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LOGIN
(1) Enter User Name

(2) Enter Password

(3) CLICK Sign In
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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 Cash Books
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LAND ON “HOME” PAGE

(1) CLICK Finance Tab
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LAND ON “CASH BOOKS” PAGE

(1) CLICK on Submit Cash Books
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SUBMITTING CASH BOOKS

(1) Select Month

(2) Select Year

(3) CLICK Next
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SUBMITTING CASH BOOKS (Cont’d)

(4) CLICK Trial Balances (TB) –
Year to Date (YTD)

UPLOAD Doc(s)

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

(3) SELECT correct file
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UPLOAD Doc(s) (Cont’d)

(2) CLICK Browse
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PROSPER will do Validation for PTG
with READABLE PDFs:
a) Upload should have File NAME in first row.  

EX: Trial Balance should have “Trial Balance” 
in first row.

b) Board Name 

c) Period submitting
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IF File does NOT pass validation, you should 
receive ERROR message indicating what needs to 
be changed.

EXAMPLE:
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UPLOAD Doc(s) (Cont’d)

(4) CLICK Add Attachment
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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 Trial Balance

o Adjustment Reports

o Cash Disbursements Reports

o Cash Receipts Upload

o General Ledge Upload

o Other Docs (IF APPLICABLE)

SSlliiddee  15
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UPLOAD Doc(s) (Cont’d)

(5) CLICK Save
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§ Once ALL Required Documents are uploaded, documents can 
now be Submitted
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Upload Rules

§ REQUIRED DOCS
o Trial Balance (must be READABLE PDF format)

o Adjustment Reports (must be READABLE PDF format)

o Cash Disbursements Reports (must be READABLE  PDF format)

o Cash Receipts Upload (must be READABLE PDF format)

o General Ledger Upload (must be READABLE PDF format)

§ ONLY IF APPLICABLE 
o Other Docs
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§ You can go back to the 
Financial Home Page 
and see that the 
CashBook Docs have 
been Submitted.
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§ Once Submitted, you will receive a Message of Completion
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PERAC can either APPROVE or 
REJECT the submission.

Once the person logs in and 
goes to the Finance Tab and 
Click CashBooks, they will be 
able to see the STATUS.
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IF REJECTED, they will be able to 
click on the submission and they 
will see an ALERT as to why.
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They will need to create a new submission.  

This time, they will get a warning about there 
being another submission.  Just click OK and 
proceed with the uploading of docs and 
SUBMIT.
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The user will now see the 2nd

submission.
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For assistance with PROSPER, please contact us at:
617-591-8983 or PER-ProsperHelp@mass.gov

Slide 24

Screen Shots
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