[bookmark: _GoBack]Instructions for completing and submitting a Financial Status Report (FSR) in MATT 2.0


The Administrator, Authorized Officical, or Authorized Signer logs into the MATT 2.0 system at:
https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA. 
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1. Click on the “OPEN TASKS” button under the “My Tasks” section on the main menu.
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Clicking this link takes you to the task menu, displaying documents that require action.  Click on the name of the document (Grant Executed) to access the FSR forms.
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Once the Grant menu appears, click into “Related Items”.
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To initiate an FSR, click “Initiate a/an Financial Status Report”.  To access an FSR already in progress, click on link for the “FSR in Progress”.
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Click open the Financial Status Report/Payment Request link. 
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Check if final report, complete report period dates, enter applicable comment(s) and advance amount if requesting an advance.  Click “SAVE”.  Scroll to bottom of page to access next screen.
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Click the “Expense Detail” link.

[image: ]

Select “Budget Item” from dropdown box and enter “Amount billed to MSHDA”.  Click “SAVE”.  Repeat for each budget line expense.  When finished, scroll to bottom of page to access next screen.  Amounts entered will then populate on the Financial Status Report screen.
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Click the “Supporting Documentation” link.
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Indicate if submitting advance and/or expenses.  If submitting expenses, upload supporting documentation.  Click “SAVE”.  To cancel the FSR, the Administrator, Authorized Official, or Authorized Signer clicks on the document ID at the top of the page.  
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Then click “Change the Status” under Administrative Tools.
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Click “Cancel FSR”.
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Once an FSR is completed the Authorized Signer logs in to MATT 2.0 to change the status to forward the FSR to MSHDA for review.  The Authorized Signer clicks the “OPEN TASKS” button under “My Tasks” (Step 1).  Once into “My Tasks” clicks the FSR in progress link.
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The Authorized Signer clicks on the “Financial Status Report/Payment Request” link and checks the “FSR Certification”, then clicks “Save” at the top of the screen.
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After clicking “Save”, click on the “FSR link” at the top of the screen to review the Expense Detail and Supporting Documentation pages.[image: ]




After reviewing each FSR Document (Financial Status Report, Expense Detail and Supporting Documentation) click the FSR ID link to navigate back to the FSR Forms Menu.  
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Click “Change the Status” to either submit the FSR to MSHDA for review or cancel the FSR.
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The Authorized Signer clicks “FSR Submitted” to forward to MSHDA for review or clicks “FSR Cancelled”.
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If the FSR is returned for modifications, the Administrator logs into MATT 2.0, clicks “OPEN TASKS” from “My Tasks” on the main menu screen (Step 1).  Click on the “FSR Modifications Required” link, make the correction(s), and save the  changes.
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After the FSR has been modified, the Authorized Signer logs in to “Change the Status” to resubmit the FSR to MSHDA.
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FINANCIAL STATUS REPORT/PAYMENT REQUEST

Instructions: The following is a summary of the current Financial Status Report, which shows, among other things a
breakdown, by budget category, of all expenses reported to date, the balance remaining for the grant budget, and the
total payment requested this report period. Individuals expenses are reported on the expense detail form and then used
in the calculations below.

Expense Summary

Srant on Report Information

Grantee: Rose Test Org Initiated By: Rose Meyer

Grant #: HML-2015-Rose Tes-0881-SP-00 Submitted By:

Award Amount:  $22,000 Date Submitted:

% of Grant Paid Out: 0.00% Request #: 4

Term: 09/01/2015 to 12/312015  Final Report: Yes ONo O

Check Date: Status: FSRin Progress

Check #: CurrentReportPeriod:| [Pt |7
Check Amount:

Comments to the Review Team from the Grantee:
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EXPENSE DETAIL

Instructions:
1. Select each budget line from the drop down list below.

2. Enter the total amount for the budget line expense

3. When you are finished, click the Save button above.

4. Repeat each of the steps above for each budget line expense.

Budget Item

Expenses incurred during the current report period

[ Deletez | Budget Category I Ttem [ Amount Billed to MSHDA |

]

TOTAL: $0
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SUPPORTING DOCUMENTATION

Please submit documentation supporting expenses.
1. Click on the browse button below and select the supporting documentation to upload
2. Click on the save button above

O Advance only, no supporting documents required
O Expenses submitted, supporting documents required.

Description Date





image14.png
Administrative Tools

V-] Change the Status





image15.png
Possible Statuses
FSR CANCELLED




image16.png
Info_Document Type Organization  Name

FsR RoseTesl 1y 0901508
o

RoseTest  HML-2014Rose Tes-
org

0013 " FSRin Progress 61252014

Grant Executed 61212014

Rose Test
org

RoseTest  HML-2014Rose Tes-

9881-5P-06

Grant Executed 81712014

Grant Executed 612412014





image17.png
% of Grant Paid Out: 2 Request #: 2
. 07/01/2016 " . R

Term: o a6 Final Report: Yes ONo @

Check Date: Status: FSRin Progress

Check #: Current Report Period: |07/01/2016  |7*t0|09/30/2016 [~

Check Amount:

Comments to the Review Team from the Grantee:
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Commenter: Rose
Date: 06/2(

'As Authorized Signer, | certify the following:

By signing this report, | certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements
and cash receipts are for the purposes and objectives set forth in the terms and conditions of the Federal/State award. | am aware that any false, fictitious,
or fraudulent information, or the omission of any material fact, may subject me to criminal, civil or administrative penalties for fraud, false statements, false
claims or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3801-3812)

Certified By:
Date-
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