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Department of Industrial Accidents (DIA) 

Create a Portal Account 

STEP 1: CLICK LINK IN EMAIL FROM APPLICATION 

STEP 2: ENTER YOUR EMAIL ADDRESS 
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Department of Industrial Accidents (DIA) 

STEP 3: CLICK THE LINK IN YOUR EMAIL ADDRESS TO SETUP YOUR PASSWORD 

ONCE LOGGED IN YOU WILL SEE THIS SCREEN. 
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Department of Industrial Accidents (DIA) 

Applications 

HOW DO I OPEN “APPLICATIONS” BUTTON? 

STEP 2: CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

Grants 

HOW DO I OPEN A GRANT AWARD? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

HOW DO I OPEN A CLASS? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 

STEP3: UNDER THE “CLASSES” SECTION, CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

HOW DO I CREATE A CLASS SESSION? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 3: UNDER THE “CLASSES” SECTION, FIND A CLASS WITH A STATUS OF “SCHEDULED,” OR 

“READY TO SCHEDULE,” CLICK THE “OPEN” BUTTON 

STEP 4: CLICK THE “CREATE SESSION” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 5: FILL OUT THE REQUIRED FIELDS, THEN CLICK THE “NEXT” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 6: CLICK THE “SUBMIT FORM” BUTTON 
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Department of Industrial Accidents (DIA) 

Invoices 

HOW DO I OPEN AN INVOICE? 

STEP 1: CLICK ON THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 

STEP 3: UNDER THE “INVOICES” SECTION, CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

HOW DO I REQUEST APPROVAL FOR A CLASS? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 3: UNDER THE “CLASSES” SECTION, FIND A CLASS WITH A STATUS OF “READY TO SCHEDULE,” 

THEN CLICK THE “REQUEST APPROVAL” BUTTON 

HOW DO I DOWNLOAD A SIGN IN SHEET TEMPLATE? 

STEP 1: CLICK THE “GRANTS” BUTTON 

Page | 13 



  
 

  
 

 

   

 

 

       

    

 

  

Department of Industrial Accidents (DIA) 

STEP 2: CLICK THE “OPEN” BUTTON 

STEP 3: UNDER THE “CLASSES” SECTION, FIND A CLASS WITH A STATUS OF “READY TO INVOICE,” 

THEN CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 4: UNDER THE “CLASS” SECTION, CLICK THE “SIGN-IN SHEET TEMPLATE” BUTTON 

HOW DO I UPLOAD A SIGN IN SHEET? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 3: UNDER THE “CLASSES” SECTION, FIND A CLASS WITH A STATUS OF “READY TO INVOICE,” 

THEN CLICK THE “OPEN” BUTTON 

STEP 4: CLICK THE “UPLOAD SIGN IN SHEET” BUTTON 
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Department of Industrial Accidents (DIA) 

STEP 5: UPLOAD REQUIRED FILES, THEN CLICK THE “NEXT” BUTTON 

STEP 6: CLICK THE “SUBMIT FORM,” BUTTON 
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Department of Industrial Accidents (DIA) 

HOW DO I CREATE AN INVOICE? 

STEP 1: CLICK THE “GRANTS” BUTTON 

STEP 2: CLICK THE “OPEN” BUTTON 

STEP 3: UNDER THE “INVOICES” SECTION, CLICK THE “CREATE NEW INVOICE” BUTTON 
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