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Step 1: To complete a Financial Status Report (FSR) click on, OPEN MY TASKS  

 

Step 2: Select the grant number link of the grant that the FSR is being created for  
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Step 3: Click on VIEW RELATED ITEMS  

 

Step 4: Click, Initiate a/an Financial Status Report 
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The above confirmation message is displayed before the FSR is created 

Step 5: Click I AGREE  

Step 6: Click on the VIEW FORMS to view the OJP FSR Menu- Forms  

Step 7: Click on, Financial Status Report Type 

Step 8: Select the Financial Status Report Type – “Expense” and click Save 
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Step 10: Select one option, “the FSR period is 12/31, 3/31, 6/30, or 9/30” OR “the FSR end period IS 
NOT 12/31, 3/31, 6/30, 9/30” click SAVE.  

Step 11: If the FSR period is 12/31, 3/31, 6/30, or 9/30, skip to Step 15. 

Step 12: If the FSR period IS NOT 12/31, 3/31, 6/30, or 9/30, the “FSR Progress Statement” form will 
appear as a required form in the FSR forms after SAVE is selected. To complete this form, click on it.  
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Step 13: Follow the directions on the form and click SAVE. 

Step 14: Proceed to Step 15. 

Step 15: Select the budget item from the Budget Item drop down, complete the Description using the 
FSR Description Box Detail Requirements and then enter the Amount Requested.  Date is not a required 
field in this form. Use all available rows for the budget items.  Rows are dynamically added each time 
you click SAVE.  

Step 16: After entering each line item that is being requested for reimbursement, click SAVE/NEXT to 
automatically advance to the Financial Status Report/Payment Request Summary form  

Step 17: Complete this form by selecting the Main Contact, select Yes or No for Final Report and enter 
the Period Dates that the expenses occurred in.  

https://assets.dps.mn.gov/files/ojp/FSR-Description-Requirements3-21.pdf
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Step 18: If you do not have any additional FSR forms that are required, click SUBMIT FINANCIAL REPORT 
and the report will be submitted to the grant manager 

Step 19: If you are required to provide one or more of these forms: FSR Source Documentation, Direct 
Client Assistance Cover Sheet or use the FSR Indirect Costs Calculator with the Financial Status Report, 
click SAVE  

Step 20: Navigate to the Forms Menu using the Forms Menu link. 

Step 21: Select the additional form or forms that are required to be completed. 



e-Grants Financial Status Report Guide- Updated 1/16/2024 

Step 22: Follow the instructions to complete the selected forms. Once the additional forms are 
completed, change the status to “Financial Status Report Submitted”.   




