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MSHDA/Mitas Financial Program
Property________________

1.  FORMCHECKBOX 
 Make sure that your files show their extension.  If you don’t know if they show their extension, go to Start/Programs/Accessories/Windows Explorer/Tools/Folder options/ View and uncheck “hide file extensions for known file types”.

2.  FORMCHECKBOX 
 Complete your MIE as usual and email it to MSHDA.

3.  FORMCHECKBOX 
 Open up your report.

4.  FORMCHECKBOX 
 Go to file and save as.

5.  FORMCHECKBOX 
 Go to “save file as type” and change type to CSV (comma delimited).

6.  FORMCHECKBOX 
 Save MIE as CSV when you save the MIE as a CSV you will get the following comments.  Click OK on the 1st box and click YES on the second box.
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7.  FORMCHECKBOX 
 Go to file and click exit

8.  FORMCHECKBOX 
 Click NO to warning message

9.  FORMCHECKBOX 
 Go to http://www.michigan.gov/mshda/0,1607,7-141-8002_34213---,00.html 

10.  FORMCHECKBOX 
 Property Managers
11.  FORMCHECKBOX 
 MSHDA property management admin system

12.  FORMCHECKBOX 
 MSHDA property management admin system-production

13.  FORMCHECKBOX 
 Add to favorites (bookmark)

14.  FORMCHECKBOX 
 Change web profile to Property Manager-financials-tab

15.  FORMCHECKBOX 
 Enter your assigned property manager number-tab

16.  FORMCHECKBOX 
 Enter your user name-tab

17.  FORMCHECKBOX 
 Enter your password

18.  FORMCHECKBOX 
 Click login

19.  FORMCHECKBOX 
 Click property detail

20.  FORMCHECKBOX 
 Click retrieve property

21.  FORMCHECKBOX 
 Enter MSHDA number-add enough zeroes in front of the number to make a four digit number

22.  FORMCHECKBOX 
 Click retrieve

23.  FORMCHECKBOX 
 Click financials upload

24.  FORMCHECKBOX 
 Select the following 

a. Federal ID – Ignore

b. Year – Year you are uploading

c. Month – Month you are uploading

d. Which Report to Upload - MIE
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25.  FORMCHECKBOX 
 Click continue

26.  FORMCHECKBOX 
 Click Browse to find the file that you saved with the CSV extension

27.  FORMCHECKBOX 
 Double click the file

28.  FORMCHECKBOX 
 Click upload

29.  FORMCHECKBOX 
 Click process now

30.  FORMCHECKBOX 
 After your file is done processing you will get another screen which contains a PDF entitled “Processing Errors”

31.  FORMCHECKBOX 
 Select the following

	Federal ID: 
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000000000

Do not enter anything here.
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MIE Payables/Receivables
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32.  FORMCHECKBOX 
 Click enter financials

33.  FORMCHECKBOX 
 
Scroll down to Line #1354 Aging Receivables key in the following Lines:
	1354-Aging Receivables 
	    

	  1355- 0-30 Days 
	.00   

	  1365-31-60 Days 
	.00   

	  1375-61-90 Days 
	.00   

	  1385-Over 90 Days 
	.00   

	  1405-Aging Payables 
	    

	  1410-0-30 Days 
	.00   

	  1415-31-60 Days 
	.00   

	  1420-61-90 Days 
	.00   

	  1425-Over 90 Days 
	                        .00


34.  FORMCHECKBOX 
 Click save













35.  FORMCHECKBOX 
 Check totals of the aging receivables and payables, if incorrect correct and click save to check again












36.  FORMCHECKBOX 
  Click finalize

37.  FORMCHECKBOX 
 
Click Accept Data












38.  FORMCHECKBOX 
 
Print Screen












39.  FORMCHECKBOX 

Click Change Report

40.  FORMCHECKBOX 
  Select the following:
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41.  FORMCHECKBOX 
  Click Enter Financials

42.  FORMCHECKBOX 
  Finalize MIE Financials

43.  FORMCHECKBOX 
 
Click Accept Data


44.  FORMCHECKBOX 
 
Print Screen

45.  FORMCHECKBOX 

Click logoff

46.  FORMCHECKBOX 

Click File Close
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