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Introduction 
This user guide is designed to accompany Release 6.3 of the Disaster Recovery Grant Reporting (DRGR) 
system.  This release of DRGR provides the means for updating and reconciling grant award amounts, 
drawdown information, and current balances from Line of Credit Control System (LOCCS) via the DRGR 
system.  Users now have the capability to view financial data based upon actual grant obligations and 
grantee draws. 

More specifically, this release of DRGR provides users with the ability to create vouchers in DRGR; 
DRGR then reconciles the drawn amounts with LOCCS to ensure accuracy of financial balances.  After 
the vouchers are processed via LOCCS, DRGR updates the status of the vouchers, enabling users to 
track the status of their drawdowns.  Additionally, DRGR notifies users via email alerts of draws requiring 
approval. 

Grantee and HUD staff that need access to DRGR for drawdown and reporting should contact HUD 
DRGR administrators through DRGR_Help@hud.gov.  Information required for new accounts and training 
materials are available online at 
http://www.hud.gov/offices/cpd/communitydevelopment/programs/drsi/drgrs.cfm.   

Purpose of This Guide 
This guide describes the grant drawdown process and how authorized personnel can use DRGR to 
perform activities related to drawdowns, including the submission and approval of drawdowns.  You 
should already be familiar with the basic operation of DRGR; this guide does not describe how to perform 
other DRGR functions. 

Audience for This Guide 
Users of DRGR can be divided into two categories, HUD users and Grantee Users.   

HUD users consist of HUD HQ and field office personnel and include the following DRGR user roles: 

• HQ User 
• HQ Admin 
• Super User 

Grantee Users consist of grantees and typically have the following DRGR user roles: 

• Grantee 
• Grantee Admin 

This guide is written for both groups of HUD and grantee DRGR users, but does not include HQ Admin or 
Super User screens.  The following section describes how the guide is organized for each group of users.  
HUD Super Users can set an approval threshold for drawdowns from a specific grant:  once this threshold 
has been reached, any subsequent voucher line items approved by a grantee user will also require 
approval by a HUD headquarters user. 

 

How This Guide Is Organized 
This main part of this guide is divided into two parts:  the first part is written for Grantee Users; the second 
part is written for HUD users. 

The first part describes how grantee users to perform the following tasks: 

• Obligate funds to an activity 
• Create a voucher 

mailto:DRGR_Help@hud.gov�
http://www.hud.gov/offices/cpd/communitydevelopment/programs/drsi/drgrs.cfm�


Part 1:  Grantee User Tasks Creating a Voucher 

DRGR 6 3 User Guide for Drawdowns- 12_29_08.doc29  3 

• Search for a voucher 
• View a voucher or voucher line item 
• Cancel a voucher line item 
• Revise a voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 
• Block an activity from drawdowns 

The second part describes how HUD DRGR users perform the following tasks: 

• Search for a voucher 
• View a voucher or voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 
• Set a drawdown approval threshold (Super User Only) 
• Block a grantee from drawdowns (Super User Only) 
• Block a grant from drawdowns (Super User Only) 
• Troubleshoot LOCCS transactions (Super User Only) 

 
The first two tasks under HUD users are available to any HUD users that can view a grant.  The ability to 
approve and revoke grantee vouchers are only available to HUD staff that have had these rights 
designated by HUD administrators for grants with draw thresholds.  The last four tasks are available only 
to a limited number of HQ HUD Super Users that administer the DRGR system.  If any of these tasks are 
needed for any reason, please contact DRGR_Help@hud.gov. 
 

DRGR Organization and Navigation 
The DRGR Drawdown Module is one of several areas in DRGR that can be reached through the main 
navigation bar shown that is displayed at the top of the DRGR web page along with Action Plans and 
Quarterly Performance Reports (QPRs).   

 
 

mailto:DRGR_Help@hud.gov�
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The name of the module being used displays below the main navigation bar and the screen title displays 
just below that.  DRGR users can navigate within a module by using the module navigation on the left 
above the Utilities Menu.  Help topics specific to each web page can be accessed through the right help 
link below the main navigation bar.  An index of help topics can be accessed through the help link in the 
Utilities Menu. 

In addition to providing access to grant funds within the DRGR system, the new module represents a 
change in how information will be calculated and displayed in the QPRs.  Prior to the release of the 
DRGR drawdown module in January of 2009, incremental information on obligations and funds drawn 
down for each activity (also known as grants received) was entered quarterly in each QPR along with 
other financial information such as program income received and expenditures.   Grantees reported only 
the Disaster Recovery CDBG obligations and grant funds drawn down in each quarter and DRGR 
calculated cumulative totals.   

With this new release, DRGR will no longer require this information to be entered in the QPR.  Instead, 
the within-quarter and cumulative information entered in the drawdown module and recorded in previously 
will be calculated by DRGR and displayed in the QPR as read-only information.  Based on this, grant 
funds received / drawn down will be updated through the new draws within the quarter and adjusted by 
any revisions to draws recorded within the quarter.  Obligations will will now updated only as cumulative 
totals in the drawdown module rather than added incrementally within each QPR.     

 

Overview of the Drawdown Process 
A drawdown—also called a voucher—is a request for payment against a grantee’s line of credit for 
services performed in support of one or more activities.  Before a grantee can drawdown funds from a 
grant: 

• The activity must have had grant funds committed from one or more funding sources.  Funding 
sources can be CPD program grants, receipt funds, subfunds, or subgrants. 

• The grantee organization must have HUD and DRGR authorization to create and approve 
drawdowns. 

To drawdown grant funds, a process must be followed.  Briefly, the process is as follows: 

• Using DRGR, a grantee obligates grant funds to an activity. 
• A grantee creates a voucher in DRGR to drawdown funds for one or more activities. 
• When the drawdown request is generated, DRGR performs a preliminary validation of it, and then 

generates a voucher number.  The voucher will not be sent to LOCCS until it is approved (next 
step). 

• The authorized person in the grantee’s organization approves each voucher line item (or the 
entire voucher).  If the voucher has multiple line items, the authorized person can approve some 
of the line items and leave the rest for a later date. 

• DRGR sends the approved line items to LOCCS that night (or on the future date that the approver 
specified).  However, if a voucher line item exceeds a drawdown threshold, it is forwarded to HUD 
for approval before being submitted to LOCCS. 

• LOCCS processes the vouchers overnight from a daily batch file submitted by DRGR.  LOCCS 
approves or rejects all line items that were sent on one batch (this may not be all line items if the 
approver did not approve all line items on the voucher the same day).  If approved by LOCCS, 
LOCCS sends the line items to the U.S. Treasury for payment.  LOCCS also sends the status of 
the request back to DRGR.  The drawdown results are reflected in DRGR the next day. 

• Once received by Treasury, if Treasury accepts, electronic payment is made to the recipient.  No 
status is sent back to DRGR.  If rejected by Treasury, Treasury sends DRGR the rejection status 
and the grantee will have to create a new voucher for the rejected line items. 
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• If necessary, an authorized user can cancel a voucher line item that has not been sent to 
LOCCS; or revise the voucher. 

Although the drawdown module follows a similar process to track the disbursement of program income 
received under grant programs, grantee users do not need to obligate program income in order to track 
them using the module.  Another key difference is that no information is sent from LOCCS regarding 
program income.  Instead, DRGR checks the total amount of pending and past program income 
disbursements against program income recorded in QPRs.    
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Part 1:  Grantee User Tasks 

Introduction 
Depending on assigned privileges in DRGR, a Grantee User can perform the following tasks with regards 
to drawdowns: 

• Create an obligation for an activity 
• Create a voucher 
• Search for a voucher 
• View a voucher or voucher line item 
• Cancel a voucher line item 
• Revise a voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 
• Block an activity from drawdowns 

The following sections in this part describe how to perform each of these tasks. 

Obligating Funds to an Activity 
Obligating funds to an activity means to commit grant money to that activity.  The obligated funds are 
then available for drawdown, that is, disbursement of the funds.  The obligated amount must be less than 
or equal to the total budget amount.  Note that you can obligate only Program Funds, not Program 
Income. 

Only a grantee with one or both of the following privileges can obligate funds: 

• Request Drawdown 
• Approve Drawdown 

To obligate funds to an activity: 

1. Click the Drawdown link in the menu bar. 

The Search for Activities to Obligate page is displayed.  This page allows you to locate the activity 
for which you want to obligate funds. 

 

Enter search 
criteria 
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2. (Optional)  Enter one or more search criteria: 

• Grant Number – Select a grant number from the drop-down list.  Only grants that you are 
assigned to are listed. 

• Grantee Activity Number – Enter a grantee activity number.  You can enter a full or partial 
number and use the percent sign (%) as a wildcard search character.  Search is not case 
sensitive. 

• Responsible Organization – Enter the name of the organization to whom the grant was 
awarded.  You can enter a full or partial name and use the percent sign (%) as a wildcard search 
character.  Search is not case sensitive. 

3. Click Search. 

The Search page is redisplayed, with the search results appearing in a table below the search 
criteria.  Each table row represents an activity.  The first ten matching activities are listed; additional 
results can be viewed by clicking a page link below the table.  The default sort order is Grant #, 
Responsible Organization, and Grantee Activity #. 

 

4. If the activity for which you are searching is not displayed in the first page of results, do one of the 
following: 

• To enter different search criteria, click the Reset button, and then enter new criteria. 
• To view additional search results, click the one of the page links below the results table. 
• To sort the search results, click on a column header. 

5. When you locate the activity for which you want to obligate funds, click the Maintain link in the 
Action column on the right side of the activity’s row. 

Links to 
additional 
search results 

Search 
results 
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The selected activity appears on the Add-Edit Obligation Line Item page. 

 

Information about the selected activity (Grant #, Grantee Activity #, Responsible Organization, 
Activity Type, and Activity Title) appears at the top of the page.  Below the activity information, the 
following grant budget information appears: 

• Total Budget – This field displays the total amount of the grant fund that is allocated to this 
activity.  You cannot obligate an amount greater than the amount that appears in this field. 

• Total Obligated Amount – This field displays the amount previously obligated to this activity. 
• Available for Obligation – This field displays the amount available for obligation to this 

activity, which is equal to the Total Budget amount minus the sum of the Total Obligated 
Amount and Total Drawn Amount. 

• Total Drawn Amount – This field displays the amount that has already been drawn down 
from the obligated amount, plus any pending drawndowns. 

6. Enter the total amount to be obligated in the Obligation Amount field. 

If an amount has already been obligated, that amount will appear in the field.  You can increase or 
decrease the obligation amount—whatever you enter in the field will be the new obligation amount.  
For example, if the amount displayed in Obligation Amount is $1000.00, and you enter $400.00, 
Total Amount Obligated will be decreased to $400.00. 

The Obligation Amount must meet the following criteria: 

• It must be less than the Total Budget value. 
• It must be greater than the Total Drawn Amount value.  In other words, you cannot 

decrease the obligated amount to less than the amount that has already been drawn down. 

7. Click Save Amount. 

Budget 
information 

Information 
about the 
selected activity 

Enter amount 
to be obligated 
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The Add-Edit Obligation Line Item page is redisplayed with the updated Total Obligated Amount.  
The Available for Obligation field is also updated. 

 

Creating a Voucher 
A voucher is an electronic payment request that is sent from DRGR to LOCCS.  Each line item on the 
voucher is a payment request for work performed, goods purchased, or some other expenditure for a 
specific activity.  A voucher can contain requests for activities from different grants; however, the grants 
must all have the same grantee. 

Each voucher line item identifies not only the grant, grantee, activity, and funding source, but also the 
specific amount requested (drawdown amount), submission date, and a line item status.  The line item 
status is updated by DRGR as the voucher moves through the drawdown process. 

After a voucher is created and approved in DRGR, it is submitted to LOCCS for processing.  Once 
LOCCS processes a voucher, it authorizes disbursement of the funds for approved line items. 

Only grantees with the following privileges can create a voucher: 

• Request Drawdown 

Creating a voucher is a four-step process: 

1. Select the activities to include in the voucher. 

2. Enter the drawdown amounts for each activity. 

3. Confirm the drawdown amounts. 

4. View the finalized voucher. 

DRGR guides you through this process by presenting pages that correspond to these steps. 

Updated 
obligation fields 

Updated amount to 
be obligated 
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To create a voucher: 

1. Click the Drawdown link in the menu bar. 

The Search for Activities to Obligate page appears. 

2. In the left menu, click Create Voucher under Drawdown. 

The page that appears, Create Voucher – Page 1 of 4 (Select Activities) is the first of the four 
voucher creation pages.  In this page, you select the voucher submission date and the activities to be 
included in the voucher. 

 

3. Select a submission date in the Requested Submission Date field: 

• The submission date specifies when you would like the voucher to be submitted to LOCCS. 
• You can manually enter a date, or select a date using the pop-up calendar. 
• The date cannot be in the past and cannot be more than 90 days forward from the current date. 
• The default value is the current date. 

4. Click the Add More Activities button. 

Select the date to 
submit to LOCCS 

Click this button to 
locate the activities to 
include in the voucher 
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The Search for Activities to Create Voucher page is displayed.  This page allows you to locate and 
add the activities to include in the voucher. 

 

5. (Optional)  Enter one or more search criteria: 

• Grant # – Select a grant number from the drop-down list.  Only grants to which you are assigned 
are listed. 

• Grantee Activity Number – Enter a grantee activity number.  You can enter a full or partial 
number and use the percent sign (%) as a wildcard search character. 

• Activity Title – Enter an activity title. You can enter a full or partial title and use the percent sign 
(%) as a wildcard search character.  Search is not case sensitive. 

• Activity Type – Enter an activity type.  You can enter a full or partial type and use the percent 
sign (%) as a wildcard search character.  Search is not case sensitive. 

• Responsible Organization – Enter the name of the organization to whom the grant was 
awarded.  You can enter a full or partial name and use the percent sign (%) as a wildcard search 
character. 

6. Click Search. 

Enter search 
criteria 
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The Search page is redisplayed, with the search results appearing in a table below the search 
criteria.  Each table row represents an activity.  The first ten matching activities are listed; the default 
sort order is Grant #, Responsible Organization, and Grantee Activity #. 

 

7. If the activity for which you are searching is not displayed in the first page of results, do one of the 
following: 

• To enter different search criteria, click the Reset button, and then enter new criteria. 
• To view additional search results, click the one of the page links below the results table. 
• To sort the search results, click on a column header. 

Search 
results 
table 

Links to 
additional 
search results 
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8. Select the activities to include in the voucher by checking the box in the Select column next to the 
activity 
title.

Select 
activities 
to include 

Click this button 
after selecting 
activities 
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9. Click the Add Selected Activities to Voucher button. 
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The Create Voucher – Page 1 of 4 (Select Activities) page is redisplayed.  Each selected activity 
becomes a line item in the Voucher Items table.  Basic voucher information appears in the top 
portion of the page. 

 

Selected activities 
appear in the 
Voucher Items 
table 

Basic 
voucher 
information 
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The Voucher Items table contains the following columns: 

• Grant # 
• Responsible Organization 
• Activity Type 
• Grantee Activity # 
• Title 
• Fund Type 
• Select 

10. To add more activities to the voucher, click the Add More Activities button, and then repeat Steps 7 
through 9.  Any activities that you have already selected to add to the voucher will not appear in the 
search results. 
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11. Once you have selected all of the activities to include in the voucher, select the fund type for each 
activity: 

• Program Fund – Select this if the funds for the drawdown should come from HUD grant money. 
• Program Income – Select this if the funds for the drawdown should come from program income 

received.  Note: Program income is recorded by DRGR for tracking purposes but does not cause 
any money to be paid out through the LOCCS. 

The default value is Program Fund. 

TIP:  To remove an activity from the table, check the box in the Select column next to the activity to be 
removed, and then click the Remove Voucher Item button. 

 

Select the 
source of the 
drawdown 
funds 
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This one shows Program Income selected: 

In the following example, Program Income has been selected as the Fund Type for the fifth activity 
in the table. 

 
12. Now that your selection of activities and fund types is complete, click the Continue button. 

Program 
Income 
selected as 
Fund Type 
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The Create Voucher – Page 2 of 4 (Drawdown Amounts) page is displayed.  On this page, you will 
enter the drawdown amounts for each activity on the voucher.  The first ten matching voucher lines 
items are listed; the default sort order is Grant #, Responsible Organization, and Grantee Activity 
#. 

Two new fields now appear in the top portion of the page: 

• Voucher # - DRGR has assigned a voucher number. 
• Created By – Your DRGR user name appears here. 

 

New fields 

Click amounts to 
see how they 
were calculated 

Enter 
drawdown 
amounts 
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In addition, the Voucher Items table has two new columns: 

• Available Amount.  This column contains the amount available for drawdowns.  You can 
click the amount to view the specific amounts used to calculate the Available Amount.  The 
formulas used to calculate Available Amount are: 

For Program Fund Available Amount = (Obligated Amount – (Drawn Amount + Draw 
Pending Amount)) 

For Program Income Available Amount = Sum of all Program Income received 
associated with activities for a grant from prior quarters – (Grant 
Program Income Drawn Amount + Grant Program Income Draw 
Pending Amount) 
IMPORTANT:  When Program Income is selected as the Fund 
Type for an activity, the amount shown in the Available Amount 
column represents the total amount available for the entire grant, 
not just for that particular activity.  Thus, multiple activities from the 
same grant will all show the same amount in the Available Amount 
column when Program Income is selected. 

• Drawdown Amount.  This column is where you will enter the amount to be disbursed. 

13. Enter the drawdown amounts in the Drawdown Amount column. 

• The Drawdown Amount cannot exceed the Available Amount. 
• If the Fund Type is Program Income, the amount shown as available for drawdown 

represents the total amount available from program income for the entire grant

For example, if a grant has $100,000 in program income and two activities from that grant are 
being funded by program income, the amount shown in the Available Amount column for 
each activity will be $100,000.  However, this does not mean that $100,000 is available for 
each activity; rather, it means that $100,000 is available to shared by both activities. 

.  Thus, 
multiple activities from the same grant will all show the same amount available. 

• If the Available Amount is zero, you need to obligate money to the activity first.  See the 
Obligating Funds to an Activity procedure. 
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14. Review each of the activities and the drawdown amounts: 

• If an amount is incorrect, enter the correct amount. 
• If you want to change the activities included in the voucher, click Cancel Voucher.  A blank 

Create Voucher – Page 1 of 4 (Select Activities) page will be displayed and you can select new 
activities for the voucher. 

15. Once you are satisfied with the selected activities, click Submit Voucher. 



Part 1:  Grantee User Tasks Creating a Voucher 

DRGR 6 3 User Guide for Drawdowns- 12_29_08.doc29  23 

After validating the drawdown amounts, DRGR displays the Create Voucher – Page 3 of 4 
(Confirm) page.  The page allows you to confirm the drawdown amounts. 

Two new fields appear in the top portion of the page: 

• Voucher Total – This amount represents the sum of the requested drawdowns. 
• Creation Date – The current date appears as the voucher creation date. 

The Voucher Items table is no longer editable.  In addition, each selected activity has been assigned 
a voucher line item number and the drawdown subtotal for each grant appears below the table.  The 
total for the entire voucher appears at the bottom of the table, below the grant subtotals. 

 

New fields 

The drawdown 
amounts are 
subtotaled for 
each grant 

Line item 
numbers are 
assigned 

Voucher total 
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16. Review each of the drawdown amounts to verify that you entered the proper amount for the right 
fund: 

• If you need to change an amount, click the Edit Voucher button and the second page of the 
Create Voucher pages will be redisplayed.  You can revise the amounts and then continue. 

• Click Cancel if you decide not to complete the drawdown. 

17. Once you are satisfied with the amounts, click the Confirm Voucher button. 

IMPORTANT:  Once you click the Confirm Voucher button, you cannot cancel the voucher creation. 

DRGR sends email to all grantee users that have Approve Drawdown privileges to notify them that a 
voucher has been created.  DRGR then displays the Create Voucher – Page 4 of 4 (View) page.  
This is a read-only confirmation page.  Notice that any line item that did not have a non-zero dollar 
value in the Drawdown Amount field on Page 3 does not appear on this page. 
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Searching for a Voucher 
To search for a voucher: 

1. Click the Drawdown link in the menu bar. 

The Search for Activities to Obligate page appears. 

 

2. In the left menu, click Search Voucher under Drawdown. 

The Search for Vouchers page appears. 

 

Enter search 
criteria 
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3. (Optional)  Enter one or more search criteria: 

• Voucher # – Enter a voucher number.  You can enter a full or partial number and use the percent 
sign (%) as a wildcard search character. 

• Grant # – Select a grant number from the drop-down list.  Only grants that you are assigned to 
are listed. 

• Line Item Status– Select a line item status to search for vouchers that contain a line item with 
the specified status.  See Appendix A for more information about line item statuses. 

• Earliest Creation Date – Enter a date, or select a date using the pop-up calendar. 
• Grantee Activity # – Enter a grantee activity number.  You can enter a full or partial number and 

use the percent sign (%) as a wildcard search character. 
• Fund Type – Select a fund type to search for vouchers that contain a line item with the specified 

fund type. 
• Transaction Type – Select the LOCCS transaction type: 

• Adjustment – Funds transferred from one grant to another. 
• Collection – Fund returned by grantee to LOCCS. 
• Manual Payment – Grantee-approved drawdown manually submitted from LOCCS. 
• Payment – Program Fund and Program Income drawdowns. 

4. Click Search. 

The Search page is redisplayed, with the search results appearing in a table below the search 
criteria.  Each table row is a voucher line item.  The first ten matching voucher line items are listed; 
additional results can be viewed by clicking a page link below the table.  The default sort order is 
Grant #, Responsible Organization, Grantee Activity #, Voucher #, and Line Item #. 

The voucher number for the associated voucher appears in the first column.  If a voucher has more 
than one line item, each line item will appear as a separate row in the table. 
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5. If the voucher for which you are searching is not displayed in the first page of results, do one of the 
following: 

• To enter different search criteria, click the Reset button, and then enter new criteria. 
• To view additional search results, click the one of the page links below the results table. 
• To sort the search results, click on a column header in the results table. 

6. Once you locate a voucher line item associated with the voucher for which you are searching, click 
the Maintain link in the Action column next to the voucher line item to view the voucher. 

The entire voucher is displayed in the Maintain Voucher page.  General information about the 
selected voucher (Voucher #, Created By, Voucher Created For, and Creation Date) appears at 
the top of the page.  Below the general information, all of the voucher line items (not just the line item 
that you selected) are listed in a table. 
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The voucher line items are grouped according to their status and are listed in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

Each line item represents an activity for which a drawdown has been requested.  The following 
information is displayed for each line item: 

Column Description 

Line Item # A DRGR-assigned number identifying the line item. 

Grant # The grant number for the activity. 

Grantee Activity # The grantee activity number for the activity. 

Responsible Organization The organization responsible for performing the activity. 

Activity Type The type of activity that will be conducted. 

Activity Title The title of the activity. 

Fund Type The type of funds that are the source for this drawdown. 

Available Amount The amount that is available to drawdown for this activity. 

Drawdown Amount The amount that has already been drawndown for this activity.  A 
negative amount occurs when there has been a collection or 
adjustment type of transaction. 

Line Item Status See Appendix A for a description of the possible statuses. 

Submission Date Whether this is editable depends on your user role:  if you are a 
grantee user, it will not be editable; if you are a grantee user with 
approval privileges, it will be editable. 

Action The options that appear in this column depend on the Line Item 
Status and your user privileges. 

The default sort order within each group of line items is Grant #, Responsible Organization, 
Grantee Activity #, Voucher #, and Line Item #. 

At this point, you can click a link in the Action column or click the Return to Search Voucher button.  
The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses. 

The possible actions for a Grantee User are: 

• View a voucher or voucher line item 
• Cancel a voucher line item 
• Revise a voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 

For instructions on how to perform these tasks, refer to the following sections. 
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Viewing a Voucher or Voucher Line Item 
To view a voucher or voucher line item: 

1. Follow Steps 1-6 in the Searching for a Voucher section. 

At the completion of Step 6, the entire voucher is displayed on the Maintain Voucher page.  General 
information about the selected voucher (Voucher #, Created By, Voucher Created For, and 
Creation Date) appears at the top of the page.  Below the general information, all of the voucher line 
items (not just the line item that you selected) are listed in a table. 
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• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

Each line item represents an activity for which a drawdown has been requested.  The following 
information is displayed for each line item: 

Column Description 

Line Item # A DRGR-assigned number identifying the line item. 

Grant # The grant number for the activity. 

Grantee Activity # The grantee activity number for the activity. 

Responsible Organization The organization responsible for performing the activity. 

Activity Type The type of activity that will be conducted. 

Activity Title The title of the activity. 

Fund Type The type of funds that are the source for this drawdown. 

Available Amount The amount that is available to drawdown for this activity. 

Drawdown Amount The amount that has already been drawndown for this activity.  A 
negative amount occurs when there has been a collection or 
adjustment type of transaction. 

Line Item Status See Appendix A for a description of the possible statuses. 

Submission Date Whether this is editable depends on your user role:  if you are a 
grantee user, it will not be editable; if you are a grantee user with 
approval privileges, it will be editable. 

Action The options that appear in this column depend on the Line Item 
Status and your user privileges. 

The default sort order within each group of line items is Grant #, Responsible Organization, 
Grantee Activity #, Voucher #, and Line Item #. 

2. To view the details of a line item, click the View link in the Action column for that line item. 

The View Voucher Line Item page is displayed.  Below the general voucher information, this page 
displays detailed information about the selected voucher line item, including the status of the batch in 
which the line item was packaged and sent to LOCCS. 

The five primary areas of this page are: 

• DRGR Information area 
• LOCCS Update area 
• LOCCS Confirmation Information area 
• Line Item table 
• Approver comments 
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The following table describes these areas in more details. 

Area Field Description 

DRGR Information DRGR Status The status of this voucher item. 
Open Initial status 
Approved Voucher approved 
Pending Voucher pending receipt by LOCCS 
Canceled The grantee canceled an Open voucher 
Completed Voucher paid through LOCCS 
Revoked Grantee revoked voucher approval 
Revised Grantee revised HUD Activity Number 

drawing the funds from this voucher 

 Batch # The LOCCS batch number in which this line item was 
processed.  If this field displays all zeros, the drawdown 
request has not yet been sent to LOCCS. 

 Batch Date The date that the batch was sent to LOCCS. 

 LOCCS Control # A LOCCS-assigned number used to identify the voucher 
line item after being processed by LOCCS. 

 LOCCS Status The status of this voucher in LOCCS. 
Voucher line item pending confirmation by LOCCS 
Voucher line item approved by LOCCS 
Voucher line item rejected by LOCCS 
Voucher line item rejected by Treasury 
On hold  
Cancelled by LOCCS 
Voucher line item rescheduled by LOCCS 

LOCCS Update Batch Updated By Identifies LOCCS as the batch processor. 

 Date Updated The date that the batch processing results were received 
from LOCCS. 

 Special Remarks LOCCS-generated comments about voucher line items that 
needed special processing. 

LOCCS 
Confirmation 
Information  

Confirm Batch # The LOCCS batch number in which this voucher line item 
was processed after it was received from the DRGR batch. 

 Confirm Batch Date The LOCCS batch date in which this voucher line item was 
processed after it was received 
from the DRGR batch. 
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Area Field Description 

 Confirmation Code The LOCCS confirmation code for this batch: 
P00 Processed 
R01 Rejected, bad batch header 
R02 Rejected, batch count off 
R03 Rejected, batch total off 
R03 Rejected, RCD-BCH-NO does not equal batch 
R05 Rejected, out of sequence on RCD-NO 
R50 Rejected, invalid grantee/grant/program 
R51 Rejected, insufficient funds 
R52 Rejected, detail total does not equal voucher total 
R53 Rejected, out of sequence on voucher line number 
R54 Rejected, duplicate voucher number 
R55 Rejected, failed conversion edits 
R59 Rejected, other voucher lines failed edits 
R99 Rejected, missing required information 
H01 Held, missing payment information 
H02 Held, suspension 
H03 Held, funding problem 

 Pay Method Identifies method of payment (check or direct deposit). 

 Payment Date Date that the payment will be issued. 

 Schedule # Number used to identify payment. 

 Reschedule Identifies whether the payment was rescheduled. 

 Effective Date Identifies reschedule date. 

 

Cancelling a Voucher Line Item 
If a voucher line item was created in error, you can cancel it.  A line item can be cancelled only if it has a 
status of Open (has not been approved), Approved, Approved Pending HQ, or Approved by HQ. 

Only a grantee with following privileges can cancel a voucher line item: 

• Request Drawdown 

The user cancelling the voucher line item does not have to be the same user as the one who created it. 

After a voucher line item has been cancelled, it will still appear on the voucher; however, its status will be 
Cancelled and no further actions can be performed on the line item. 

To cancel a voucher line item: 

1. Follow Steps 1-6 in the Searching for a Voucher section to locate the voucher containing the voucher 
line item you want to cancel. 

At the completion of Step 6, the Maintain Voucher page will display the voucher containing the 
voucher line item you want to cancel.  The voucher line items are grouped according to their status 
and appear in the following order: 

• Approved voucher line items 
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• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses. 

 

Only line items with a 
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Pending HQ, or 
Approved by HQ can 
be cancelled 
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2. Click the Cancel link in the Action column next to the line item you want to cancel. 

The Maintain Voucher page is redisplayed.  A message confirming the cancellation appears at the 
top of the page and the status of the line item is now Cancelled. 

 
 

 

 

Status is 
changed to 
Cancelled 
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Revising a Voucher Line Item 
You can revise the activity and dollar amount for a voucher line item that has a status of Open (not yet 
approved by grantee approver) or a voucher line item that has a status of Completed (paid by Treasury). 

There are a number of reasons why you may need to revise a voucher line item: 

• The activity ID you selected when you created the voucher is incorrect. 
• You drew too many dollars for one activity when you created the voucher and now need to move 

a portion of the dollars to another activity within the same program and of the same fund type. 
• Funds for a draw were issued incorrectly and the recipient returned the funds to the U.S. 

Treasury.  When funds are returned to the U.S. Treasury, DRGR does not process them against 
an activity.  Instead, it credits them to a generic adjustment activity under the project: 

 

Revising a voucher line item is necessary when a disbursement needs to be moved from one activity to 
another.  When revising a voucher line item, you can transfer all or a portion of the original drawdown 
amount to a different activity.  However, a line item can be revised only in two situations: 

(1) The line item has a status of Open (not yet approved). 
(2) The line item has a status of Completed status (paid by Treasury).  (One exception:  If the 

line item has a transaction type of Collection; it cannot be revised. 

In both situations, the following conditions also apply: 

• Both activities must be part of the same grant. 
• The new activity must have enough money obligated to allow the drawdown. 
• The activity to which the drawdown is being shifted must not be a cancelled activity. 
• Neither activity is blocked. 

Only a grantee with following privileges can revise a voucher line item: 

• Request Drawdown 

The user revising the voucher line item does not have to be the same user as the one who created it. 

Revising a voucher line item causes new line items to be created for that voucher: 
• If all of the money is moved to a different activity, DRGR creates one new voucher line item.  This 

new line item is for the activity to which the drawdown funds are being transferred.  The status of 
the new line item will be Open. 

• If only part of the money is moved to a different activity, DRGR creates two new voucher line 
items.  One of the new line items is for the activity receiving the transferred drawdown.  The 
second line item created is a new version of the original voucher line item.  The status of both 
new line items will be Open. 

The original line item remains on the voucher but its status is changed to Revised.  It can no longer be 
worked with unless the new voucher line items are not approved. 

To revise a voucher line item: 

1. Follow Steps 1-6 in the Searching for a Voucher section to locate the voucher containing the voucher 
line item you want to revise. 

At the completion of Step 6, the Maintain Voucher page will display the voucher containing the 
voucher line item you want to revise.  General information about the selected voucher (Voucher #, 
Created By, Voucher Created For, and Creation Date) appears at the top of the page.  Below the 
general information, all of the voucher line items (not just the line item that you selected) are listed in 
a table. 
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The voucher line items are grouped according to their status and appear in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses. 
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2. Click the Revise link in the Action column for the line item you want to revise. 
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The Revise Voucher Line Item page is displayed. 

 

3. From the Activity # / Activity Title drop-down list, select the activity to which you want to move the 
funds. 

Only activities that are part of the same grant and are not cancelled will be listed. 

4. Enter the amount you want to move in the Amount box. 

The revision amount cannot exceed the Available Amount for the selected activity. 

5. Click Save. 

Select activity to 
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Enter drawdown 
amount to transfer 
to other activity 
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The Maintain Voucher page is redisplayed.  Notice that in the following example, two new line items 
have been added to the voucher.  They both have a status of the Open and the original item has a 
status of Revised. 

Approving or Rejecting a Voucher Line Item 
After a voucher is created and submitted by a grantee, the voucher line items must be reviewed and 
approved by a grantee with approval privileges, specifically, with the Approve Drawdown privilege.  
Approval is on a line item basis rather than a voucher basis; each line item must be individually approved 
or rejected.  The user approving a line item cannot be the same user that created the line item. 

If a line item is approved, it is either sent to LOCCS for processing in a batch file on the specified 
submission date, or, if the grant drawdown threshold has been reached, it is sent to HUD headquarters 
for approval before it can be submitted to LOCCS.  The status of the line item becomes Approved, 
Pending (when sent to LOCCS), or Approved Pending HQ (if sent to HUD).’ 

If a line item is rejected, it will remain on the voucher; however, its status will be Rejected and no further 
actions can be performed on the line item. 

Any voucher line item still waiting for approval ninety days after the creation date will be cancelled 
automatically by DRGR. 

To approve or reject a voucher line item: 

1. Follow Steps 1-6 in the Searching for a Voucher section to locate the voucher line item to be 
approved or rejected. 

At the completion of Step 6, the Maintain Voucher page will display the voucher containing the 
voucher line item you want to approve or reject.  General information about the selected voucher 
(Voucher #, Created By, Voucher Created For, and Creation Date) appears at the top of the page.  
Below the general information, all of the voucher line items (not just the line item that you selected) 
are listed in a table. 

The voucher line items are grouped according to their status and appear in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses. 
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2. (Optional) To view the details of a line item before approving or rejecting it, click the View link in the 
Action column next to the line item; after viewing it, click the Return to Maintain Voucher button. 

3. Change the submission date for the voucher line item if necessary: 

• The submission date specifies when you would like the voucher to be submitted to LOCCS. 
• You can manually enter a date, or select a date using the pop-up calendar. 
• The date must be greater than or equal to today’s date. 
• The date cannot be more than 90 days after the voucher creation date. 
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4. (Optional)  Enter a comment in the Grantee Approver Comments box. 

5. Click the Approve or Reject link in the Action column next to a line item. 

The Maintain Voucher page is redisplayed.  A message confirming the approval or rejection appears 
at the top of the page.  The status of the line item is updated and the line item appears in the group of 
line items with the same status.  The submission date and comments are now read-only. 
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Revoking Approval of a Voucher Line Item 
If a voucher line item was approved in error, you can revoke the approval as long as the line item has not 
yet been submitted to LOCCS and has a status of Approved.  After approval is revoked, the line item will 
have a status of Open. 

If you want to rescind the approval of a line item after it has been submitted to LOCCS, you must contact 
HUD HQ for manual intervention. 

Only a grantee with following privileges can revoke approval of a voucher line item: 

• Approve Drawdown 

The user revoking the approval must be the same user that approved it. 

To revoke approval of a voucher line item: 

1. Follow Steps 1-6 in the Searching for a Voucher section to locate the voucher containing the voucher 
line item for which you want to revoke approval. 

At the completion of Step 6, the Maintain Voucher page will display the voucher containing the 
voucher line item for which you want to revoke approval.  General information about the selected 
voucher (Voucher #, Created By, Voucher Created For, and Creation Date) appears at the top of 
the page.  Below the general information, all of the voucher line items (not just the line item that you 
selected) are listed in a table. 

The voucher line items are grouped according to their status and appear in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses. 
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2. (Optional) To view a line item before revoking it, click the View link in the Action column; after 
viewing it, click the Return to Maintain Voucher button. 

3. Click the Revoke link in the Action column next to the line item for which you want to revoke 
approval. 

The Maintain Voucher page is redisplayed.  A message confirming the revocation appears at the top 
of the page.  The status of the line item has been updated to Open and the line item appears in the 
group of line items with the Open status.  The submission date and comments are now editable. 
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Blocking an Activity from Drawdowns 
Occasionally, it can be necessary to prevent users from creating drawdowns for a specific activity.  When 
this is necessary, you can set a block on the activity, which will remain in effect until you unblock it.  The 
action plan containing the activity must have the status of Original – In Progress and the grant must be 
in Active status.  As long as the activity is blocked, when a grantee is creating a voucher, the blocked 
grant will not appear in search results for creating a voucher. 

Only a grantee with the following privilege can block an activity from drawdowns: 

• Grantee Admin 

To block or unblock drawdowns for an activity: 

1. Click the Action Plans link in the menu bar. 

The View All Action Plans page is displayed. 

2. Click the link in the Action Plan Status column for the action plan containing the activity you want to 
block. 

The Edit Action Plan page is displayed. 

 

3. Click the link in the Grantee Activity Number column for the activity you want to block. 
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The Edit Activity – Page 1 page is displayed. 

 

Check this box 
to block 
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4. Check or uncheck the Blocked checkbox under the Block Drawdown heading. 

• If checked, drawdowns are blocked. 
• If unchecked, drawdowns are permitted. 

5. Click the Save Activity button. 
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Part 2:  HUD User Tasks 

Introduction 
Depending on assigned privileges in DRGR, a HUD user can perform one or more of the following tasks 
with regards to drawdowns: 

• View a voucher or voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 
• Set a drawdown approval threshold – Define a threshold for drawdowns on a grant; once the 

threshold is exceeded, drawdowns will require HUD approval. 
• Block a grant drawdown – Block all drawdowns from being performed on a grant. 
• Block a grantee drawdown – Block a grantee from performing drawdown actions on a particular 

grant. 

To perform any of these tasks, the user must first locate the voucher to be acted upon.  The next section 
describes how to search for and select a voucher and its associated line items.  The remaining sections 
describe the other tasks. 

Searching for a Voucher 
To search for a voucher: 

1. Click the Drawdown link in the menu bar. 

The Search for Vouchers page appears. 

 

2. (Optional)  Enter one or more search criteria: 

• Voucher # – Enter a voucher number.  You can enter a full or partial number and use the percent 
sign (%) as a wildcard search character. 

Enter search 
criteria 
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• Grant # – Enter a grant number in the box.  You can enter a full or partial number and use the 
percent sign (%) as a wildcard search character. 

• Line Item Status– Select a line item status to search for vouchers that contain a line item with 
the specified status.  See Appendix A for more information about line item statuses. 

• Earliest Creation Date – Enter a date, or select a date using the pop-up calendar. 
• Grantee Activity # – Enter a grantee activity number.  You can enter a full or partial number and 

use the percent sign (%) as a wildcard search character. 
• Fund Type – Select a fund type to search for vouchers that contain a line item with the specified 

fund type. 
• Transaction Type – Select the LOCCS transaction type: 

• Adjustment – Whenever amount paid by LOCCS differs from the drawdown amount approved 
by LOCCS via the PAS, this transaction sends a credit amount.  An adjustment is triggered 
by a transaction that occurred in PAS or LOCS that resulted from the need to transfer draws 
from one grant to another grant. 

• Collection – Fund returned by Grantee to LOCCS. 
• Manual Payment – Grantee-approved drawdown manually submitted from LOCS. 
• Payment – Program Fund and Program Income drawdowns. 

3. Click Search. 

The Search page is redisplayed, with the search results appearing in a table below the search 
criteria.  Each table row is a voucher line item.  The first ten matching voucher line items are listed; 
additional results can be viewed by clicking a page link below the table.  The default sort order is 
Grant #, Responsible Organization, and Grantee Activity #. 

The voucher number for the associated voucher appears in the first table column.  If a voucher has 
more than a single line item, each line item will appear as a separate row in the table. 
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4. If the voucher for which you are searching is not displayed on the first page of results, do one of the 
following. 

• To enter different search criteria, click the Reset button, and then enter new criteria. 
• To view additional search results, click the one of the page links below the results table. 
• To sort the search results, click on a column header in the results table. 

Links to 
additional 
search results 

Search 
results 
table 

All of these 
line items are 
on the same 
voucher 
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5. Once you locate a voucher line item associated with the voucher for which you are searching, click 
the Maintain link in the Action column next to the voucher line item to view the voucher. 

The selected voucher is displayed in the Maintain Voucher page.  General information about the 
selected voucher (Voucher #, Created By, Voucher Created For, and Creation Date) appears at 
the top of the page.  Below the general information, all of the voucher line items (not just the line item 
that you selected) are listed in a table. 

The voucher line items are grouped according to their status and appear in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 

 

Information about 
the selected 
voucher 

Voucher 
line items 
are 
grouped 
by status 

Options 
depend 
on the 
line item 
status 
and your 
user 
privileges 
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Each line item represents an activity for which a drawdown has been requested.  The following 
information is displayed for each line item: 

The table of voucher line items contains the following columns: 

Column Description 

Line Item # A DRGR-assigned number identifying the line item. 

Grant # The grant number for the activity. 

Grantee Activity # The grantee activity number for the activity. 

Responsible Organization The organization responsible for performing the activity. 

Activity Type The type of activity that will be conducted. 

Activity Title The title of the activity. 

Fund Type The type of funds that are the source for this drawdown. 

Available Amount The amount that is available to drawdown for this activity. 

Drawdown Amount The amount that has already been drawndown for this activity.  A 
negative amount occurs when there has been a collection or 
adjustment type of transaction. 

Line Item Status See Appendix A for a description of the possible statuses. 

Submission Date Whether this is editable depends on your user role:  if you are a 
grantee user, it will not be editable; if you are a grantee user with 
approval privileges, it will be editable. 

Action The options that appear in this column depend on the Line Item 
Status and your user privileges. 

At this point, you can click a link in the Action column or click the Return to Search Voucher button.  
The options available in the Action column depend on the status of the line item and the privileges 
assigned to your user role.  See Appendix A for a description of voucher line item statuses 

The possible actions for a HUD user are: 

• View a voucher or voucher line item 
• Approve or reject a voucher line item 
• Revoke approval of a voucher line item 

For instructions on how to perform these tasks, see the following sections. 

Viewing a Voucher or Voucher Line Item 
To view a voucher or voucher line item: 

1. Follow Steps 1-5 in the Searching for a Voucher section. 

At the completion of Step 5, the entire voucher is displayed on the Maintain Voucher page. 

The selected voucher is displayed in the Maintain Voucher page.  General information about the 
selected voucher (Voucher #, Created By, Voucher Created For, and Creation Date) appears at 
the top of the page.  Below the general information, all of the voucher line items (not just the line item 
that you selected) are listed in a table. 

The voucher line items are grouped according to their status and appear in the following order: 

• Approved voucher line items 
• Cancelled voucher line items 
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• Completed voucher line items 
• Open voucher line items 
• Rejected voucher line items 
• Revised voucher line items 
• Approved revised voucher line items 
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2. To view the details of a line item, click the View link in the Action column for that line item. 

The View Voucher Line Item page is displayed.  Below the general voucher information, this page 
displays detailed information about the selected voucher line item, including the status of the batch in 
which the line item was packaged and sent to LOCCS. 

The five primary areas of this page are: 

• DRGR Information area 
• LOCCS Update area 
• LOCCS Confirmation Information area 
• Line item details 
• Approver comments 

 

Status of the 
line item in 
DRGR 

Status of the 
batch with 
regards to 
LOCCS 

Status of the 
batch with 
regards to 
LOCCS 

Approver 
comments 

Line item 
details 
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The following table describes these areas in more details. 

Area Field Description 

DRGR Information DRGR Status The status of this voucher. 
Open Initial status 
Approved Voucher approved 
Pending Voucher pending receipt by LOCCS 
Canceled The Grantee canceled an Open voucher 
Completed Voucher paid through LOCCS 
Revoked Grantee revoked voucher approval 
Revised Grantee revised HUD Activity Number 

drawing the funds from this voucher 

Batch # The LOCCS batch number in which this line item was 
processed.  If this field displays all zeros, the drawdown 
request has not yet been sent to LOCCS. 

LOCCS Control #  

LOCCS Status The status of this voucher in LOCCS. 
Voucher line item pending confirmation by LOCCS 
Voucher line item approved by LOCCS 
Voucher line item rejected by LOCCS 
Voucher line item rejected by Treasury 
On hold  
Cancelled by LOCCS 
Voucher line item rescheduled by LOCCS 

LOCCS Update Batch Updated By  

Date Updated  

Special Remarks  

LOCCS 
Confirmation 
Information  

Confirm Batch # The LOCCS batch number in which this voucher line item 
was processed after it was received from the DRGR batch. 

Confirm Batch Date The LOCCS batch date in which this voucher line item was 
processed after it was received from the DRGR batch. 
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Area Field Description 

Confirmation Code The LOCCS confirmation code for this batch: 
P00 Processed 
R01 Rejected, bad batch header 
R02 Rejected, batch count off 
R03 Rejected, batch total off 
R03 Rejected, RCD-BCH-NO does not equal batch 
R05 Rejected, out of sequence on RCD-NO 
R50 Rejected, invalid grantee/grant/program 
R51 Rejected, insufficient funds 
R52 Rejected, detail total does not equal voucher total 
R53 Rejected, out of sequence on voucher line number 
R54 Rejected, duplicate voucher number 
R55 Rejected, failed conversion edits 
R59 Rejected, other voucher lines failed edits 
R99 Rejected, missing required information 
H01 Held, missing payment information 
H02 Held, suspension 
H03 Held, funding problem 

Pay Method  

Payment Date  

Schedule #  

Reschedule  

Effective Date  

Approving or Rejecting a Voucher Line Item 
Generally, most voucher line items do not require HUD headquarters approval.  However, when the grant 
threshold for the associated grant has been reached, that is, if the total amount of approved line items 
exceeds a predefined threshold, HUD HQ approval is required.  In addition, only voucher line items 
funded by Program Funds would require approval by HUD headquarters. 

Once the grant drawdown threshold has been reached for a grant, any line items that are approved by a 
grantee approver will be flagged and sent to HUD for approval.  The status of the line item requiring HUD 
headquarters approval is Approved Pending HQ. 

To approve a voucher line item: 

1. Follow Steps 1-5 in the Searching for a Voucher section to locate the voucher line item to be 
approved or rejected. 

At the completion of Step 5, the Maintain Voucher page will display the voucher containing the 
voucher line item you want to approve or reject.  The options available in the Action column depend 
on the status of the line item and the privileges assigned to your user role.  See Appendix A for a 
description of voucher line item statuses. 
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Replace  
 
 

2. (Optional) To view the details of a line item before approving or rejecting it, click the View link in the 
Approve link in the Action column; after viewing it, click the Return to Maintain Voucher button. 

You can select 
all Approved 
Pending HQ 
line items by 
clicking All 

To approve or reject 
multiple line items, 
click the Select 
checkbox for the 
desired line items 
before clicking the 
Approve Selected or 
Rejected Selected 
button 

Only line items 
with a status of 
Open can be 
approved or 
rejected 
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3. Change the submission date for the voucher line item if necessary: 

• The submission date is specifies when the voucher information should be submitted to LOCCS. 
• You can manually enter a date, or select a date using the pop-up calendar. 
• The date must be greater than or equal to today’s date. 
• The date cannot be more than 90 days after the voucher creation date. 

4. (Optional)  Enter a comment in the HUD Approver Comments box. 

5. Click the Approve or Reject link in the Action column next to a line item. 

The Maintain Voucher page is redisplayed.  A message confirming the approval or rejection appears 
at the top of the page.  The status of the line item is updated and the line item appears in the group of 
line items with the same status.  The submission date and comments are now read-only. 
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Revoking Approval of a Voucher Line Item 
If a voucher line item was approved in error, you can revoke the approval if the line item has not yet been 
submitted to LOCCS.  Only items with a status of Approved by HQ can have their approval revoked.  
After approval is revoked, the line item will have a status of Approved Pending HQ. 

If you want to revoke the approval of a line item after it has been submitted to LOCCS, you must contact 
HUD HQ for manual intervention. 

Only a HUD user with following privileges can revoke approval of a voucher line item: 

Status is 
updated 

Group 
subtotals are 
updated 
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• Approve Drawdown 

The user revoking the approval must be the same user that approved it. 

To revoke approval of a voucher line item: 

1. Follow Steps 1-5 in the Searching for a Voucher section to locate the voucher containing the voucher 
line item for which you want to revoke approval. 

At the completion of Step 5, the Maintain Voucher page will display the voucher containing the 
voucher line item for which you want to revoke approval.  The options listed in the Action column 
depend on the status of the line item and the privileges assigned to your user role.  See Appendix A 
for a description of voucher line item statuses. 
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2. (Optional) To view a line item before revoking it, click the View link in the Action column; after 
viewing it, click the Return to Maintain Voucher button. 

3. Click the Revoke link in the Action column next to the voucher line item whose approval you want to 
revoke. 

The Maintain Voucher page is redisplayed.  A message confirming the revocation appears at the top 
of the page.  The status of the line item has been updated to Approved Pending HQ and the line 
item appears in the group of line items with the Approved Pending HQ status.  The submission date 
and comments are now editable. 

 

Status is 
updated 

Group 
subtotals are 
updated 
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Setting a Drawdown Approval Threshold 
You can set an approval threshold for drawdowns from a specific grant:  once this threshold has been 
reached, any subsequent voucher line items approved by a grantee user will also require approval by a 
HUD headquarters user. 

Only a HUD user with the following privileges can set a grant approval threshold: 

• Super User 

To set a drawdown approval threshold: 

1. Click the Grants link in the menu bar. 

The View All Grants page is displayed. 

 

2. Click Search under Grants in the left menu. 

The Search page is displayed. 
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3. (Optional)  Enter search criteria. 

4. Click Search. 
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The Search Grant Results page is displayed. 

 

5. Click the link in the Grant Number column of the grant for which you want to set a threshold. 
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The View Grant page is displayed. 
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6. Click Edit under Grants in the left menu. 

The Edit Grant page is displayed. 

 

Enter 
threshold 
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7. Enter a value in the HUD Drawdown Approval Threshold field. 

The amount you enter should not exceed the grant amount. 

8. Click Save. 

The View All Grants page is redisplayed.  A confirmation message appears at the top of the page. 
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Blocking a Grant Drawdown 
Occasionally, it may be necessary to prevent users from creating any drawdowns for a specific grant.  
When this is necessary, you can set a block on that grant, which will remain in effect until you unblock it.   

If you block a grant, you won’t be allowed to create vouchers. 

Only a HUD user with the following privilege can block a grant from drawdowns: 

• Super user 

To block or unblock drawdowns for a grant: 

1. Click the Grants link in the menu bar. 

The View All Grants page is displayed. 

2. Click Search under Grants in the left menu. 

The Search page is displayed. 

3. (Optional)  Enter search criteria. 

4. Click Search. 

The Search Grant Results page is displayed. 

5. Click the link in the Grant Number column of the grant that you want to block. 

The View Grant page is displayed. 

6. Click Edit in the left menu. 

The Edit Grant page is displayed. 

7. In the Blocked checkbox under the Block Drawdown heading, do one of the following: 

• Check the box to block drawdowns. 
• Uncheck the box to permit drawdowns. 
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8. Click Save. 

Select this box 
to block a 
grant from 
drawdowns 
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Blocking a Grantee Drawdown 
Occasionally, it may be necessary to prevent a specific grantee from creating drawdowns.  When this is 
necessary, you can set a block on that grantee, which will remain in effect until you unblock it.  As long as 
the grantee is blocked, the grantee will not be able to create any vouchers. 

Only a HUD user with the following privilege can block a grantee from creating drawdowns: 

• Super user 

To block or unblock drawdowns for a grantee: 

1. Click the Grantee link in the menu bar. 

The View All Grantees page is displayed. 

2. Click Search under Grantee in the left menu. 

The Search page is displayed. 

3. (Optional)  Enter search criteria. 

4. Click Search. 

The Search Grantee Results page is displayed. 

5. Click the link in the Grantee Name column of the grant that you want to block. 

The View Grantee page is displayed. 

6. Click Edit in the left menu. 

The Edit Grantee page is displayed. 

7. In the Blocked checkbox under the Block Drawdown heading, do one of the following: 

• Check the box to block drawdowns. 
• Uncheck the box to permit drawdowns. 

 

 
8. Click Save. 

Select this box 
to block a 
grantee from 
making 
drawdowns 
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The View Grantee page is displayed. 

9. Click Close. 
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