How to report for you quarterly ESG Progress Reports:

1. Login to servicepoint:   Michigan.servicept.com
2. Once you login, make sure that at the upper right, you see the container where you would like to pull the report from.

 (Only applicable if you have multiple programs)

3. Click on the reports tab

4. Select the HUD-40118 APR report 

5. Under the provider tab, pull down to the program you would like to run the report for.

6. Type in the dates for the report.  For the ESG reports use one of the following date ranges:

a. 06/01/yyyy to 08/31/yyyy (yyyy- put in correct year)

b. 09/01/yyyy to 11/30/yyyy

c. 12/01/yyyy to 02/28/yyyy (use 02/29 if it is a leap year)

d. 03/01/yyyy to 05/31/yyyy

7. Click “Build Report”

8. Once the report appears, you will need to highlight all of the report and copy into a word document. To do this, hold down the mouse button while dragging through report.  Press “Ctrl + C” to copy.  

9. Then open up Microsoft Word, paste into a new document and save

10. Email this document to Chris Hall - hallc3@Michigan.gov
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