[bookmark: _GoBack]Preliminary Assessment Tool (PAT)
RD STAFF MFIS Instructions





Pulling Required MFIS Reports

MFIS reports are used to pre-fill data in this template.  Save the following Reports as Excel files in a folder on your computer for the Property so they can be uploaded in the PAT:
1. FIN 1700 Budget History
2. FIN 1200 Balance Sheet
3. FIN 2000 Reserve Account

FIN 1700 Budget History
· Select Project Name
· Place a checkmark in the box for Budget History
· Change the Report Option to Excel
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FIN 1200 Balance Sheet
· Select Project Name
· Select Fiscal Year for the latest year-end actuals received/reviewed DO NOT LEAVE YEAR AS “CURRENT”
· Place a checkmark in the box for Balance Sheet (version is current)
· Change the Report Option to Excel
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FIN 2000 Reserve Account
· Change the As of Date to the last day of the project’s FY for the latest year-end actuals received/reviewed
· Select Project Name
· Uncheck the Summary Report
· Change the Report Option to Excel
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Sort Options
Specify Sort Option to Control the order in which selected entries are displayed on output report.

[State/servicing Office/County/Project Name V|

Type of Report Options
Check Report Options from list;

Deta

Summary []

Report Options.
Selecta Report Form at from the drop down list;
Select SUBMIT to generate the reportor select RESET to dear the form;

Submit Reset
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