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Access Issues 
Q: I no longer have the same level of access that I had previously. How can I get access 
to enter reports? 
A: The recent Catalyst update requires that a user now be designated as a Vendor (Grantee) 
Administrator or a Fiscal Administrator to create, add, edit, and save FSRs. Contact SHPR 
(Catalyst vendor) at support@shpr.com or 770-935-0958 or KDHE at catalyst@kdheks.gov to 
gain vendor/administrator access. See e-mail below for fiscal access.  
 
Q: I have administrator access but would like one of my staff members to enter the 
FSR/Affidavits. How do I grant someone access? 
A: 1. After logging into Catalyst, the administrator should click on his/her name in the upper right 
hand corner.  
2. Select "Edit Profile" from the drop down menu.  
3. In the Organization Information section of the administrator's profile, find the field for "Fiscal 
Administrator".  
4. Select the individual to be the Fiscal Administrator for the organization from the drop down.  
5. Click Save. 
 
Q: I have two logins for Catalyst—one for accreditation and one for Aid to Local. Can I 
get just one? 
A: SHPR/Catalyst is currently researching ways to eliminate multiple logins for a single user but 
as of now, multiple logins will be required.  
 
 
Progress Reports 
Q: I am trying to submit my progress report and there is no submit button. How do I 
submit my report? 
A: By clicking on “Save”, it automatically sends the report to your program representative(s) and 
it will be submitted. Aid to Local program staff receive a notification and can view your progress 
report after you save the entry. 
 
Q: How do I submit my progress report activities in Catalyst for the Immunization Action 
Plan?  
A: Please complete the percentage information of objective completion in the Catalyst, but the 
Progress report is found on the Aid to Local IAP page, 
http://www.kdheks.gov/doc_lib/ImmuizationActionPlanRpts.html and can be completed in the 
fillable PDF and submitted electronically by hitting the “Submit” button or save it and attach to 
an email to be sent to pgriffin@kdheks.gov. 
  
 
FSRs/Affidavits 
Q: Please explain the match section (“Total Recipient Share of Expenses”) for the 
affidavit/FSR’s in Catalyst. 
A: The “Maintenance of Effort” rows are used to show match expenses on the State Formula 
grant. 
The “Local core support, funding match” rows are used to show match expenses on all of the 
grants other than State formula. 
The “Revenue Expenditure” rows are used on the Family Planning and MCH grants if you have 
Program Revenue (“Total Income From Recipient”) at the bottom to show how the Program 
Revenue was spent. 
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Catalyst Help 
Q: How do I access the Catalyst Help Center? 
A: Click the question mark at the top of the Catalyst screen. Choose one of six options: Top 
Questions, Get Started, Knowledge Base, Community, Report a Bug, Talk to Us. 
 
Q: How do I access video tutorials in the Catalyst Help Center? 
A: Video tutorials are found throughout the Help Center. It depends on what you are looking for. 
If you type "video" into the search bar, it should give you a number of results and where they are 
located. 
 


