
e-grants Financial Status Report Guide 
 

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  

 

 

 

Step 3: Click on VIEW RELATED ITEMS  



 

Step 4: Click, Initiate a/an Financial Status Report 

 

 

 

 



The above confirmation message is displayed before the FSR is created 

Step 5: Click on the VIEW FORMS to view the OJP FSR Menu- Forms  

 

 

Step 6: Click on Financial Status Report Type  

 
 
Step 7: Select the Financial Status Report Type – “Expense” and click Save  

 

Step 8: Navigate back to Forms Menu by clicking on the Forms Menu button  



Please note: After accessing the Forms Menu you will notice that the Financial Status Report forms are 
now available in the menu.   

Step 9: Select the Financial Status Report/Payment Request Line Items form to begin completing the 
expense report 

 

Step 10: 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.  Use all available rows 
for the budget items.  Rows are dynamically added each time you click SAVE.  

 

Step 11: After completing the payment request line items navigate to the Financial Status 
Report/Payment Request Summary form by clicking on the Forms Menu link 

Step 12: 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 

http://cm.dps.mn.gov/divisions/ojp/grants/Documents/FSR%20Description%20Requirements%202018-2019.pdf


 

Step 13: Click SUBMIT FINANCIAL REPORT and the report will be submitted to the grant manager 
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