
ITWS Cost Report Submission
Log into the ITWS
Download the Cost Report Templates
Creating the Submission Folder
Uploading the Cost Report 



Step One: Log Into the ITWS

https://mhhitws.cawnet.gov
User Name
Password
Click “Login”

https://mhhitws.cawnet.gov/


To Log On 
1. Enter User Name
2. Enter Password
3. Click “Login”



Download the Cost Report Templates For 
FY 2009-2010

Select cost and financial reporting from the 
System menu
Select templates from the CFRS 
Information menu.
Save the FY 2009-10 cost report 
templates to your personal computer.



Second Click 
on “Cost & 
Financial 

Reporting” 
Option

First Click on “Systems” Link



Then Click  on  
“Templates”

First Click on “CFRS 
Information” Tab



Click “Save
Target As”Click “Save 

Target As”

To Download Detail 
and Summary 
Templates, Right 
Click on the 
Hypertext



Individual cost report naming convention
Compress cost reports into one Zip 
folder
Rename zip folder using proper naming 
convention

Create the Submittal File



Individual Cost Reports – 
Naming Convention

Summary Cost Report
• CFRS_20092010_8900000B.xls

County Detail Cost Report
• CFRS_20092010_8900089B.xls

Non County Detail Cost Report
• CFRS_20092010_8900999B.xls



Creating the Zip Folder

Highlight the cost report files to be 
submitted.
Click on the “File” menu
Select “New” from the “File” menu
Select “Compressed (Zipped) Folder





Submittal File Naming 
Convention – FY 2009-10

CFRS_20092010_CC_B_Submittal.zip



Type New File Name Like This
Then Press “Enter”



Uploading Cost Reports

Select cost and financial reporting 
from the systems menu
Select Transfer files (Upload and 
Download) from the functions menu
Click on the “Add” button
Highlight the zip folder to upload
Click on the “Upload” button
Click the “O.K”.  



Click on “Systems” Then  Click on “Cost and
Financial Reporting”



Click on “Functions” tab,  then Click on
“Transfer Files (Upload & Download)”.



Click on “Add”

Sample County

SAMPLE COUNTY

S 
S
S

S

S

S



Single Click on “File” (This Will Highlight
The File)  then Click on “OK”



Click “Upload”

SAMPLE
SAMPLE

S 
S



Click on “OK”

SAMPLE



This Message Indicates A Successful Upload.

S
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