HALO IGX System Guide — Fiduciary FSR
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Users will use the following link to access the MSHDA Grants System in IGX.
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https://mgs.michigan.gov/IGXLogin

Financial Status Reports (FSR)

Overview of the Fiduciary FSR User Guide

Welcome to the Fiduciary FSR User Guide. This document provides detailed instructions for initiating, completing,
and submitting a Financial Status Report (FSR) in IGX. Each section is designed to guide you through the various
stages of the FSR process to ensure clarity and efficiency.

Should you need further assistance or have any questions about the FSR process in IGX, please contact your
assigned MSHDA Grant Specialist or MSHDA-ESGHelp@michigan.gov.

Important Reminder: The layout and options shown in screenshots throughout this guide may vary slightly
depending on the FSR's template and selected budget components. However, the key elements and process
steps remain consistent.

Initiating an FSR

To initiate an FSR, the Authorized Official, Authorized Signer, or Agency Administrator must log into the IGX
system. Once logged in, the Dashboard will be displayed. From there, you must first open the related grant. This
can be done either through “My Tasks” or by using the Search menu.

To use the Search menu, click [Searches], then [Grants]. Apply filters such as Type, Status, or Organization to
narrow down the results. After setting your filters, click [Search]. When the list of results appears, locate the
appropriate grant and click its grant number to open it.

Once the grant is open, click [Initiate Related Doc] from the left-hand menu. A confirmation pop-up will appear.
Verify that the correct FSR is displayed, then click [Proceed] to continue.

Important Note: You can only initiate an FSR if the grant is in the “Grant Executed” status and all previous FSRs
are in one of the following statuses:

e Payment Approved/Batch Ready

e Payment Approved/Batch Sent

¢ Payment Complete — Draw Entry Required

e Payment Complete — Draw Entry Approval Required
e Payment Complete
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Navigating Within the FSR
Upon accessing the FSR, you'll find a navigation menu on the left-hand side that allows you to move through the
various required forms needed to complete the FSR process. The icons next to each form indicate their status:

e A check mark indicates a completed form.
¢ An exclamation mark identifies forms with errors that need correction.
e An empty square signals forms that have not been saved.

Some forms include a Save button located in the top right-hand corner. This button is only available on forms
where the grantee is expected to enter or upload information. Forms that are read-only or do not require input,
such as the Document Landing Page, do not include a Save button.
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Completing the FSR
Click [Financial Status Report/Payment Request]. To complete the FSR, you will need to complete the
following sections:

e Select the radio button determining if this is the final FSR or not.

o Fill in the Current Report Period. This should include all the dates of the invoices in the FSR.

e Complete the Expense Summary section for each component/activity included in the FSR.

e Complete the Supporting Documentation section by uploading all supporting documentation tied to the
FSR.

Once each applicable section is filled out, click [Save] in the top right-hand corner.
Important Notes:

e If your agency requests an advance greater than 25% of the total award or requires cash on hand
exceeding 25% of the total award, Grant Specialist approval is required. You must submit a request to
your MSHDA Grant Specialist, who will approve it by selecting the “Specialist Approval for greater than
25% Cash On Hand Requested” box before you can submit the FSR.

e Down Payment Assistance (DPA) Component: If your grant includes a DPA component, DPA
expenses must be submitted in a separate FSR. The IGX system will prevent submission if other
components (e.g., case management, financial assistance, etc.) are included in the same FSR.
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Submitting the FSR

Before submitting the FSR, the Authorized Official or Authorized Signer should perform a final review of all
completed forms to ensure they are accurate and error-free. Once the review is complete, click [Submit FSR] in
the left-hand menu under Status Options. Upon submission, MSHDA will review to ensure that all costs are
eligible and that the supporting documents comply with program requirements.

Important Reminder: Only the Authorized Official or Authorized Signer can initiate, update, and submit an FSR.
Agency Administrators can initiate and update an FSR but cannot submit them.
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After FSR Submission

After the FSR is submitted, it will be reviewed by the MSHDA Grant Specialist, Manager, Director, and, if
applicable, the Executive Director. If any issues or discrepancies are identified during the review process, the
FSR will be returned for necessary modifications and corrections.

Once the internal reviews are complete and the payment has been processed, the FSR will move to the final
“Payment Complete” status.

Important Note: Some FSRs with federal MSHDA draw requirements may go through multiple Payment
Complete statuses due to additional MSHDA processes. During these statuses, the Authorized Official,
Authorized Signer, or Agency Administrator can initiate a new FSR if needed.
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Returning to the FSR

To return to a previously initiated, submitted, or approved FSR, the Authorized Official, Authorized Signer, or
Agency Administrator must log into the IGX system and navigate to the applicable grant either through “My Tasks”
or by using the Search menu. Once the correct grant is open, scroll down the left-hand menu and click [Financial
Status Report].

This will display a list of all FSRs associated with the grant. You can select any FSR to review the details, check
the current status, print a copy of the cover sheet, or access supporting documentation as needed.
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Frequently Asked Questions (FAQ)

Q: How do Il initiate an FSR?

A: To initiate an FSR, log into the IGX system as the Authorized Official, Authorized Signer, or Agency
Administrator. Navigate to your grant using either “My Tasks” or the Search menu, select the correct grant, and
click [Initiate Related Doc] from the left-hand menu.

Q: Can linitiate an FSR if previous FSRs are still pending?

A: You can initiate an FSR when the grant is in the “Grant Executed” status, and all other FSRs are in a Payment
Approved or Payment Complete status.

Q: How long does it take for an FSR to be approved and paid?

A: The approval process typically involves a review by the MSHDA Grant Specialist, Manager, Director, and, if
applicable, the Executive Director. The timeline for approval and payment can vary, but it usually takes a couple
of weeks. Be sure to submit all required documentation to avoid delays.

Q: Who can return an FSR for modifications and corrections?

A: All reviewers, including the MSHDA Grant Specialist, Manager, Director, and Executive Director can return the
FSR to the grantee for necessary modifications and corrections. It goes directly to the grantee for updates.

Q: What should I do if my FSR is returned for corrections?

A: If your FSR is returned, review the feedback provided (typically found under Notes or Status History in the left-
hand menu), make the necessary corrections, and resubmit the FSR through the IGX system. Ensure all
supporting documents are complete and accurate.

Q: Can an Agency Administrator submit an FSR?

A: Only the Authorized Official or Authorized Signer can submit an FSR.

Q: What documents are required to support my FSR submission?

A: Required documents typically include MSHDA’s Monthly Expenditure Workbook, invoices, receipts, and any
other supporting documentation that justifies the expenses reported in the FSR. Ensure all documents are clear
and complete before submission.

Q: How can | check the status of a submitted FSR?

A: To check the status of a submitted FSR, log into the IGX system and navigate to your grant using either “My
Tasks” or the Search menu. Click [Financial Status Report] in the left-hand menu to view the list of FSRs and
their statuses.
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Q: How do | cancel an FSR?

A: To cancel an FSR, log into the IGX system and navigate to your applicable FSR and click [Cancel FSR] in the
left-hand menu under Status Options. This option is only available during the “FSR in Progress” status.

Q: Who can | contact for help with the FSR process?

A: For assistance with the FSR process, please contact your MSHDA Grant Specialist or MSHDA-
ESGHelp@michigan.gov.

Q: What is different about the DPA FSR process?

A: The DPA FSR review process concludes at the "Director Review Required" status because DPA payments are
completed outside the system. Additionally, only the DPA budget component can be submitted in a single FSR.
Other budget components, such as case management, financial assistance, etc., must be submitted separately.

Q: What happens if | submit an FSR with DPA and other budget components?

A: IGX will not allow the submission of an FSR that includes the DPA budget component and other budget
components. You will need to create separate FSRs for each.
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FSR Submission Tips

1. Submit Early

e Encourage your sub-grantees, if applicable, to submit their reports to you a few days before the due date.
This allows you time to review and approve their submissions before adding them to your own
submission.

2. Complete MSHDA Monthly Expenditure Workbook

o Ensure that the Monthly Expenditure Workbook is complete, accurate, and submitted. Double-check all
entries for accuracy to avoid discrepancies that could delay processing.

3. Align Reporting Periods

e Confirm that the reporting period on the FSR matches the periods indicated in the workbook and all
supporting documentation. This consistency is crucial for audit and review purposes.

4. Attach Required Documents

e Attach all necessary supporting documents, such as timesheets and general ledgers, to your submission.
These are essential for verifying the reported expenditures.

5. Utilize the Notes Section

e Provide relevant notes under the notes section to clarify any discrepancies or unusual entries. This can
help your MSHDA Grant Specialist understand the context behind the data, facilitating a smoother review
process.

6. Categorize and Summarize Expenditures

e Help your MSHDA Grant Specialist by categorizing the components or summing up items related to your
grant. Clear categorization and summarization can expedite the review and approval process.

7. Understand Roles and Responsibilities

Remember that the Authorized Official and Authorized Signer can initiate, update, and submit the FSR.
The Agency Administrator can do everything but submit them. Ensure that roles are clearly defined and
communicated within your team to prevent delays.

8. Review Key Documents

e Regularly review program guides and the FSR Billing and Reporting Procedures, if applicable, to stay
updated on any changes or specific requirements that might affect your submission.
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9. Ensure Pre-approvals

o Ensure that all activities or costs that require prior approval are requested and approved before including
them in the FSR. Documenting these approvals is important to avoid questions or rejections during the
review process.

10. Maintain Open Communication

o MSHDA staff are always available to discuss any questions or training needs you may have. Do not
hesitate to reach out for clarification or assistance to ensure a smooth FSR process.
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