[bookmark: _GoBack]Instructions for Submitting a Progress Report in MATT 2.0

The Administrator logs into the MATT 2.0 system at:
https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA. 
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Administrator clicks 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 Progress Report link..
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Once the Grant menu appears, click into “Related Items”.
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Click “Initiate a/an HALO ESG Progress Report”.  
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Click the “VIEW FORMS” link.
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Then click the “ESG Progress Report” link.
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The Administrator selects the quarter from the dropdown box, uploads the completed Progress Report, saves it, and then clicks the “Document ID” to navigate back to the Report Menu screen.
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Click “VIEW STATUS OPTIONS” to change the status.
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Administrator either changes the status to “Progress Report Submitted” for MSHDA review or Progress Report Cancelled”.
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If the Progress Report is returned for modifications, the Administrator logs in, clicks on “OPEN TASKS” under “My Tasks” on the main menu, and clicks open “Progress Report Modifications Required”.
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Click “View Forms”.
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Click “ESG Progress Report”.
[image: ]


Upload the corrected Progress Report and save.  Click the “Document ID” to navigate back to Progress Report Menu.
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Click “View Status Options” to change the status.
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Click “Progress Report Submitted” to resubmit to MSHDA.
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