[bookmark: _GoBack]Instructions for completing and submitting an Emergency Solutions Grant (ESG) Application in MATT 2.0

1.  To initiate the ESG Application, the Authorized Official or Administrator logs into the MATT 2.0 system at:  https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA. [image: ]

2.  Click the “VIEW OPPORTUNITIES” button under the “View Available Opportunities” section on the main menu.
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3.  Click the “APPLY NOW” button below the HALO ESG Application.
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To give staff access to the document, click “Add/Edit” Staff.  
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Check the staff to be added, then select their role from the drop-down box, and click Save.  
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Click on the Document ID at the top of the page to navigate back to the ESG Forms Menu.
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After the Application has been initiated, it will appear as “Application in Progress” under “My Tasks” on the main page.
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4.  Click on the “Continuum of Care” (CoC) link.
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5.  Select the CoC from the dropdown box.  Click “SAVE”.  Click on the “Document ID” to navigate back to the ESG Forms Menu, which displays the forms that must be completed.
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To add a note to a form, click the “Add Note” link at the top of the page (see above).  .Click “Add a New Note”.
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A note can be visible for everyone or just a specific individual.  Select staff to view note, save the note, then click on the Document ID to navigate back to the Forms Menu. 
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When a note is left on a page, it will show up as an icon next to the form on the main menu.
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Once the page is open, the “Show Notes” link will display the note(s).
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6.  Click open each form to complete, and “Save”, then click the “Document ID” to navigate back to the Forms Menu.  
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7.  To add notes/comments, click the “Review Notes” link.
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8.  A blank review form will be displayed to the first person that accesses the review form.  Add a note, save, and click the “Document ID” to navigate back to the Forms Menu.
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9.  After all forms have been completed, the Authorized Official clicks “OPEN TASKS” under “My Tasks” on the main menu.  Clicking this link takes you to the task menu, displaying documents that require action.
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10.  Click open the application link to be submitted.
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11.  Click the “Change the Status” link.
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When a status change is executed, a note may be added about the status change.  Click “I Agree” to “Change the Status”.
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If a note is entered concerning the status change, it appears in the Document Status History on the Main Menu.
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12.  The Authorized Official either submits or cancels the application.
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If the application is returned for modifications, the Administrator or Authorized Official logs into MATT 2.0, clicks “OPEN TASKS” from “My Tasks” on the main menu screen.
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Click open the application, modify the form(s) as needed, and save the changes.  The Authorized Official then logs in (Steps 9-12) to “Change the Status” to resubmit to MSHDA for review.
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