Choose a folder:

] GitHub | ox |

7] Google Analytics/Product Cat

‘ » ] Grant

D Market Mews
] MFa

D Pantheon

] Payment Portal
1 Phone

Cancel

7) Click OK

Additional Outlook Help
e Visit Microsoft | Support for additional tips on filtering junk email and spam in

Outlook.



https://support.microsoft.com/en-us/office/filter-junk-email-and-spam-in-outlook-db786e79-54e2-40cc-904f-d89d57b7f41d
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AOL

Finding Trash or Spam in AOL

1) Sign in to AOL Mail
2) Hover over your label list on the left side of AOL (under the compose button)

3) Select Trash or Spam

Today on AOL

Inbox 1
Unread

Starred

Drafts

sent

Spam

~ Less

Recovering Email from AOL Trash or Spam

Now that you know how to find your trash or spam from the steps above, let's move
the email out of spam or trash into a folder or inbox.

1) Find the message you want to move out of Spam

2) Open the message (or select the checkbox to the left of it)

3) Click Move


https://login.aol.com/
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Create new folder
Spam
Trash
= AOL

Preventing Email from Being Automatically Tagged as Spam in AOL
1) Open the Spam Folder

2) Select the email
3) Click Not Spam
a. Future messages from this sender will be delivered to the inbox.
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Additional AOL Help
e Visit AOL: Help for additional tips on managing spam and privacy

Yahoo Mail

Finding Spam or Trash in Yahoo

1) Signin to Yahoo Mail
2) Click on three ellipses (under the Compose/Folders icons)

yahoo/mail Search your mol

Al Priority Offe

= Ad - Honda
HondaTrue Certif

B} Unread

Scheduled

E] Archive

fo §o 14 x> im °

O Manage Storage

@ Arnachments

3) Select Spam or Trash

Recovering Email from Yahoo Trash or Spam

Now that you know how to find your trash or spam in Yahoo from the steps above,
let's move the email out of spam or trash into a folder or inbox.

1) Find the message you want to move out of Spam or Trash

2) Open the message (or select the checkbox to the left of it)


https://help.aol.com/articles/aol-mail-spam-and-privacy
https://login.yahoo.com/
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3) Hover over the folder icon (icon illustrates Move on hover)
4) Click Move and More options

5) Click Select and Priority and Move to move the email into the inbox

Preventing Email from Being Tagged as Spam in Yahoo

1) Open the Spam Folder. If you don’t see the Spam Folder, click More
below the Sent folder.
2) Select the email

3) Click on Shield with strikethrough icon (Mark as not spam on hover) to
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move the message into your inbox, and all future messages from this
sender will be delivered to the inbox.

Tﬂhﬂﬂ-ﬂl‘lﬂ Spam X Saarch in Spam o (s
° & Back B % & B ¢ O
[ B Span

rrrrr

Welcome to Yahoo Mail!
Ty o bl
T e+ o, g 22 it 02T ABA

“ For your security wo disabled lnks in this email, i you beleve it is safe to use, mark this message as not
L

Additional Yahoo Help
e Visit Yahoo for additional tips on managing spam and mailing lists in Yahoo
Mail


https://help.yahoo.com/kb/SLN28056.html
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