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PROSPER Overview

§ March 1st Live Date

§ New Finance Tab automatically added to Existing Users
o Finance Tab option will be added to form for New Users

§ Downloadable handouts will have additional detailed screenshots for 
reference

§ Cash book submission procedure differs by software
o PTG clients discussed first, then non-PTG
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LOGIN
(1) Enter User Name

(2) Enter Password

(3) CLICK Sign In
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LAND ON “HOME” PAGE

(1) CLICK Finance Tab
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LOGIN (Cont’d)

(4) Enter Answer to Security Question(s)

(5) CLICK Submit
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LAND ON “FINANCIAL 
HOME” PAGE

(1) CLICK on Annual Statements
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LAND ON “ANNUAL 
STATEMENT” PAGE

(1) CLICK on Submit Annual Statements
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SUBMITTING Annual Statement

(1) Select Year

(2) CLICK Next
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SUBMITTING Annual Statement (Cont’d)

(3) CLICK Annual Statement
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UPLOAD Doc(s) (Cont’d)

(2) CLICK Browse

UPLOAD Doc(s)

(1) CLICK Add Attachment
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UPLOAD Doc(s) (Cont’d)

(4) CLICK Add Attachment
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UPLOAD Doc(s) (Cont’d)

(3) SELECT correct file
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§ You will now see the Complete is a Green Check and the Attachment is there

§ Repeat same 5 STEPS for 
Other Uploads:

o Schedules 1-7 (Please 
download and use template)

o Supplemental Schedule

o Accounting Close Interest

o Investors and Consultants 
(IF APPLICABLE)

o Other Docs (IF APPLICABLE)

SSlliiddee  15
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UPLOAD Doc(s) (Cont’d)

(5) CLICK Close
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§ Once ALL Required 
Documents are uploaded, 
reach out to the Board 
Members for certification.
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Upload Rules

§ REQUIRED DOCS
o Annual Statement (must be READABLE PDF format)
o Schedules 1-7 (must be XLSX format)
• PLEASE DOWNLOAD & USE TEMPLATE

o Supplemental Schedule (must be READABLE PDF format)
o Accounting Close Interest (must be READABLE PDF format)

§ ONLY IF APPLICABLE 
o Other Docs
o Investors and Consultants (must be READABLE PDF format)
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CERTIFICATION BY BOARD 
MEMBERS (Cont’d)

(2) Board Member can Go to Checklist 
and see what is actually submitted

(3) Member signs by adding name

(4) Check off Acknowledgement

(5) CLICK Sign Document
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CERTIFICATION BY BOARD 
MEMBERS
(1) CLICK the Certification for 

Annual Statement Tab
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• Once ALL Signatures have been 
received and Certification is 
complete, the Annual Statement 
can be Submitted.
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• You will now see the Complete is a 
Green check once the Board 
Member signs.

• Repeat same 5 STEPS for ALL Board 
Members who need to Certify 
Statement.
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§ Once Submitted, you will receive a Message of Completion
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§ You can go back to the 
Financial Home Page and 
see that the Annual 
Statement has been 
Submitted.
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For assistance with PROSPER, please contact us at:
617-591-8983 or PER-ProsperHelp@mass.gov
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Screen Shots
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