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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Pre-Grant Award Information

Partnership Profile
MATT 2.0 Application
Activities designed to improve the quality of life of the residents of low or moderate
income housing or of an area undergoing neighborhood conservation or renewal:
e Beautification
e Neighborhood Public Amenity Enhancements
e Housing Enhancements to owner-occupied single-family homes
MATT 2.0 Grant User Guide

e Area boundaries that are primarily residential
e Census tracts/block groups that have at least 51% low/mod residents
e Households receiving direct assistance must be at or below 120% area median
income
MATT 2.0 FSR User Guide
A successful place-based project must be in an eligible area and/or result in an eligible
beneficiary.




Partnership Profile User Guide

Creating a Partnership Profile

Login

To access MATT 2.0, enter https://mshda-
matt.org/Login2.aspx?APPTHEME=MIMSHDA into the address bar of a web browser.
The page looks like the image below.

View Opportunities
The Home screen is the first screen seen after logging into MATT 2.0. From the Home
page, users can initiate a Partnership Profile.

Click the “View Opportunities” button located in the View Available Opportunities
section.

sMSHDA

M|CNIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Agency Bills  Applications  Counselors  Client Profiles  CD Activities Grants FSR's  Partnership Profiles  Progress Reports

Reports | Administration | Organization(s) | Profile | Logout

Instructions:
elqome QPAL Select the SHOW HELP button above for detailed instructions on the following.
uthorizeg Official % g
> Applying for an Opportunity
Change Picture > Viewing/Editing an existing Opportunity

> Using System Messages

> Understanding your Tasks

> Managing your awarded grant
> Click Here to access MATT V1

Hello OPAL, please choose an option below.

@ View Available Opportunities

You have 4 opportunities available.

IPPestynities button below to see what is available to your organization.

VIEW OPPORTUNITIES




Create Partnership Profile

After clicking on the “View Opportunities” button all available opportunities are
displayed. Search for the Partnership Profile for (your Org Name) and click on the
“Create Partnership Profile” button.

Partnership Profile Rev022013 for Christine's Test Org
Offered By:
MIMSHDA

Partnership Profile Availability Dates:
11/02/2012-0open ended

Partnership Profile Period:
not set

Partnership Profile Due Date:
not set

Description:

[LCREATE PARTHERSHIP PROFILE

Completing Your Partnership Profile

Partnership Profile Menu
After creating the Partnership Profile, the Partnership Profile Menu is displayed. Click on
the “View Forms” button located in the View, Edit and Complete Forms section.

O Back
Partnership Profile Menu

Document Information: PP-1003-00010

I Period Date /
Info Document Type Organization Role Current Status Date Due
. PG : . N/A - NIA
Partnership Profile Christine’s Test Org Authorized Official Profile In Progress NIA

o Vnew Edit and Complete Forms

button below to view, edit, and complete forms.

Partnership Profile User Guide (continued)




Forms Menu

After clicking the “View Forms” button, the Partnership Profile Forms Menu is displayed.
This menu includes all forms that need to be completed in order to submit the
Partnership Profile for review.

Organization Type Form

Click on the first form, “Organization Type” in the menu and select the appropriate type
for your organization. The Organization Type form should be completed first. The values
saved in this form will determine which of the other forms are required for the particular
organization.

@ Back
Partnership Profile Menu - Forms

Please complete all required forms below/.

Document Information: PP-MSHDA--00682

Info  Document Type Organization Role Current Status g\;;:og“[:ate /
Partnership Profile HRF Test Org Authorized Official Profile In Progress s

Forms

Status Page Name Note Created By Last Modified By

O

0

O Organization Members

9 Financial Information

D' Narrative

3 Required Attachments

O Leqislative Information

Partnership Profile User Guide (continued)




Saving a Form
Select your Organization Type. If you do not know your organization type, please
contact your MSHDA Specialist.

After selecting your organization type in the Organization Types form click the “Save”
button at the top right hand corner of the screen. The values saved in this form will
determine which of the other forms are required for your type of organization.

sMSHDA

MICHAGAM STATE HOUSIMG DEVELDSMENT ALTHORITY

Home Agency Bills  Applcabors  Coursedors  Client Profiles D Activiies  Granks  FSR's  Parinarship Profies  Progress Reporis

Bepons | AdmniSTaton | mencnonis) | Eroe | Logou

@l

&) Back
Document Informatian” E2MASHDA- DORR?

You are here: = Parineship Profiie Meny = Forms Meru

ORGANIZATION TYFE

) Govarmment
) Mon-Govemmental

. Counsalng Agancy
LAvandoniConrachor
A Provider

MeEnigation Links
Slatue Page Hame Hote Created By Last Modified By
O Croanization Typa
- Craanization Informealian
. . e e
El | Ini Li}
|5 Marrative
Required ABachmanis
[ i Toome

Partnership Profile User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Form Navigation

After saving the Organization Types form, the Navigation Links are available at the
bottom of each form. Use these navigation links to navigate directly to any form in the
menu. Additionally, the Forms Menu at the top of the forms, navigates back to the
Partnership Profile Forms Menu.

() Back

Document Information: PP-MSHDA--00682

You are here: = Partnership Profile Menu

ORGANIZATION TYPE

O Govemnment
© Non-Governmental

O Counseling Agency

O Vendor/Contractor
(O TA Provider
|

’ Status Page Name Note Created By Last Modified By
O Organization Type
[ Organization Information
[0 Oraanization Members
[1  Financial Information
O Narrative
3 Required Attachments
|_‘] Leqgisiative Information

Partnership Profile User Guide (continued)

Form Menu Features




After you have saved one of the forms, it will display a record of who saved the form,
and when. Also, the icon next to the form will change to indicate that it has been saved
or if there are any errors on the page.

The icons below show that the forms have not been saved and are editable.

Forms

Status Page Name Note Created By Last Modified By

=
I Organization Type I

Organization Information

O

Financial Information
Marrative

Required Attachments

[P P B P R )

Legislative Information

The icon below shows that the page has been saved.

Mavigation Links

Status Page Name Note Created By Last Modified By

r — omcal, OPA
e
B Organization Type B/5/2013 3:37:45 PM

Organization Information

Financial Information

Marrative

Reguired Attachments

0D E IO

Leagislative Information

Partnership Profile User Guide (continued)

The icon below shows that there is an error on page.




Status Page Name Hote Created By Last Modified By

Organization Type

Organization Information

Stars Admin

Financial Information 712013 31326 PM

Marrative

Required Attachments

DD o B|o

Legislative Information

After a form has been saved, the forms menu displays the username and date/time
stamp of the user that first saved the form in the Created by column. The Last Modified
by column displays the username and date/time stamp of the user that last modified the
form.

Navigation Links
Status Page Name Hote Created By Last Modified By
o Offical, OPAL
Organization Type el
[ oraanization Type BIS/2013 3:37:45 PM
o ) Offical, OPAL Offical, OPAL
g ol o
Fil Organization Information 6/5/2013 4:01:00 PM B/5/2013 4:02:41 PM
o . Offical, OPAL
@“ Financial Information B/5/2013 4:04-05 PM
B Narat Offical, OPAL Offical, OPAL
Lafratve 6/5/2013 4:05.08 PM B/5/2013 4:05:33 PN
) Offical, OPAL
@ Eequired Attachments G/BI2013 4:08-45 PM
o . Offical, OPAL
. . -
[  Ledislative Information CIE013 4.09-45 PU

Partnership Profile User Guide (continued)

Submitting your Partnership Profile




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Partnership Profile Menu

Navigate to the Partnership Profile Menu by clicking on the Partnership Profile name
link. The Partnership Profile name link is displayed at the top of every form, in the Task
List on the Home screen and in the Partnership Profile search tab results.

[ save | [ prinTvERsion | [ App note | [ cHECK GLOBAL ERRORS

@Page Information
The information has been saved.

Q Back

Document Informatiog: PP-1003-00010

You are here: = Parinership Profile Menu = Forms Menu = Partnership Profile Forms

Task List
O My Tasks
Export Resultsto Screen ~ Sertby: — Select— - [=2]
_— Christine’s Test HRA-2013HOA2013-1003- T
Application org 00002 Application in Progress  5/21/2013
—_— Christine’s Test HRA-2013HOA2013-1003- e
Application org 00004 Application in Progress  6/3/2013
—_— Christine's Test HRA-2013HOA2013-1003- e
Application ora 00005 Application in Progress  6/5/2013
_— Christine's Test HRA-2013HOA2013-1003- e
Application ora 00006 Application in Progress  6/5/2013
Parinership Profile Jccﬁri's“”e sTest | pp-1003-00010 Profile In Progress /512013

Partnership Profile User Guide (continued)

Partnership Profile tab search tab




Search Partnership Profiles
Use the search functionality below fo find a specific Parinership Profile.

Click here for an advanced version of this search.

For more detailed instructions, select the Show Help button.

Organization Name | |

Organization Number | |

Alcona o)
County Alger
Allegan W
Alpena
Status | v

Export Results to Results Per Page [20_ | Sort By [~ SELECT — ~[ASCENDING v/
Number of Results 1

Results

CcD - Date Last Date
Specialist  Counly KIS Submitted Approved

HRF Test PP-MSHDA-- Ingham Region  Profile In 05124017
Crg 00822 County T Progress

1

Agency Profile Name

Partnership Profile User Guide (continued)

Change the Status
From the Partnership Profile Menu, click the “View Status Options” button located in the
Change the Status section.




(O Back
Partnership Profile Menu

Document Information: PP-1003-00010

Info Document Type Organization Role Current Status
Partnership Profile Christine’s Test Org Authorized Official Profile In Progress

@© View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.

Period Date /
Date Due

N/A - NIA
N/A

@ Change the Status

Selectthe View Status Options button below to perform actions such as submitting applications or request modifications.
VIEW STATUS ( S

Partnership Profile User Guide (continued)

Submit or Cancel your Profile.




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Training Manual/System Users Guide M S H DA

sMSHDA

Mn:H IGAM STATE HOUSING DEVELOPMENT AUTHORITY

Home  Agency Bills  Applications  Counselors  Client Profiles  CD Activities  Grants  FSR's  Partnership Profiles  Progress Reports

Reports | Administration | Organization(s) | Profile | Logout

SHOW HELP

@ Back
Partnership Profile Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: PP-MSHDA--00652

__ Period Date /
info  Document Type Organization Role Current Status Date Due
Parinership Profile HRF Test Org Authorized Official Profile In Progress o201 - NiA

Possible Statuses
PROFILE SUBMITTED

Semn  Clickhereto

submit your profile

PROFILE CANCELLED

— Click here to

cancel your profile

Partnership Profile User Guide (continued)

Accessing your Partnership Profile

14

Fax: 51/7-241-6672




sMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

The Partnership Profile can be accessed from the Home screen by clicking the “Open
Tasks” button located in the My Tasks section or on the Partnership Profiles tab search

page near the top of the home screen.

EMSHDA

MlCHlGAN STATE HOUSING DEVELOPMENT AUTHORITY

Agency Bills  Applications Counselors  Client Profiles CD Activities Grants FSR'S Partnership Profiles Progress Reports

Reports | Adminisiraiion | anization{s) | Profile | Logout

SHOW HELFP

= Applying for an Opportunity

> Viewing/Editing an existing Opportunity
> Using System Messages

> Understanding your Tasks

> Managing your awarded grant

= Click Here to access MATT V1

elcome OPAL Instructions: N _
mﬁ{morzed Official Select the SHOW HELP bu_tlon above for detailed instructions on the following
C

hange Picture

Hello OPAL, please choose an option below.

0 View Available Opportunities

You have 4 opportunities available.
Select the View Opportunities button below o see what is available to your organization.

VIEW OPPORTUNITIES

QMy Inbox

You have 1 new messages.
Select the Open Inbox button below to open your system message inbox.

OFEN INEOX

0 My Tasks

You have 3 new tasks.
You have 0 tasks that are critica
Select the Open Tasks button gelow to view your active tasks.

OFEN TASKS

Partnership Profile User Guide (continued)

My Tasks




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Scroll through the tasks to locate the Partnership Profile. Click on the Partnership Profile
Name link (circled below). This link navigates to the Partnership Profile Menu.

@ My ‘fasks
Export Results to Sort by: [ Select - v| [eo]
Infe Document Type Organization Name Current Status Date Received Date Due
HRF Application HEF Test Crg HREF-2016-20CX-01 Application in Progress 512017
HRF Application HREF Test Crg HRF- 2016 )()O( 02 Application in Progress 51072017

Partnership Profile HREF Test Crg EP-MSHDA--0D532 Profile In Progress Bf2472017

CLOSE TASKS

Partnership Profile Search Tab
Enter search criteria to filter the list of Partnership Profiles returned or leave the search

criteria fields blank to return all Partnership Profiles for your organization. Click the
“Search” button to execute the Partnership Profile search.

Click on the Partnership Profile Name link (circled below). This link navigates to the
Partnership Profile Menu. (see image on next page)

Partnership Profile User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Search Partnership Profiles

Use the search functionality below to find a specific Partnership Profile.

Click here for an advanced version of this search.

For more detailed instructions, select the Show Help button.

Alcona ~
County Alger
Allegan W
Alpena
Status [ v

Export Results to Results Per Page [20 | Sort By [~ SELECT ~ v[ASCENDING |
Number of Results 1

Results

CD . Date Last Date
Specialist ST FELAET  SEDE Submitted Approved

HRF Test PP-MSHDA-- Ingham Region  Profile In
Crg 00682 County T Progress 0si2an7

1

Profile Name

HRF Application User Guide

Telephone: 517-335-2524 ax: 517241-66; Email:HIDMailbox@michigan.gov
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

sMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Grant Portal Home

Login
Username [:]
Password [*

Pa

Welcome to the MSHDA Activity Tracking
Tool MATT 2.0

This is a closed system that requires authorization through Michigan State Housing
Development Authority (MSHDA) before access can be granted. If MSHDA has
assigned you a username and password, enter them into the fields above and click the
Login button. If you are experiencing problems logging into the system please contact
the helpdesk at 1-800-820-1890. Thank you.

HRF Application User Guide (continued)

18
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Initiating the HRF Application

Only the Authorized Official or Administrator can initiate an application. To initiate the
HRF Application, select the link View Opportunities in the “View Available
Opportunities” section.

EMSHDA

MFHIG.#N STATE HOUSING DEVELOPMENT AUTHORITY

Agency Bills  Applications  Counselors  Client Profiles  CD Activities  Grants FSR's  Partnership Profiles  Progress Reports
Reports | Administration | Organization{s) | Profile | Logout

Instructions:
u“?l?izoerdﬂoem{?af Select the SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity
Change Picture > Viewing/Editing an existing Opportunity

= Using System Messages

= Understanding your Tasks

= Managing your awarded grant
= Click Here to access MATT V1

Hello BJ, please choose an option below.

O My Tasks

You have 186 new tasks.
You have 0 tasks that are critical.
Select the Open Tasks button below to view your active tasks

OPEN TASKS

® My Inbox

You have 6 new messages.
Select the Open Inbox button below fo open your system message inbox.

OPEN INBOX

@ View Available Opportunities

You have 21 opporiunities available.
Select the View Opportunities button below to see what is available to your organization.

| VIEW OPPORTUNITIES

HRF Application User Guide (continued)

Locate the HRF Application and select the APPLY NOW button.




HRF Application for BJ's Testing Organization
Offered By:
MIMSHDA_OPAL

Application Availability Dates:
09/19/2016-open ended

Application Period:
09/19/2016-open ended

Application Due Date:
not set

Description:

[ NOT INTERESTED |

Agreement Page - You must select the | AGREE button to continue.

Agreement

Pleage make 2 selection balow bo continue.

I1you wish to create a pew application, chick °I Agrae”. If you wish 1o continue work on an application already In Progress, click | Do Mot Agree”, to retwm to the home page. The application that ks In Progress will be available in the My Tasks section.

1D0 NOT AGREE

HRF Application User Guide (continued)

How to navigate the Application




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

There is a new menu navigation for the application. To view the links, hover (hold the
mouse) over the link, and the options for that section will appear. This does not apply to
the Menu link.

Here is what each one should look like:

Forms Menu:
0 Menu 9 Ef F Mn = = ~] Documenis and Messages
orms Menu
() Back Status Page Name Note
HRF Apj 5
The menu below| Eif Application Components See the description below each link fol
Document Infd 2 Application Information =
Ueld D Project/Program Description
lication Budget
B
. Proposed Budget Leveraged
Management T | L] Fands
é CREATE FU D Planning Grid
Select the link ab S L )
mini e Guidelines
3 Administrative Guideli
s

é) CREATE FULL BLANK PRINT VERSION

HRF Application User Guide (continued)

Status Change Menu:




G Menu 0 Forms Menu O Sty” o S and Messages
Status Changes

O Back Possible Statuses

. . APPLICATION SUBMITTED
HRF Application N
The menu below contains links to th

tription below each |

Do;ument Information: HRF-2 APPLICATION CANCELLED

APPLY STATUS

Management Tools

\g CREATE FULL PRINT VERSIO|
Select the link above to create a prin

& CREATE FULL BLANK PRINT

Select the link above fo create a blank prmaoe versomormewocomenme—

Management Tools:

L Ou o

Management Tools

g CREATE FULL PRINT VERSION
M al | Select the link above to create a printable version of the document.
Fan be u

5 g CREATE FULL BLANK PRINT VERSION
= Select the link above 1o create a blank printable versicn of the document

% ADD/EDIT PEOPLE

Select the link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this
document.

oftheq ) STATUS HISTORY
Select the link above 10 view the status history of this document.

CEV NS

HRF Application User Guide (continued)

Related Documents and Messages Menu:

Telephone: 517-335-2524

Email:HIDMailbox@michigan.gov




b Management Toc:lgr"-.‘l ~\
Related Documents

There are no available related documents at this time.

\/Ianag emer Related Messages

\ be used to manage il 1Nee are no available related messages at this ime.

T the document.

These function the exact same as before, except you don’t have to go to a new page to
select the option you want. It is possible to click the link and get a list of options like it
was before, but the remaining steps will assume that you are using the new navigation
and the screenshots will reflect this.

NOTE: The menu that appears while hovering only disappears if you move the cursor
off the link and the menu. If this happens, just move the cursor over the Forms Menu,
Status Change, Management Tools, or Related Documents and Messages link
(which ever one you wanted to see the options for), and the menu should reappear.

HRF Application User Guide (continued)

Working on the Forms




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Once the Authorized Official or Administrator agrees to initiate the application, the next
page is the HRF Navigation Menu. For now, you want to look at the options for Forms
Menu.

9 Men! ) Status Changes 0 Management Tools Q Related Documents and Messages

Q) Back

Document Information: HRF-2016-9882-32

NAV MENU
Organization Name: BJ's Testing Organization
Address: 123 Testing Road

Okemos, Michigan, 48864
Approved Budget Grand Total:

Application Status: Application in Progress

Application Progress: 0% I

The forms menu contains a list of available forms to be filled out. To begin, you must
select the Application Components form.

9 Menu G Fi — — — Documents and Messages
Forms Menu

) Back Status Page Name Note

Document Infq

ID &wl

€  Change of Stalus
NAV MENU.

p .
o
Organization e Application Contacts

.
Address: ©  Roated tems

@&  Status History
Approved Bu

Application §

HRF Application User Guide (continued)




On this page, select the checkbox next to the Components that should be applied to
your application. Select SAVE at the top when you have completed making the
selection. This will activate the forms for the selected Components on the Forms menu.

Wm
© ey © Forms Meny D status changes © Management Toois € Retated Documents and Messaces

5 page information
The informabion has been saved.

Q) Back
Document Information: HRF-2016-9882-32

I;"P:“ > HRF Application Meny > Forms Meny > Applcation

APFLICATION COMPONENTS
Apply Component

W Acquisiton Development Resale
] Homeduyer Purchase Rehabilitation
] Down Payment Assistance

[ HOF Programs

Once the Components have been selected and saved, select the Back link to go back
to the application’s Forms menu

O Back

NOTE: Do not use the internet browser back button while working on your application,
as this may result in an error with your application.

The Forms menu is now populated with the rest of the application forms, including the
forms that correlate with the Components that were selected and saved on the
Application Components page. To continue with the application, you must select the
Application Information link, the next page in the “Application” section.

HRF Application User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

G Menu 0 Ff £ o £ ~J Documents and Messages

Forms Menu
Back :
O 4 Aoplication Components
Document Infg . ]
Details Ef Application Information
[ ] Proj ram Description
» ication Budge
0 Application Budget
NAV MENU
—_— D Proposed Budget Leveraged
Organization Eunds
Address: 8 Planning Grid
D Administrative Guidelines
Approved But - ) .
D Implementation and Capacity
Application §
Application Progress: 0%

On the Application Information page, complete the required fields marked with an *.
Select SAVE at the top right when you are complete.

Continue to select each page in the “Application” section on the Forms menu,
completing all required and relevant fields, then selecting SAVE when you are done
with each page. Once the “Application” section is complete, you must complete the
pages within the Components’ section on the Forms menu (e.g. “Homebuyer
Assistance”, “Homeowner Assistance”, and/or “HDF Programs”).

HRF Application User Guide (continued)

Changing the Status




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

When all pages are complete in the Forms menu, you must submit your application for
review (change the status). You can access the submit button for the application one of
two ways.

1. In the “Administrative Tools” section of the Forms menu, select the link Change
the Status.

2. On the HRF Navigation Menu, hover over the Status Change link to see the
options available.

The first way will prompt you to the Possible Status options on the next page, which will
list your options to submit or cancel the application. The second way allows you to
select the status without changing which page you are on. Either way, select APPLY
STATUS below the “APPLICATION SUBMITTED” option to submit your application. If
you need to cancel your application, then select APPLY STATUS below the
“‘“APPLICATION CANCELLED” option.

B Formms Menu O 5t £ 2 ~and M4
Status Changes

Possible Statuses

APPLICATION SUEMITTED

Application N

ton below to execule th

Information: HRE-2

APPLICATION CANCELLED

tatuses

ON SUBMITTED

U5

OM CANCELLED

rus - o

HRF Application User Guide (continued)




Agreement Page — When you apply the status, you will be prompted to the agreement page.
You must select | AGREE to complete the submission process. When you are complete, you can
check the current status of your application to ensure that the application is in review.

There are two ways to view the current status of your application. You can either:

1. Go to the HRF Navigation Menu by clicking the Menu link at the top of the page. Check
the “Application Status” row of the page like the one below:

Document Information: HRF-2016-9882-32

NAV MENU
Organization Name: BJ's Testing Organization
Address: 123 Testing Road

Okemos, Michigan, 48864
Approved Budget Grand Total:

Application Status: Application in Progress

Application Progress: 0%

2. You can check the “Application Status” column of the details table. If you do not see the
table on the HRF Navigation Menu, select the Details link, below the Document
Information #. The arrow to the left of Details should be pointing down.

Document Information: HRF-2016-9882.32

P - Period Date [
Info Document Type Organization Role Current Status. Date Due

HRF Application BJ's Testing Oroanization Authorized Official Application in Progress g?:\‘ 2016 - NiA

HRF Application User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Icons, Errors and Notes
There are different icons that you will notice in the application that have different
meanings. For example, an icon can indicate the page:

O has not been saved
Eif has been saved

@ has an error

If there is a page in the application with an error icon to the left of the page name, you
must go to that page to resolve the error. There will be an error message at the top of
the page to help you resolve the page error.

- ) Fa ) @)
1 Forms Menu

~J Docu

in Hve De

Lid Application Components

un| Application Information 74

Ef
i Project/Program Description
O
[
O
[

Application Budget

Proposed Budget Leveraged
Funds

1is Planning Grid
Administrative Guidelines

Imnlementafion and Canacitv

HRF Application User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Your information has been saved and the following Page Error(s) have been

found.
+ Please choose Yes or No for MSHDA CHDO

+ Please supply a main contact

Please certify that all parinership profile expected attachments and all additional items
indicated within this application submission are being faxed or mailed in separately (if
applicable), and must be received prior to the application being reviewed as a complete
submission.

() Back

Document Information: HRF-2016-9882-32
Detail

You are

Rote: > HRF Application Menu = Forms Menu = Application

If a note has been added to a page, then the “Note” icon will show on the Forms menu
in the “Note” column of the page, to indicate a note has been added to that page.

- =Y £ &)
“| Forms Menu

ication C nents

Application Information

Proj rogram Description

|
|
Application Budget

Proposed Budget Leveraged
Funds

fd Planning Grid

v irl rilr] ¢ ] =

Adminisirative Guidelines

[z
-

Imnlementation and Canacitv

HRF Application User Guide (continued)




Once the page is opened, select the Show Notes link to display the note.

Any role with access to the Application can create a “note”. To create a note, select the
ADD NOTE link at the top right of the page. A small window will pop up titled “Add New
Note”. Select Add A NEW NOTE.

[ savE | | PRINT VERSION | | ADD NOTE | | CHECK GLOBAL ERRORS |

r > |
Drag Here
?No‘[es
There are no available notes at this time.
Message Date Action
{ [ADDANEWNOTE| [CLOSENOTES |
- &

A note can be visible for everyone, or just a specific individual. After you have entered
your note, select the “Save” button.
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Navigation
In order to return to the navigation menu, from any form or menu, you must select the

application’s Document Information # link:

() Back
Document Informaticl:i HRF-2016-9862-32 |

You are

Bare: = HRF Application Menu = Forms Menu = Application

To access an application that has not been completed, or documents that require action
from the Authorized Official, they can be found on the home screen, under the “My
Tasks” section. Select OPEN TASKS and a table will appear with a list of your
documents that have tasks that need to be completed. Select the HRF application link
(document information #) in the “Name” column of the table. You will be prompted to
your HRF Navigation Menu.

O My Tasks

You have 186 new tasks
You have 0 tasks that are critical
Select the Open Tasks button below to view your active tasks.

OPEN TASKS

© My Inbox

You have 6 new messages
Select the Open Inbox button below to open your system message inbox

OPEN INBOX

@ View Available Opportunities

You have 21 opporiunities available.
Select the View Opportunities button below to see what is available to your organization

VIEW OPPORTUNITIES

HRF Grant User Guide




Training Manual/System Users Guide

28\ SHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

. Grant Portal Home

J Login

Password | |
Welcome to the MSHDA Activity Tracking LOGIN

Tool MATT 2.0

This is a closed system that requires authorization through Michigan State Housing
Development Authority (MSHDA) before access can be granted. If MSHDA has
assigned you a username and password, enter them into the fields above and click the
Login button. If you are experiencing problems logging into the system please contact
the helpdesk at 1-800-820-1890. Thank you.

HRF Grant User Guide (continued)
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Accessing the Grant

To access the grant, you must be logged in as a Specialist. On the homepage, within
the “My Tasks” section, select OPEN TASKS. Select the HRF Grant name link, and
you will be prompted to the HRF Grant.

Welcom llie Instructions:

gpigg e Select the SHOW HELP button above for detailed instructions on the following.
> Applying for an Opportunity

Change Picture > Viewing/Editing an existing Opportunity

> Using System Messages

> Understanding your Tasks

> Managing your awarded grant
> Click Here to access MATT V1

Hello Julie, please choose an option below.

|@ View Available Opportunities

‘ou have 2 opporiunities available
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIE §

@ My Inbox

You have 49 new messages.
Select the Open Inbox button below to open your system message inbox.

@ My Tasks

‘'ou have 6 new tasks

‘ol have 0 1asks that are critical

Select the Open Tasks button below to view your active tasks.
|

OPEN TASKS

Grant BJ's Test Org XOO0X-2016-9883 Grant Creation In Progress 5232017
Grant % W Grantee Documents Returmed 7/31/2014
Grant % ﬁﬁ-ﬂiﬂ Amendment Request In Progress 8/22/2014

HRF Grant User Guide (continued)
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You can also access the grant from the HRF Application. To do this, navigate to the
HRF Application Menu. Locate and select the “Related Documents and Messages”
section. The HRF Grant is listed in there. Select the HRF Grant Name link and you will
be prompted to the HRF Grant.

This is the Grant Menu. From here, select the FORMS MENU button to start.

EMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Home  Agency Bills  Applications  Counselors  Client Profiles  CD Actlivities Contracts Grants FSR's  HHF Properties  Partnership Profiles Progress Reports

© wenu © Forms meny @ status changes © Management Tools € Related Documents and Messages

O Back

Document Information: X20{-2016-9883
Details

HRF GRANT
Organization Name: BJ's Test Org

Address: 123 Okemos
Okemaos, Michigan, 48564

Approved Budget: $2 500.00

Grant Status: Grant Creation In Progress
Grant Progress: | 0% I
(@ Iopof the Page

Powered by IntelliGrants™

HRF Grant User Guide (continued)

In the Form Menu, select a Form to get started.




| © ooy @ rooms wery © s craess © wanassment Tonis € Raates Documents ang wessanss

) Back
Grant Menu - Forms
.

Accessing the Grant
Grant Budget — on the Forms menu, within the “Budget” section, select the Grant

Budget link. Certain fields in the grant budget are already populated by values that
were entered into forms from the HRF application. All other values in the Requested
Funds and Approved Funds for each “Component-Activity” columns must be completed
and saved by the Specialist. Complete fields marked with an *. When completed,
select the SAVE button at the top right.
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m PRINT VERSION | [ADDNOTE | [CHECK GLOBAL ERRO|

) Back
Document Information: HRF-2016--00006

You are here: = Grani Menu = Forms Menu = Budget

GRANT BUDGET

Grant Information

Grant Prefix M ™"
Grant Suffix
Fiscal Year l—
Funding Source W

Funding Source:

Grant Date

Component-Activity IAppm\red Funds.l I HRF Units I Non-HRF Units Leverage Funds 1DIS Number
Homeowner Assistance

Rehabilitation | | [ | | 3 | 51,235

Sub-Total

Homebuyer Assistance

Rehabilitation | 50/ [ | | 5| | 5520

New Construction | 50| [ | | 2 | 5231 [

Down Payment Assistance | 30| [ | | 2 | $123| [

Sub-Total

Residential HDF Assistance
HOF Activity | [

Sub-Total

Administrative Costs
Administrative Gosls [ | | | | | | | [

HRF Grant User Guide (continued)
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Grant Agreement — go back to the Forms menu and select the Pre-Disbursement
Conditions link. Upload the grant agreement, and check off that it has been signed
and complete the date field indicating when it was signed. Fill in any other relevant
fields, and when completed, select SAVE

I I SAVE | PRINT VERSION | [ ADD NOTE | [ CHECK GLOBAL ERRORS |

Document Information: HRF-2016--00006
Details

You are here: > Grant Menu = Forms Menu > Grant Information

PRE-DISBURSEMENT CONDITIONS

Required/default conditions have been entered by the system.

To manually enter additional conditions.

1. Enter a description of the condition in the textbox provided.

2. If 'Pre-disbursement Condition' is checked, grantee will not be allowed to draw funds until the condition s satisfied.
3. I 'Allow Attachment' is checked, grantee may upload required documentation to this form.

4 If 'Allow Aftachment' is not checked, grantee may send the original documentation via mail

Satisfied Condition
/]  Grant Agreement Signed by MSHDA Exacuiivallizacto

[ Environmental Release
CINA

Release Date I:E

[]  Authorized Signature Designation Form

HRF Grant User Guide (continued)
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Program Description — fill in the program description, and select SAVE when you are
complete.

() Back

Document Information: HRFE-2016--00006
Details

You are here: > Grant Menu > Forms Menu

PROGRAM DESCRIPTION

Please describe the program below.
0 of 2000

Changing the Grant Status
After the required forms have been completed, the Specialist must update the status. To
do this either:

1. Select Status Changes from the top.

Possible Statuses

REQUIRED
APPLY STATUS

GRANT CANCELLED

HRF Grant User Guide (continued)




9 Menu 9 Eorms Menu O Status Changes 0 Management Tools O Related Documents and Messages

D) Back

[Document Information; M-2016-9883

HRF GRANT
Organization Name: BJ's Test Orq

Address:; 123 Okemos
Okemaos, Michigan, 48864

Approved Budget: $2,500.00

Grant Status: Grant Creation In Progress

) Top of the Page
Powered by IntelliGrants ™

Select to Apply

From the Forms menu directly, select the Change the Status link in the “Administrative
Tools” section.

e Change the Status
7 Status History

e Add/Edit People
e Related ltems

Select the APPLY STATUS button below “MANAGER REVIEWED REQUIRED” to
push the HRF Grant to the next status option. Select the APPLY STATUS button below
“‘GRANT CANCELLED” to cancel the HRF Grant.
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Possible Statuses
MANAGER REVIEW REQUIRED

APPLY STATUS

GRANT CANCELLED

If the grant is ready to be pushed to the next status, then select the | AGREE button on
the Agreement page.

Next, the Manager must review the Grant Budget and Contract Agreement, but does not
save any forms. When the review is complete, the Manager must approve the grant by
pushing the HRF Grant to the “GRANT FUNDING REQUIRED” status, or pushing the
grant back to the Specialist for modifications by changing the HRF Grant to the “GRANT
CREATION IN PROCESS” status.

Possible Statuses
GRANT FUNDING REQUIRED
| APPLY STATUS |

GRANT CREATION IN PROGRESS
| MODIFICATIONS REQUIRED |

The Manager must select | AGREE on the Agreement page to complete the status
change.

HRF Grant User Guide (continued)
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Funding the Grant

In the “Grant Funding Required” status, the Financial Analyst must select a funding
source and enter a funding amount on the Grant Budget form in the Forms menu
(funding amount is based on the Specialist’s recommended funding amount but it is not
required that it match this amount).

[ PRINT vERSION | [ ADD NOTE | [ CHECK GLOBAL ERROR|

O Back
Document Information: HRF-2016--00006
Details

You are here: > Grant Menu > Forms Menu > Budget

GRANT BUDGET
Grant Information

Grant Prefix
Grant Suffix HHS v

Fiscal Year 2016

IFunding Source

Funding Source:

Grant Date
Begin Date 10/06/2016 |7
End Date 11/05/2016 |
Component-Activity IApproved Fundsl HRF Units Non-HRF Units Leverage Funds IDIS Number
Homeowner Assistance
Rehabilitation | $1.000 | | | | 3 | §1.235|
Sub-Total

Homebuyer Assistance

Rehabilitation | $200 | | | | 5| | §520|

New Construction | $200 | | | | 2 | 5231

HRF Grant User Guide (continued)
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Add/Edit People to the Grant
Before the grant is executed, an Authorized Signer must be added to the document. To

add an Authorized Signer to the document the Specialist must go to the Grant Menu
and select Management Tools at the top.

9 Menu 9 Forms Menu O Status Changes 9 Management Tools 0 Related Documents and Messages

() Back

Document Information: M-2017-9883
Details

HRF GRANT
Organization Name: BJ's Test Org

Address: 123 Okemos
Okemos, Michigan, 48864

Approved Budget: $125.956.00

Grant Status: Grant Funding Required

Grant Progress: | 25% |

Then select the Add/Edit People link on the Management Tools page.

Management Tools

@&, CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

é. CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document.

i?? ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or alter

MY ACTIVITIES SEARCH/REPORTS
Select the link above to perform a search and output the results from the My Activities.

HRF Grant User Guide (continued)




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

On the next page a list will display the people who can be added to or removed from the
document. Find the Authorized Signer and select the checkbox next to the name in the

left column. Once the Authorized Signer has been added, select the Save button at the
top right.

Executing the Grant
The Financial Analyst must update the status of the HRF Grant to “GRANT LEGAL
REVIEW REQUIRED?” for the HRF Grant to be legally reviewed.

The Legal role must review the HRF Grant and when review is complete, push the HRF
Grant to the “GRANT LEGAL REVIEW COMPLETE” status. The status will
automatically reach the “GRANT DOCUMENT PRINTING REQUIRED” status.

Admin Support must go to the Forms menu of the HRF Grant and select the Grant
Document link and upload the Grant Documents, then print them. When completed,
select the check box next to the printed document. Select SAVE at the top right. The
date will appear in the Date Printed column on the page.

[[PRINT VERSION | [ADD NOTE | [ CHECK GLOBAL ERRORS |

iQ‘Page Information
The information has been saved.

() Back

Document Information: M-2016-0-HO
Details

You are here: > GrantMenu > Forms Menu > Grant Information

GRANT DOCUMENTS

Printed  Document Title Date Printed
V] Grant Agreement (HOME 10/28/2016
Authorized Signature Designation Form  10/28/2016
Grant Closeout Letter 10/28/2016
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Next, Admin Support must push the HRF Grant to the “GRANT DOCUMENTS
PRINTED” status. Admin Support must agree to complete the status change.

Possible Statuses
GRANT DOCUMENTS PRINTED
| APPLY STATUS |

The HRF Grant will automatically update to the “GRANT CONDITIONS REQUIRED”
status.

Next, the Specialist must select the Pre-Disbursement link on the forms menu and
indicate that the grant documents were received by selecting the checkbox next to the
document in the “Satisfied” column, then selecting Save. Then the Specialist must
update the HRF Grant to the “GRANTEE DOCUMENTS RETURNED?” status.

Once an Authorized Signer has been added to the HRF Grant, and when the HRF
Grant is ready to be executed, the Specialist must change the HRF Grant to the
‘GRANT EXECUTED” status. For instructions on how to add a person to the
document, refer to the section 5: Add/ Edit People to the Grant on this user guide.
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Begin Grant Amendment
The grant you are looking to amend must have the status of “Grant Executed”. To

access the grant, you must be logged in as a Specialist, Administrator, Authorized
Official or Authorized Signer. Click on the Grants tab at the top of the page and search
for the grant. Click on the Grant Number from the Results table to access the Grant.

sMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Home  AgencyBills  Applications COMPASS Activities  Counselors  Client Profiles  CD Acfivities  Confracts FSR's  HALO Activities

() Back
Grant Search

Use the search functionality below to find a specific Grant.

For more detailed instructions, select the Show Help button.

Grant Number M-2017-9882-04
Organization Name |BJ"s Testing

Grant Type [HRF Grant v
Grant Documents Printed

Status

Grant Funding Required
Grant in Legislative Waiting Period

I S E——

Export Results to Results Per Page 20 v/| Sort By [~ SELECT - v[ASCENDING v
Number of Results 1

Results
Grant Number Agency Application Program Category Lead Specialist
M-2017-9882-04 BJ's Testing Organization HRF Grant SysAdmin Specialist1

1
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Hover over ‘Status Changes’ and Apply Status to ‘AMENDMENT REQUEST IN
PROGRESS'. If you would like to include any notes about the status chance, do so and
click ‘I AGREE’. (NOTE: An amendment cannot be made to the grant until all FSRs are

approved)

() Back

Details

HRF GRANT

Address:

Approved Budget:

Grant Status:

Grant Progress:

Document Information: M-201]

Organization Name:

BJ's Testin

123 Testing
Okemos, M

£50,000.00

Grant Exec)

—

9 Menu 9 Forms Menu O Status Changes 9 Management Tools 0 Eelated Documents and Messages

Status Changes

Possible Statuses

GRANT CLOSED

AMENDMENT REQUEST IN PROGRESS

Hover over the forms Menu and select ‘Grant/Budget Amendment Request’ under the

Amendment Sub-section.

Q) Back

Document Infg
Details

HRF GRAN
‘Organization

Address:

Approved Bu

Grant Status:

9 Menu 9 Forms Menu O Status Changes 9 Management Tools 0 Related Documents and Messages

Forms Menu

Ed Erant Nanures

D Returned Funds

@f Grant/Budget Amendment
Request

D Amendment History

D Grant Budget Recaptures

B Closeout Tracking
] fGrant Cammentc

‘Grant Progress:

HRF Grant User Guide (continued)
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Fill out the ‘Grant/Budget Amendment Request’ page by clicking on the checkboxes for
the changes to be made. The pertinent fields will immediately display to be filled out.

GRANT/BUDGET AMENDMENT REQUEST

Instructions
+ Select the appropriate checkboxes, and explain the reason for the amendment in the text area below the checkboxes. Click Save.

« Additonal sections may appear for editing depending on what type of amendment was selected. Once all sections are complete, click Save.

+ To add a new Amendment Request, the grant must be in status Amendment Reguest In Progress. Click here to change the document status.

+ Select the highest number in the dropdown list and click Go to complete the new blank page. NOTE: You will not be able o edit previeus Amendment
Requests

Amendment Number

O Change Grant Term

[[] change Program Description

O Change Budget

[[1 change Special Condition

Oa Change Grant Number/ Funding Source Year

Describe the reason for the amendment:

0 of 750

After the ‘Grant/Budget Amendment Request’ page is completed, the Amendment
needs to be reviewed and approved. Use the same Status Push functionality as

described in earlier steps of this guide to push the Amendment Status’s as ordered
below.

a. Two roles can push the status.
i. Authorized Signer > Amendment Request Submitted (Specialist
Responsibility)
ii. Specialist > Amendment Manager Review Required

HRF Grant User Guide (continued)
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The remaining process flow for Status Changes and the Roles that can push the status
forward are:

1. Amendment Manager Review Required (Manager Responsibility)

2. Amendment Financial Analyst Review Required (Financial Analyst
Responsibility)

Amendment Review Complete (auto-advances to Amendment Printing Required)
Amendment Printing Required (Admin Support Responsibility)
Amendment Printing Complete (Auto-advances to Amendment IDIS Entry
Required if Federal Funded. If not Federal Funded Auto-advances to
Amendment Conditions Required)

Amendment IDIS Entry Required (Federal Liaison Responsibility)
Amendment Conditions Required (Specialist Responsibility)

Amendment Grantee Documents Returned (Specialist Responsibility)
Grant Executed (Amendment is Complete)

ok w

6.
7.
8.
9.

When any modifications are required, the process flow starts over back at step 1
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sMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

Grant Portal Home

Login

Welcome to the MSHDA Activity Tracking

Tool MATT 2.0

This is a closed system that requires authorization through Michigan State Housing
Development Authority (MSHDA) before access can be granted. If MSHDA has
assigned you a username and password, enter them into the fields above and click the
Login button. If you are experiencing problems logging into the system please contact
the helpdesk at 1-800-820-1890. Thank you.

Fax: 51/7-241-6672
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FSR User Guide (continued)

Initiating the FSR

The Authorized Official can initiate a FSR. Once logged in, navigate to My Tasks, and
then click OPEN TASKS.

0 My Tasks

You have 196 new tasks.
You have 1 tasks that are critical.
Select the Open Tasks button below to view your active tasks.

OPEN TASKS

Find your grant in the list, select it by the blue link under the name category.

) My Tasks
Export Results to Sort by: |- Select - v|
S Date Date
Info Document Type Organization Name Current Status Received Due
BJ's Testing R g g
Grant Organization M-2017-9882-23 Grant Executed 5/26/2017

That will take you to the grant menu. Once in the grant menu select the Forms Menu
at the top, scroll down until you find the Financial Status Reports, and select that.

Forms Menu
[ Grant Comments

&  Activities Report

€  Financial Status Reports
&  Chanage the Status

@&  status History

€  Add/Edit People

®

Related ltemns
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FSR User Guide (continued)

To initialize a new FSR, At the top of the Results table you can select Initialize FSR

FSR Number

Initialize FSR

Filling out the FSR

Forms Menu

Status Page Name Note

@ Financial Status
Report/Payment Request

Expense Detail

OPAL FSR Comments

[J [J][d

HUD Draws

Financial Status Report/Payment Request

a. Displays 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 for the current period. Individuals expenses are
reported on the expense detail form and then used in the calculations.
(see image on the next page)
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Grant i

: Report Information
Information Report Information
Award Amount: $335,000 Date Submitted: 01/08/2018
% of Grant Paid .
out: 1% Request #: 1

. 121272017 te - . e
Term: 02/10/2018 Final Report: Yes (I MNo ()
Max Deviation: Status: FSR in Progress
Current Current Report
Deviation: Period: E*tol E’
Payee: Check Date: 12/21/2016
Environ. Release .
Date Check #: 264250
Check Amount: 6,126

Comments to the Review Team from the Grantee:

cxaFCfda
& of 500
Budget Approved Previous This Period Total Current
Categories Budget Expenditures Expenditures Expenditures Balance
Homeowner
|Assistance/Rehab $100,000| 0| 50| 0| $100,000f
Homebuyer
|Assistance/Rehab $100,000| E0| 50| E0| $100,000f
Homebuyer
IAssistance/New
Construction 50,000 80| 50| 80| §50,000]
Homebuyer
Iassistance/DPA $35,000| £0| 50| £0| §35,000|
HOF Activities $35,000] 0| 50| £0| §35,000|
\Administrative Costs /
|sdministrative Costs $15,000| 0| 50| 0| §15,000|
[TOTAL $335,000] S| H S0 $335,000]
Requested Advance 54,500
Advances and Reimbursements Previously Requested 1]}
Cash on hand 4]
Requested Reimbursement 50
TOTAL PAYMENT REQUESTED $4,500

Telephone: 517-3352524




MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

FSR User Guide (continued)

Expense Detall

a. Use the form to report expenditures incurred during this report period.

For each expense item, enter in all pertinent information and Save.

c. When you are finished, click on the Expense Summary tab to view your
Financial Status Report.

=

Expense Detail
Add an Expense Item

Activity | s

Developer ltem Fee? O

Invoice Date l:ﬁ:

Description

0 of 1000
Amount of Invoice | k
Amount billed to MSHDA | L

Expenses incurred during the current report period

Budget
Category

Developer Fee Invoice
ltem? Date

Amount of Amount Billed to

Delete? Invoice MSHDA

ltem | Activity Description

O

TOTAL: 50
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FSR User Guide (continued)

Opal FSR Comments

a. Fillin any comments that are relevant to FSR

OPAL FSR COMMENTS

Instructions This page shows all comments recorded for this FSR.

Entered By Date Comments

0 of 200

HUD Draws

a. Shows HUD draws for the Financial Status Report. Draws are created
once the report is approved, where applicable.

Pushing FSR Status

After completing all the forms, the System Administrator or Authorized Signer has
permissions to push the FSR to the next step. Once signed in, navigate to My Tasks,
and then Open Tasks. Click on the FSR Name you are looking to push.

Infe Document Type Organization Name Cumrent Status

FSR BJ's Testing M-2017-9882 FSR

Droanization #1 FSR in Progress

Click Status Changes at the top and then select FSR Submitted (see image on next
page)
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Status Changes

Possible Statuses

—ESH SUBMITTED
AFFLY STATUS

FSR CANCELLED

AFPPLY STATUS

Fill in any necessary notes to include and click the | agree button on the Agreement
page.
The Specialist is needed to push the status from FSR Submitted to FSR Review

Required. Once user is logged in, navigate to the FSR menu through My Tasks pane
and finding your FSR.

Once you get to your FSR menu, select Status changes and click FSR Review
Required

Status Changes

Possible Statuses

UIRED

FSR GRANTEE MODIFICATIONS REQUIRED

The Manager is needed to push the status from FRS Review Required to FSR
Director Review Required. Navigate to the FSR menu via the same route from step D
above and push the status to FSR Director Review Required. (see image on next

page)
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Status Changes

Possible Statuses

VIEW REQUIRED

FSR MODIFICATIONS REQUIRED

The Director is needed to push the status from FSR Director Review Required to
FSR Approved, Follow the same steps as listed in step D to push the status.

Status Changes

Possible Statuses

b LD DR L E L
AFPFLY STATUS

FSR MODIFICATIONS REQUIRED

Once the FSR is in FSR Approved it will automatically move into the Payment Initiated
status. Overnight, a nightly job will pick up the data and insert it into a Check Request
file. MSHDA Finance then takes over and will upload an acknowledgement file to the
site. This, too, will be automatically processed and when complete the FSR will move
into Payment Complete status, indicating that payment for the FSR has been
processed, or Record HUD Draws status, indicating that HUD draw information still
must be recorded before FSR Completion.




