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Part 1: Grantee User Tasks Creating a Voucher

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:
e HQ User
e HQ Admin
e Super User
Grantee Users consist of grantees and typically have the following DRGR user roles:
e 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:

e Obligate funds to an activity
e Create a voucher
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Part 1: Grantee User Tasks Creating a Voucher

e Search for a voucher

e View a voucher or voucher line item

e Cancel a voucher line item

e Revise a voucher line item

e Approve or reject a voucher line item

e Revoke approval of a voucher line item
e Block an activity from drawdowns

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

e Search for a voucher

e View a voucher or voucher line item

e Approve or reject a voucher line item

e Revoke approval of a voucher line item

e Set a drawdown approval threshold (Super User Only)
e Block a grantee from drawdowns (Super User Only)

e Block a grant from drawdowns (Super User Only)

e 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).

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

I C€ommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

Module

Navigation Menu [ Action Plans

Activity Obligation [Activity Obligation ]— Module Title Page Hel
- Search Activity ¢ .
Drawdown (Search for Activities to Obligate ]— Screen Title

- Search Voucher

Drawdown

- Create Voucher Search Criteria
Grant Number: Grantee Activity Number: Responsible Organization:
. Select v
Utilities
- Print Page
5

™~ Help Index
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Part 1: Grantee User Tasks Creating a Voucher

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:

e 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.

e 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:

e Using DRGR, a grantee obligates grant funds to an activity.
e A grantee creates a voucher in DRGR to drawdown funds for one or more activities.

e 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).

e 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.

e 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.

e 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.

e 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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Part 1: Grantee User Tasks Creating a Voucher

e 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 Creating a Voucher

Part 1: Grantee User Tasks

Introduction

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

e Create an obligation for an activity

e Create a voucher

e Search for a voucher

e View a voucher or voucher line item

e Cancel a voucher line item

e Revise a voucher line item

e Approve or reject a voucher line item

e Revoke approval of a voucher line item
e 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:

e Request Drawdown
e 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.

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

Role:Crantes Action Plans Drawdown QPR Grants

Activity Obligation

Activity Obligation

- Search Activity Search for Activities to Obligate

—Drsa:a‘:;):"\niuucher Search Criteria

_ Create Youcher Grant Number: Grantee Activity Number: Responsible Organization: Enter search
Select M . .

criteria

Utilities

- Profile

- Help

- Change Password
- Logout
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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 #.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems
Disaster Recovery Grant Reporti@tem (DRGR)

LoginID:DGRAHAM
Role:Grantee

Action Plans

I N

Drawdown

QPR

Activity Obligation

Activity Obl

Drawdown

- Search Activity

- Search Youcher
- Create Youcher

igation
Search for Activities to Obligate

Search Criteria
Grant Number:
B-96-DU-51-0001 |+

Grantee Activity Number: Responsible Organization:

Search
results

Utilities
- Print Page
- Profile
- Help .
_ Change Password Results Page 1 of 2 {16 activities found)
- Logout Grant # Grantee Activity # Responsible Organization Activity Type Activity Title | Action
B-98-DU-51-0001 97-4153 Town of Glasgow Relocation payments and assist 97-4153 Maintain
Links B-98-DU-51-0001 97-4352 Town of Tangier Clearance and dermalition 97-4352 aint ain
e B-98-DU-51-0001 97-4152 Town of Glasgaw Clearance and demalition a7-4152 Maintain
- Support
- CPD Home B-98-DU-51-0001 97-3952 Town of Bridgewater Clearance and demaolition 97-3952 Maintain
T AR ovinn B-98-DU-51-0001 97-4351 Town of Tangier Administration e.g., general m 97-4351 Maintain
B-98-DU-51-0001 97-4252 Rockingham County Administration &.g., general m 97-4252 Maintain
B-98-DU-51-0001 97-4151 Town of Glasgow Administration e.g., general m 97-4151 Maintain
B-98-DU-51-0001 97-4051 City of Buena Vista Administration e.g., general m 97-4051 Maintain
-98-DIJ-51- - own of Bridgewater ministration e.g., general m - aintain
Links to B-98-DU-51-0001 a7-3951 T f Bridgewat ad trat g. g I 97-3951  |Maint
additional B-98-DU-51-0001 a7-4251 Rockingham County Rehabilitation or reconstructi 97-4251 | Maintain

search results

1 2 [Mext 10 Results

DRGR R6.3

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

following:

4,
o
L)
L]
5.

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.

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.
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Part 1: Grantee User Tasks Creating a Voucher

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

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

Roie:Grantes Action Plans Drawdown PR Grants
Activity Obligation Activity Obligation
- Search Activity
Add-Edit Obligation Line Ttem
Drawdown
- Search Woucher
- Create Youcher
[ Return to Search Obligation ]
Utilities
- Print Pag
_ P:?ﬂ\e 238 Grant # Grantee Activity # Responsible Organization | Activity Type Activity Title Information
- Help B-98-DU-51-0001 97-3952 Town of Bridgewater Clearance and demalition| 97-3952
- Change Password about the
- L £ Vi
e Total Total Obligated Available for Total Drawn selected aCtIVIty
Budget: Amount: Obligation: Amount: Budget
Link: $10,000.00 $£1,000.00 £9,000.00 ¢11.00 . .
~'BDF Viewer information
- Support
- CPD Home Obligation Amount: $1000.00
- HUD Home Enter amount

[ Sawve Amount ]‘[ Cancel Amount ]

to be obligated

[ Return to Search Obligation ]

(=)
DRGR RA.3

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:

e 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.

e Total Obligated Amount — This field displays the amount previously obligated to this activity.

e 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.

e 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:

e It must be less than the Total Budget value.

e 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.
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Part 1: Grantee User Tasks Creating a Voucher

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

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B €ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

Roie:Grantee Action Plans Drawdown PR Grants
activity Obligation Activity Obligation
- Search activity
Add-Edit Obligation Line Item
Drawdown
- Search Youcher
- Create Youcher
[ Return to Search Obligation ]
Utilities
: w « Obligation Amount successfully saved
- Help
- Change Password Grant # Grantee Activity # Responsible Organization | Activity Type Activity Title
Larous B-98-DU-51-0001 97-3952 Town of Bridgewater Clearance and demalition| 97-3952
Links Total Total Obligated Available for Total Drawn
- PDF Viewer Budget: Amount: Obligation: ount:
- Support $10,000.00 | $400.00 £9,600.00 £11,
- CPD Home
- HUD Home Updated

Obligation A t: ¢ 400.00 i I i
igation Amount: § obligation fields

l Sawe Amourit ]‘[ Cancel Amount I

Updated amount to
be obligated

[ Return to Search Obligation ]

DRGR R6.3

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.
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Part 1: Grantee User Tasks Creating a Voucher

To create a voucher:
1. Click the Drawdown link in the menu bar.
The Search for Activities to Obligate page appears.
2. Inthe 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

Role:Grantee ActioniElans| Dravidown QPR Grants

Drawdown

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Create Voucher - Page 1 of 4 (Select Activities)

Utilities

- Print Page
- Profile

- Help Youcher Created For:
- Change Passward State of Yirginia

- Logout

Requested Submission Date:

11/19/2008
gelzct Date (ex=: mmdddiyyyy)

Select the date to
submit to LOCCS

Links

- POF Viewer
- Support

- CPD Home

- HUD Horme

Voucher Ttems
Grant # Responsible Organization Activity Type Grantee Activity # Title |Fund Type
Ko Activities Selected

Click this button to
locate the activities to
include in the voucher

Add Mare Activities

(=)
DRGRE F6.3

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

e The submission date specifies when you would like the voucher to be submitted to LOCCS.

e You can manually enter a date, or select a date using the pop-up calendar.

e The date cannot be in the past and cannot be more than 90 days forward from the current date.
e The default value is the current date.

4. Click the Add More Activities button.
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Part 1: Grantee User Tasks Creating a Voucher

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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M C€ommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

ez | T oo PN T
Activity Obligation Drawdown
- Search Activity
Draved Search for Activities to Create Voucher
rawdown
- Search Youcher
- Create Youcher Search Criteria
Grant #: Grantee Activity Number: Activity Title:
U — Select e
Utilities Enter search
: %gg Activity Type: Responsible Organization: criteria
- Help
- Change Passwaord
- Logout
Search | | | Reset
Links
- PDF Viewer
- Support
- CPD Home
- HUD Home [ Add Selected Activities to Voucher ] | [ Feturn To Create Youcher (Fage 1) ]

A
DRGR R6.3

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

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

e 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.

e 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.

e 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.
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Part 1: Grantee User Tasks

Creating a Voucher

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 #.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Reporti@tem (D

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logaout

Action Plans

Drawdown

Dravdown

Search for Activities to Create Voucher

Search Criteria
Grant #:

Select hd

Activity Type:
Construction

Search | | | Reset

Links

- PDF Viewer
- Support

- CPD Home

- HUD Home

Links to
additional
search results

Results Page 1 of 2

Grant #

B-05-DJ-51-0001

B-05-DJ1-51-0001

B-05-DJ1-51-0001

BE-05-DJ-51-0001

B-05-DJ-51-0001

B-05-DJ1-51-0001

B-05-DJ-51-0001

BE-05-DJ-51-0001

Local government:
Town of Claremaont.

City of Poquoson,

City of Richmond,

James City County,

Grantee Activity Number:

Responsible Organization:

{16 activities found)

Responsible

f - ivi y u 1]
Organization e

Construction/reconstruction of

York County straets

Construction/reconstruction of
water/sewer lines or systems

Rehabilitation/reconstruction of

City af Paquasan residential structures

Rehabilitation/reconstruction of
residential structures

Rehahilitation/reconstruction of

City of Richmand residential structures

Rehabilitation/reconstruction of
residential structures

Rehahilitation/reconstruction of
residential structures

Rehabilitation/reconstruction of

et EEumy residential structures

Town of Tangier, Rehahilitation/reconstruction of

Activity Title:

Grantee Activity #

Activity Title

WORK 05-DRP-07:
#03K

CLAREMONT 05-
DRP-02: #031

POQUOSON 1I 05-
DRP-09: #144

POQUOSON T 05-
DRP-05: #144

RICHMOMD IT 05—
DRP-10: #144

RICHMOND I 0O5-
DRP-06: #144

JAMES CITY
COUNTY D5-DRP-
O4: #144

YORK 05-DRP-07:
#144

B-97-DU-51-0001 Wirginia residential structures dro43s3
Acquisition,
B-95-DD-51-0001 City of Norfolk construction,reconstruction of public | 98-385
facilities
1 2 [Mewxt 10 Results
[ Add Selected Activities to Vaoucher ] | [ Return To Create Youcher (Page 1)
DRGR R6.3

%(ORK 05-DRP-07:
#03K

CLAREMONT 0O5-
DRP-02: #031

POQUOSON II 05-
DRP-09: #144

POQUOSON T 05-
DRP-05: #144

RICHMOND IT 05—
DRP-10: #144

RICHMOND I 0O5-
DRP-06: #144

JAMES CITY
COUNTY 05-DRP-
O4: #144

YORK 05-DRP-07:
#144

97-4353

98-395

o | o |

Seleh
O

o o| o ol gl o

|

Search
results
table

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

following:

e To enter different search criteria, click the Reset button, and then enter new criteria.

e To view additional search results, click the one of the page links below the results table.

e To sort the search results, click on a column header.
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Part 1: Grantee User Tasks

Creating a Voucher

8. Select the activities to include in the voucher by checking the box in the Select column next to the

activity
title.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reporti@tem DRG

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Dravdown

Action Pl

Drawdown
Search for Activities to Create Voucher

Search Criteria

Select
activities
to include

elect

O O O O O O] ©

O

[

Grant #: Grantee Activity Number: Activity Title:
Select hd
Utilities
- Print Page s n izati
- Profile Activity Type: Responsible Organization:
- Help Construction
- Change Password
- Logaout
Search | | | Reset
Links
- BDF Viewer
- Support Results Page 1 of 2 {16 activities found)
- CPD Home f
e r— Responsible ] e ] q
_ P ¥ Typ
HUD Home Grant # Organization Activity Type Grantee Activity # Activity Tifle
Construction/reconstruction of Y¥(ORK 05-DRP-07: ¥(ORK 05-DRP{0O7:
B-05-DJ-51-0001 York County ctreats 203K 20K
B-05-0J-51-0001 Local government: | Construction/reconstruction of CLAREMONT 05~ CLAREMONT d5-
Town of Claremont. | water/sewer lines or systems DRP-02: #03] DRP-02: #03]
[ Rehabilitation/reconstruction of POQUOSON IT 05- | POQUOSON IIj05-
B-NS-D)-51-0001 | City of Paquosan | Gential structures DRP-09: #144 DRP-09: #144
CAEmc Rehabilitation/reconstruction of POQUOSON T 05- POQUOSON I PE-
B-0S-DI-S1-0001 | City of Poquoson. | Jyential structures DRP-05; #144 DRP-05: #144
. Rehahilitation/reconstruction of RICHMOMD I1 05- RICHMOND II p5-
B-05-DI-51-0001 | City of Richmond | Giontial structures DRP-10: #144 DRP-10: #144
Rehabilitation/reconstruction of RICHMOND I 05— RICHMOND T 45—
B-05-D)-51-0801 | City of Richmond. | e ntial structures DRP-06: #144 DRP-06: #144
I : JAMES CITY JAMES CITY
B-05-DJ-51-0001 | James City County. rgszi:”t"tjtftpjﬁif;:tmcm” of COUNTY 05-DRP-  COUNTY 05-DRP-
O4: #144 O4: #144
CAEmc Rehabilitation/reconstruction of YV ORK 05-DRP-07: ¥ORK 05-DRP{O7:
B-05-DJ-51-0001 et EEumy residential structures #144 #1448
B-07-DU-51-0001 Town of Tangier, Rehabilitation/reconstruction of 97-4353 97-4353
Wirginia residential structures
Acquisition,
) . City of Norfolk construction,reconstruction of public 95-395 98-395
Click this button facilities
after selecting
activities 2 [Mext 10 Results
[ Add Selected Activities to Vaoucher ] | [ Return To Create Youcher (Page 1) ]

DRGR R6.3

DRGR 6 3 User Guide for Drawdowns- 12_29 08.doc29
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Part 1: Grantee User Tasks

Creating a Voucher

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reporti@tem

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search sctivity
Drawdown

- Search Youcher
- Create Voucher

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logout

Action Plans

Drawdown

Drawdown

Search for Activities to Create Voucher

Search Criteria

Grant #:

Select hé

Activity Type:

Construction

Search Resat
(Seerch ] | [Reset]

Grantee Activity Number:

Responsible Organization:

Activity Title:

Links
- POF Vigwer
- Support Results Page 1 of 2 (16 activities found)
- CPD Home "
= AR Responsible roer et .
- — y Typ
HUD Haome Grant # Organization Al ty Type Grantee Activity # Activity Title Select
CErcq_ Construction/reconstruction of YORK 05-DRP-07: YORK 05-DRP-07:
B-05-D1-51-0001 York County strests #03K 203K
B-05-DJ-51-0001 Local government: | Canstruction/reconstruction of CLAREMOMNT 05- CLAREMOMNT 05- O
Town of Claremont. |water/sewer lines or systems DRP-02: #03] DRP-02: #03]
[ Rehabilitation/recanstruction of POQUOSON II 05- POQUOSON I 05- [
B-05-DI-51-0001 | City of Poguoson | o e ntial structures DRP-09: #144 DRP-0Q: #144
o . Rehabilitation/reconstruction of POQUOSON I 05- POQUOSON I 05-
B-05-DI-51-0001 | City of PoquOsoN. | o inantial structures DRP-D5; #144 DRP-D5; #144
[ Rehabilitation/recanstruction of RICHMOMND II 05- RICHMOMD II 05-
B-05-DI-51-0001 | City of Richmond | o e tial structures DRP-10: #1d4 DRP-10: #1a4
o . R Rehabilitation/reconstruction of RICHMOND I 05- RICHMOND 1 05- (i
B-05-DI-51-0001 | City of Rishmand. | e tial structures DRP-0G; #144 DRP-06; #144
. . . JAMES CITY JAMES CITY O
B-05-DI-51-0001 | James City County, | Fenabilitation/recanstruction of COUNTY D5-DRP-04: | COUNTY D5-DRP-04:
residential structures
#1448 #1448
[ Rehabilitation/recanstruction of Y¥ORK 05-DRP-07: ¥ORK D5-DRP-07: |
B-0S00=5i-0uDd ViEis Ci) residential structures #1484 #1448
B-97-DU-51-0001 Town of Tangier, Rehabilitation/reconstruction of 27-4353 97-4353
Yirginia residential structures
Acquisition,
B-98-DD-51-0001 City of Norfolk construction,reconstruction of public | 98-395 98-395
facilities
2 [Mext 10 Results
[ Add Selected Activities to Vaoucher ] | [ Return To Create Youcher (Fage 1) ]
DRGE F6.3
9. Click the Add Selected Activities to Voucher button.
DRGR 6 3 User Guide for Drawdowns- 12_29 08.doc29 14




Part 1: Grantee User Tasks

Creating a Voucher

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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Reporti@tem (D

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Utilities
- Print Page

Basic

Action Plans

Drawdown

Dravdown

Create Voucher - Page 1 of 4 (Select Activities)

T

voucher

information

Links

- BDF Viewer
- Support

- CPD Home

- HUD Home

Selected activities
appear in the
Voucher Items
table

State of virginia

/V;Jcher Items

Grant #

BE-05-DJ-51-0001

B-97-DU-51-0001

B-93-DD-51-0001

Youcher Created For:

Responsible

Requested Submission Date:

1715/2008
Select Date (ex: mmyddiyyyy)

Activity Type

Organization

York County

Town of

Construction/reconstruction of
streets

Rehabilitation/reconstruction of

Tangier, ¥irginia [residential structures

City of Norfolk

Acquisition,
construction,reconstruction of
public facilities

[ Add Mare Activities

)1

Femove Voucher Line ltem ]

Grantee
Activity #
¥ORK 05—
DRP-0O7:
#03K

97-4353

98-395

Title

WORK
05-0RP-
a7
#03K
97-4353

98-305

Fund Type

PROGFAM FUND

PROGRAM FUND

FROGRARM FUND

N T

Select

O

Sl ]
S ]

DRGRE F6.3

DRGR 6 3 User Guide for Drawdowns- 12_29 08.doc29
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Part 1: Grantee User Tasks Creating a Voucher

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reporti@tem (DRGR)

Logo T s o TS I N

Drawdown

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Voucher

Create Voucher - Page 1 of 4 {(Select Activities)

Utilities
- Print Page
- Profile
- Help ¥Youcher Created For: Requested Submission Date:
- Change Password State of ¥irginia 1240142008
- Logout
Select Date (ex: mmdddiyeyy)
Links
- W voucher [tems
_ F;%%me Grant # Respu.nsih_le Activity Type Gra_nt_ee Title Fund Type Select
_ HUD Home Organization Activity #
S— B-05-0J-51-0001 Vork County  Construction/reconstruction of YORK D5- WORK 05- PROGRAMFUND  ~| [
streets DRP-07: DRRP-07:
#0O3K #03K
B-05-DJ1-51-0001 City of Rehabilitation/recaonstruction  POQUOSON T POQUOSON 1| | PROGRAMFUND | [
Poguoson. of residential structures 05-DRP-05: 05-DRP-05:
#14h #1448
B-05-0J-51-0001 City of Rehabilitation/reconstruction  RICHMOND 1L RICHMOND 11| | PROGRAMFUND  ~ | [
Richmand of residential structures 05-DRP-10; 05-DRP-10;
#1444 #1444
B-93-DD-51-0001 City of Morfolk |acquisition, 05-395 98-395 PROGRAMFUND ~ [

construction,reconstruction of
public facilities

[ Add Mare Activities ] | [ Remove Youcher Ling ltem ]

DRGRE R6.3

The Voucher Items table contains the following columns:

e Grant#

¢ Responsible Organization
o Activity Type

e Grantee Activity #

e Title
e Fund Type
e 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.

DRGR 6 3 User Guide for Drawdowns- 12_29 08.doc29 16



Part 1: Grantee User Tasks

Creating a Voucher

11. Once you have selected all of the activities to include in the voucher, select the fund type for each

activity:

e Program Fund — Select this if the funds for the drawdown should come from HUD grant money.

e 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.

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Utilities

- Print Page

- Profile

- belp

- Change Password
- Logout

Links

- POF Viewer
- Suppart

- CPD Home

- HUD Home

Action Plans

Drawdown

Create Voucher - Page 1 of 4 (Select Activities)

Youcher Created For:

State of ¥irginia

Youcher Ttems
Grant #

B-05-DJ1-E1-0001

BE-87-DU-51-0001

B-98-DD-51-0001

Responsible

Drawdown

Requested Submission Date:

11/19/2008
Select Date [ex: mmyddfyypypy)

Activity Type

Organization

work County

Town of

Construction/recanstruction of
streets

rehabilitation/reconstruction of

Tangier, ¥irginia [residential structures

City of Norfolk

Acquisition,
construction,reconstruction of
public facilities

B-93-DU-51-0001 Town of acquisition - buyout of residential
Bridgewater properties

B-58-DU-51-0001 Town of Bugna |acquisition - buyout of residential
Wista properties

B-98-DU-51-0001 Tawn of Acquisition - buyout of residential
Glasgow properties

[ Add Mare Activities I | [ Femove Voucher Line ltem ]

DRGE R6.3

Grantee
Activity #
WORK 05—
DRP-0O7:
H#O3K
97-43532

98-395

97-3953
97-4052

97-4154

Title

WORK
05-0RP-
o7
#03K
97-4353

98-395

97-3953

97-4052

97-4154

Fund Type

FROGRARM FUND

PROGFAM FUND

PROGRAM FUMD

PROGRAM FUND
PROGFAM FUND

FROGRARM FUND

Select the
source of the
drawdown
funds

Select

0

O

O

O

O

0

DRGR 6 3 User Guide for Drawdowns- 12_29 08.doc29
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Part 1: Grantee User Tasks Creating a Voucher

. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reporti@tem

Role:Grantes

Drawdown

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Voucher

Create Voucher - Page 1 of 4 {(Select Activities)

Utilities
- Print Page
- Profile
- Help ¥Youcher Created For: Requested Submission Date:
- Change Password State of ¥irginia 1240142008
- Logout
Select Date (ex: mmdddiyeyy)
Links
- W voucher [tems
_ F;%%me Grant # Respu.nsih_le Activity Type Gra.nt.ee Title Fund Type Select
_ HUD Home Organization Activity #
S— B-05-0J-51-0001 York County Construction/reconstruction  YORK D5-  YORK DE- PROGRAMFUND  ~| [
of streets DRP-07: DRP-07:
#03K #03K
B-05-DJ1-51-0001 City of Poquosan. Rehabilitation/reconstruction POQUOSON POQUOSON | PROGRAMFUND  ~ [
of residential structures I 05-DRP- [T O5-DRP-
05: #1424 05: #144
B-05-0J-51-0001 City of Richmond Rehabilitation/reconstruction  RICHMOND  RICHMOMD PROGRAMFUND  ~| [
of residential structures Il 05-DRP- Il O5-DRP-
10; #1448 10; #1448
B-93-DD-51-0001 City of Morfolk Acquisition, 98-395 98-395 PROGRAMFUND ~ [

construction,reconstruction
of public facilities

B-05-0J-51-0001 City of Richmond acquisition - buyout of RICHMOND 1 RICHMOND 1| | PROGRAMFUND  ~ | [
and the Richmaondresidential properties 05-CRP-06: [05-DRP-D6:
Redevelopment #01 #01
Housing
Authority.

B-93-DU-51-0001 Town of Acquisition - buyout of 97-3953 97-3953 FROGRAMFUND  ~ [
Bridgewater residential properties

B-98-0U-51-0001 Town of Buena  Acquisition - buyout of 97-4052 97-4052 PROGRAMFUND  ~| [
Wista residential properties

B-28-DU-51-0001 Town of Glasgow Acquisition - buyout of 97-4154 97-4154 FROGRAMFUND  ~ [

residential properties

[ Add Mare Activities ] | [ Remove Youcher Line ltem ]

DRGRE R6.3
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Part 1: Grantee User Tasks Creating a Voucher

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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reporti@tem

oD A [ sctonplans | brawdann IS I -
Role:Grantee

Drawdown

Activity Obligation
- Search Activity

Create Voucher - Page 1 of 4 (Select Activities)
Drawdown

- Search Youcher
- Create Voucher

Utilities
- Print Page
- Profile
- Help Voucher Created For: Requested Submission Date:
- Change Password State of virginia 124012008
- Logout
Select Date (ext mmdddiyeyy)
Links
B W vaucher Items
_ 4ELCPD Horme Grant # Respu.nsib_le Activity Type Gra.nt.ee Title Fund Type Select
- HUD Home Organization Activity # Prog ram
B-05-0J-51-0001 York County Constructionfreconstruction  YORK 05-  YORK DE- PROGRAMFUND =~ [
of strests DRP-07:  DRP-07: Income
#OSK #Osk selected as
B-05-DJ1-51-0001 City of Poguoson. Rehabilitation/reconstruction POQUOSON POQUOSON | | PROGRAM FUND
aof residential structures 105-DRP- I O5-DRP- Fund Type
05: #1424 05: #1424
B-05-0J-51-0001 City of Richmond Rehabilitation/reconstruction RICHMOND  RICHMOMD PROGRAM FUND O
of residential structures II 05-DRP- [II O5-DRP-
10; #1448 10; #1448
B-95-DD-51-0001 City of Morfolk Acquisition, 98-395 98-395 PROGRAMFUND  ~| [

construction,reconstruction
of public facilities
B-05-0J-51-0001 City of Richmond |Acquisition - buyout of RICHMOMND 1RIC

PROGRAM INCOME

and the Richmaondresidential properties 05-DCRP-06: 05-DRR
Redevelopment #01 #01
Housing
Authority.

B-93-DU-51-0001 Town of Acquisition - buyout of 97-3953 97-3953 PROGRAMFUND ~ [
Bridgewater residential properties

B-98-0DU-51-0001 Town of Buena  acquisition - buyout of 97-4052 97-4052 PROGRAMFUND  ~| [
Wista residential properties

B-95-DU-51-0001 Town of Glasgow Acquisition - buyout of 97-4154 97-4154 PROGRAMFUND  ~| [

residential properties
[ Add Mare Activities ] | [ Remove Youcher Line ltem ]

DRGRE R6.3

12. Now that your selection of activities and fund types is complete, click the Continue button.
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Part 1: Grantee User Tasks Creating a Voucher

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:

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

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reportin Sstem (DRGR)

Role:Grantes Action Plans Drawdown QPR Grants
Activity Obligation Drawdown
- Search Activity
Create Voucher - Page 2 of 4 (Submit)
Drawdown
- Search Youcher
- Create Youcher
Submit Youcher ] | [ Cancel Voucher ]
Utilities
- Print Page
- Profile voucher #: Requested Submission Date: .
- Help 100585 11/19/2008 NEW flelds
- Change Password
- Logout
Youcher Created For: Created by:
State of Virginia Debra Graham
Links
- PDF Viewer
- Support
- CPD Home “oucher Ttems
- HUD Haorne
Grantee . - .
atini., Responsible . Activity |Fund Available||Drawdown
Grant # :ct&v_ Organization Activity Type Title Type Amount |JAmount
B-05-DJ-51-0001 Y ORK 05— [York County Construction/reconstruction of ¥ORK 05- PROGRAM [£500.00 5
DRP-07: streets DRP-07F:  FUND
#0O3K #03K
B-97-DU-51-0001 a7-4353 Town of Rehabilitation/reconstruction of 97-43532 PROGRAM |£0.00 5
Tangier, residential structures INCOME
Virginia
B-98-DD-51-0001 98-395 City of Norfolk  Acquisition, 98-395 | PROGRAM|E1,385.00 t
construction,reconstruction of FUND
public facilities
B-98-DU-51-0001 97-3953 Town of Acquisition - buyout of 97-3953 PROGRAM |£3 495,00 &
Bridgewater residential properties FUND
B-98-DU-51-0001 97-4052 |Town of Buena Acquisition - buyout of 97-4052 PROGRAM |£495.00 &
Vista residential properties FUND
B-98-DU-51-0001 97-4154 Town of Acquisition - buyout of 97-4154 PROGRAM [E0.00 B
Glasgow residential properties FUND
Click amounts to \ Enter
see how they drawdown
SubmitVoucher ] | [ Cancel Youcher
were calculated amounts

A

DRGR R6.3
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Part 1: Grantee User Tasks Creating a Voucher

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

e 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.

e Drawdown Amount. This column is where you will enter the amount to be disbursed.
13. Enter the drawdown amounts in the Drawdown Amount column.

e The Drawdown Amount cannot exceed the Available Amount.

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

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.

e Ifthe 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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Part 1: Grantee User Tasks

Creating a Voucher

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

LoginID:DGRAHAM
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Utilities

- Print Page

- Profile

- belp

- Change Password
- Logout

Links

- POF Viewer
- Suppart

- CPD Home

- HUD Home

Action Plans

Drawdown

Create Voucher - Page 2 of 4 (Submit)

Drawdown QPR

SubmitYoucher ] | [ Cancel Voucher ]
Youcher #: Requested Submission Date:
100585 11/19/2008
voucher Created For: Created by:

State of virginia

voucher Ttems

Grant #

B-05-DJ1-E1-0001

BE-87-DU-51-0001

B-98-DD-51-0001

B-98-DU-51-0001
BE-85-DU-51-0001

B-95-DU-51-0001

Grantee
Activity
#

WORK 05—
DRP-07;
#03K
97-4353

98-395

07-3953
97-4052

97-4154

Debra Graham

RESQD.FISIh-lE Activity Type A.[:tlwty_
Organization ACtivity Type Title
York County  Construction/reconstruction of YORK 05-
streets DRP-07:
#03K

Tawn of Rehabkilitation/reconstruction of 97-4353
Tangier, residential structures
Virginia
City of Norfolk  Acquisition, 98-395
construction,reconstruction of
public facilities
Town of Acquisition - buyout of 97-3953
Bridgewater residential properties
Town of Buena Acquisition - buyout of 97-4052
Vista residential properties
Town of Acquisition - buyout of 97-4154
Glasgow residential properties

SubmitYoucher

o

Cancel Voucher

DRGRE F6.3

I N

Fund Available Drawdown
Type Amount  |Amount
PROGRAM [E500.00 |, [30p
FUMD

PROGRAM |£0.00 &

INCOME

PROGRAM [£1,385.00 |¢ [ga7
FUND

PROGRAM [53.496.00 ¢ [1560

FUND

PROGRAM (5436.00 ¢ [20g
FUND

PROGRAM [£0.00 5
FUND

14. Review each of the activities and the drawdown amounts:

e [f an amount is incorrect, enter the correct amount.

e 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.
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Part 1: Grantee User Tasks Creating a Voucher

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:

e Voucher Total — This amount represents the sum of the requested drawdowns.
e 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M C€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

ot wn || cows |
Activity Obligation Drawdown
- Search Activity
Create Youcher - Page 3 of 4 (Confirm)
Drawdown
- Search Youcher
- Create Youcher
Caonfirm Youcher ] | [ Editoucher ] | [ Cancel ]
Utilities
- Brint Page
- Profile
- Help
- Change Password Youcher #: Voucher Total: Regquested Submission Date:
- Logout 100585 $2,747.00 11/19/2008 .
i New fields
Links voucher Created For: Created by: Creation Date:
- PDF Viewer State of virginia Debra Graham 11/19/2008
- Support
- CPD Home
- HuD Home Cine| Grantee
. . Responsible Lo Activity Fund Available Drawdown
I;e Grant # :':t“"tv Organization Activity Type Title Type Amount Amount
1 B-05-D1-51-0001 YORK York County Construction/reconstruction ¥ORK PROGRAM $500.00  $300.00
O5-DRP- of streets O5-DRP- FUND
07: #03K o7
#O3K
2 B-97-DU-51-0001 97-4352 Town of Rehahilitation/reconstruction 97-4353 PROGRAM 0,00
Line item Tangier, of residential structures INCOME The draWdown
b virginia amounts are
numbers are Grant Subtotal: $0.00
. d 3 B-98-DD-51-0001 98-395  City of Morfolk Acquisition, 98-395 PROGRAM £1,385.00 £687.00 SUthtaled for
aSSIQne construction,reconstruction FUND eaCh grant
of public facilities
Grant Subtotal: $687.00
4 B-935-DU-51-0001 97-39353 Town of Acquisition - buyout of 97-3953 PROGRAM F=Foe 00 [, oo0.00
Bridgewater  residential properties FUND
S B-93-DU-51-0001 97-4032 Town of Acquisition - buyout of Q7-4052 PROGRAM £496.00 $200.00
Buena ¥ista residential properties FUND
] B-98-DU-51-0001 97-4154 Town of Acquisition - buyout of 97-4154 PROGRAM £0.00 $0.00
Glasgow residential properties FUND

Voucher total

[ Confirm Youcher

] | [ EditVoucher ] | [Cance\]

Grant Subtotal:|[$1,760.00

A
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Part 1: Grantee User Tasks Creating a Voucher

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

e 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.

e 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

Role:Grantee ActioniElans| Dravidown QPR Grants

Drawdown

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Create Voucher - Page 4 of 4 (Miew)

+ Youcher Created Successfully

Utilities
- Print Page [ Fieturn to Create Voucher ]
- Profile

- Help

- Change Password
- Logout

voucher #: Youcher Total: Requested Submission Date:
100585 $2,747.00 11/19/2008

Links

- POF Viewer
- Support Youcher Greated For: Created by: Creation Date:
- CPD Home State of virginia Debra Graham 11/19/2008

- HUD Horme

Line Grantee

Responsible Activity Fund Available Drawdown

I#tem Grant # :Ct““tv Organization Activity Type Title Type Amount  Amount
1 B-05-D1-51-0001 YORK York County  Construction/recanstruction ¥ORK PROGRAM £200.00  $300.00
05-DRP- of streets 05-DRRP- FUND
07 #03K o7:
#03K
Grant Subtotal: $300.00
2 B-98-DD-51-0001 98-395 City of Morfolk Acquisition, 98-395 PROGRAM £698.00 |[£687.00
construction,reconstruction FUND
of public facilities
Grant Subtotal: $637.00
3 B-98-DU-51-0001 97-3953 Town of Acquisition - buyout of 97-3953 PROGRAM $1,936.00 [$1,560.00
Bridgewater  residential properties FUND
4 B-98-DU-51-0001 97-4052 Town of Acquisition - buyout of Q7-4052 PROGRAM £296.00 $200.00
Buena Yista residential properties FUMD

Grant Subtotal:$1,760.00
Youcher Total:$2,747.00

[ Fetumn to Create Voucher ]

a
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Part 1: Grantee User Tasks Searching for a Voucher

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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

(

Disaster Recovery Grant Reporting Sstem (DRGR)

Role:Grantee ActioniBlans Drawdown QPR Grants

Activity Obligation

Activity Obligation

Search for Activities to Obligate

Drawdown
- Search Youcher
- Create Youcher
.

Search Criteria
Grant Number: Grantee Activity Number: Responsible Organization:
Select v

Utilities

- Print Page
- Profile

- Help

- Change Password
- Logout

2. Inthe left menu, click Search Voucher under Drawdown.

The Search for Vouchers page appears.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Reporting Sstem (DRGR)

Role:Grantes Admin Admin Action Plans Drawdown OFR Grants

Drawdown

Activity Obligation
- Search activity

Drawdown
- Search Youcher

Search for Vouchers

Search Criteria

voucher #: Grant #: Line Item Status:
Utilities Select 3 Selact = Enter search

- Print Page criteria
- Profile . . ivi
Earliest Creation Date: Grantee Activity #: Fund Type:

- Help
- Change Password $oelect Date Select

- Logout

Transaction Type:
Select v

Links

- PDF VWiewer
" Suppart |
- CPD Home
- HUD Home

DRGR RG.3
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Part 1: Grantee User Tasks Searching for a Voucher

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 Iltem 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.

e Collection — Fund returned by grantee to LOCCS.

¢ Manual Payment — Grantee-approved drawdown manually submitted from LOCCS.

e Payment — Program Fund and Program Income drawdowns.

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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Part 1: Grantee User Tasks Searching for a Voucher

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

BeC€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem

Role:Grantes
Activity Obligation Drawdown
- Search Activity
Search for Youchers
Drawdown
- Search Youcher
- Create Youcher Search Criteria
Voucher #: Grant #: Line Item Status:
Select hd Select A
Utilities
B Erint Page Earliest Creation Date: Grantee Activity #: Fund Type:
Profile ”
- Help select Date Select 3
- Change Password
- Logout Transaction Type:
Select 4
Links
- PDF Viewer -
- Support
- CPD Home
- HUD H
— Results Page 1 of 13 {124 voucher line items found)
Line Creation Grantee | Responsible Fund Transaction |Drawdown Line f
¥Youcher # Grant # " P— Item Action
Item # Date Activity # | Organization Type Type Amount Status
B-D5- . Approved
cq_ HaMPTON City of PROGRAM " . .
100269 1 10/29/2008 DI-51- | e ppinsg Hamptan, FUND Payment $125.00| Pending  [Maintain
ooo1 HQ
B-05~ | ampTON City of PROGRAM
100381 1 11/04/2008 33—0511— 05-DRP-03 Hamptan. FUND Payment $1,000.00 Open | Maintain
B-05- RICHMOMND
City of PROGRAM N
100482 1 D1-51- |1 05-DRP- Payment $100.00 Open Maintain
11/10/2008 oootL 06 #314 Richmond FUMD
B-05- RICHMOMND A Approved
100515 1 11/12/2008 DJ-51- |1 O5-DRP- R\EE%DDan PT:?JGNEAM Payment $£10.00 | Pending  Maintain
ooo1 0G; #214 HQ
B-05- RICHMOMND .
100526 1 D1-51- |1 05-DRP- City of FROGRAM b et $2.65 | approved Maintain| [ Search
11/13/2008 Richrmond FUND
— ono1 06 #214 results
- @i table
BAOS= || RIGHRISHD ffehgﬁﬂfnsﬁg PROGRAM
100451 1 DJ-51- |1 O5-DRP- Payment £800.00 | Revised Maintain
11/07/2008 Redeveloprment FUND
oooi 06; #01 Housing
Both of these Authority.
line items are City of
on the same B-05- | RICHMoND Fichmend and
100461 2 D1-51- |105-prp- | the Richmond | PROGRAM o, £780.00| Pending | Maintain
voucher 11/07/2008 - Redevelopment| FUND ¥ ' 9 | Mantan
aoo1 06: #01
Housing
\ Authority,
City of
B-05 | RICHMOND Tfehﬁimﬁg PROGRAM
100482 2 11/10/2008 D1-51- |1 05-DRP- Redevelopment FUND Payment $100.00 Open Maintain
aoo1 06: #01
Housing
Authority,
City of
B-05- | RICHMOND Tﬂ;iﬁnsgg PROGRAM
100485 1 11/11/2008 D1-51- |1 05-DRP- Redevelopment FUND Payment £100.00 Open Maintain
ooo1 06 #01
Housing
Authority,
City of
Richrmond and
. B-D5- RICHMOND
Links to 100503 1 DGl | Oo-pEEe e RERERE | FROERAN oo oonn $100.00| Pending | Maintain
. 11/12/2008 0001 06; #01 Redevelopment | FUND
additional ' Housing
search results COE:
1 2 3 4 5 [Mext 10 Results

DRGR R6.3
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Part 1: Grantee User Tasks

Searching for a Voucher

5.

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

e To enter different search criteria, click the Reset button, and then enter new criteria.

e To view additional search results, click the one of the page links below the results table.

e To sort the search results, click on a column header in the results table.

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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Part 1: Grantee User Tasks Searching for a Voucher

MENT OF HOUSING AND URBAN DEVELOPMENT
ty Development Systems
covery Grant Reportiq@tem (DRG
il
Plans Drawdown
Drawdown
Maintain Youcher
— 1 Fetumn to Search Voucher |
] Information about
Youcher #: Created By: the selected
100102 JPARKE
voucher
Youcher Created for: Creation Date:
State of Virginia 10/20/2008 i
- H Options
— ﬁ; depend
Grant Grantee Responsible - P 5 Fund |Available Drawdown | Line Item |Submission =
lti # Activity # Organization SR TR ISl Tl Type Amount | Amount Status Date XD on the
boca- line item
s | 97-3951 Town of administration 97-3951 PROGRAM | v 03 00 $3.00 | Approved | 10/30/2008 | Cancel | View status
G1- Bridgewater FUND
o1 and your
Youcher Approved Total: %3.00 user
B&gﬁi City of Acquisition, FROGRAM prIVIIeges
3 9g-385 ¥ construction, reconstruction 98-385T $0.00 $5.00 | Cancelled | 10/20/2008 Wisw
g1- Chesapeake . i INCOME
o001 of public facilities
Youcher Cancelled Total: $5.00
B-98- Acquisition
- i ,
4 [5)?_ 98-40S Pnlglstn};nnufth construction, reconstruction 98-40% Pi%i%AM $994.00 $6.00 |Completed | 10/30/2008 Wisw
non1 of public facilities
¥Youcher Gompleted Total: $6.00
BD5 | ames crTy JAMES CITY
2 ?i: COUNTY 05-DRP- Jg’gﬁ;tc‘t"’ Administration COUNTY 05-DRP- PF;%%%AM £747.00 £1.00 | Open | 10/30/2008 Mv‘lewcance'
Voucher - 0001 04: #214 ¥ 04 #2148
line items B-o8-
Du- » Tawn of A » PROGRAM Ravise | Cancel
are 6 o1 97-3952 Bridgewater Clearance and Demolition 97-3952 FUND $993,00 $4.00 Open 10/24/2008 iEn
grouped ooot
by status Youcher Open Total: $5.00
B-D5-
JAMES CITY . : JAMES CITY
1 B3| counTy n5-pre- | James City |Rehabilitation/reconstruction | 5y p e pppo  PROGRAM| yogg g ($1.00) | Revised | 10/20/2008 wiew
51- R County. of residential structures . FUND
oot O4: #1404 04 #1448
voucher Revised Total:| (%$1.00)
Yirginia
Bo05- | L DMINISTRATICN ':Lip:éir;i”t ADMINISTRATION | Lo o Bevision
8 - Virginia State e Administration - Virginia State ($3.00) ($1.00) Yiew
G1- Difice and Difice FUND Approved
ooo1 Community
Development
Youcher Revision Approved Total:| ($1.00)
[ Return to Search WVoucher ]
DRGR RG.2
< >
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Part 1: Grantee User Tasks

Searching for a Voucher

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

e Approved voucher line items
e Cancelled voucher line items
e Completed voucher line items

e Open voucher line items

e Rejected voucher line items

e Revised voucher line items
e 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 Iltem # 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 ltem #.

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:

e View a voucher or voucher line item

e Cancel a voucher line item

e Revise a voucher line item

e Approve or reject a voucher line item

e Revoke approval of a voucher line item

For instructions on how to perform these tasks, refer to the following sections.
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Part 1: Grantee User Tasks Cancelling a Voucher Line Iltem

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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Part 1: Grantee User Tasks Cancelling a Voucher Line Iltem

MENT OF HOUSING AND URBAN DEVELOPMENT
ty Development Systems
covery Grant Reportiq@tem( RGR)
il
] Drawdown
Maintain Youcher
— 1 Fieturn to Search Youcher | i
— Information about
voucher #: Created By: the selected
100102 JPARKE
voucher
Youcher Created for: Creation Date:
State of Virginia 10/20/2008 i
- H Options
— ﬁ; depend
Grant Grantee Responsible - P 5 Fund |Available Drawdown | Line Item |Submission =
ltim # Activity # Organization SR TR ISl Tl Type Amount | Amount Status Date XD on the
boca- line item
s | 97-3951 Town of administration 97-3951 PROGRAM | v 03 00 $3.00 | Approved | 10/30/2008 | Cancel | View status
G1- Bridgewater FUND
o1 and your
Youcher Approved Total: %3.00 user
B&gﬁi City of Acquisition, FROGRAM prIVIIeges
3 9g-385 ¥ construction, reconstruction 98-385T $0.00 $5.00 | Cancelled | 10/20/2008 Wisw
g1- Chesapeake . i INCOME
o001 of public facilities
Youcher Cancelled Total: $5.00
B-98- Acquisition
- i ,
4 [5)?_ 98-40S Pnlglstn};nnufth construction, reconstruction 98-40% Pi%i%AM $994.00 $6.00 |Completed | 10/30/2008 Wisw
non1 of public facilities
¥Youcher Gompleted Total: $6.00
BD5 | ames crTy JAMES CITY
2 ?i: COUNTY 05-DRP- Jg’gﬁ;tc‘t"’ Administration COUNTY 05-DRP- PF;%%%AM £747.00 £1.00 | Open | 10/30/2008 MV‘LWOLCE'
Voucher - 0001 04: #214 ¥ 04 #2148
line items B-28-
Du- » Tawn of A » PROGRAM Ravise | Cancel
are 6 o1 97-3952 Bridgewater Clearance and Demolition 97-3952 FUND $993,00 $4.00 Open 10/24/2008 iEn
grouped ooot
by status Youcher Open Total: $5.00
B-D5-
JAMES CITY . : JAMES CITY
1 B3| counTy n5-pre- | James City |Rehabilitation/reconstruction | 5y p e pppo  PROGRAM| yogg g ($1.00) | Revised | 10/20/2008 wiew
51- R County. of residential structures . FUND
oot O4: #1404 04 #1448
voucher Revised Total:| (%$1.00)
Yirginia
Bo05- | L DMINISTRATICN ':Lip:éir;i”t ADMINISTRATION | Lo o Bevision
8 - Virginia State e Administration - Virginia State ($3.00) ($1.00) Yiew
G1- Difice and Difice FUND Approved
ooo1 Community
Development
Youcher Revision Approved Total:| ($1.00)
[ Return to Search WVoucher ]
DRGR RG.2
< >

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

e Approved voucher line items
e Cancelled voucher line items
e Completed voucher line items
e Open voucher line items
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Part 1: Grantee User Tasks Cancelling a Voucher Line Iltem

o Rejected voucher line items
¢ Revised voucher line items
e 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 ltem # 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 Iltem #.

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:
e DRGR Information area
e LOCCS Update area
e LOCCS Confirmation Information area
e Line Item table
e Approver comments
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Cancelling a Voucher Line Iltem

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M €ommunity Development Systems
Disaster Recovery Grant Reporting Sstem (

LoginID:DGRAHAM
Role:Grantes

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Youcher

Drawdown

Drawdown

View Voucher Line Item

[ Return to Search Youcher ] | [ Feturn to Maintain ‘Youcher ]
Utilities
- Print Page voucher Created For: voucher # / Line Item #: Grant #: Transaction Type:
- Profile State of virginia 100102/2 B-05-DJ-51-0001 Payment
- Help
- Change Password Created By:
- Logout JRARKE . N
Line-item
Creation Date: ifi
Links 10/20/2008 specific
- POF Wiewer batch
- Support : :
_ CPD Home DRGR Information LOCCS Confirmation Information information
- HUD Home DRGR status: Pending Confirm Batch #: 1
Batch #: 1 © .
Confirm Batch Date: 11/12/2008
| Batch Date: 11/12/2008 confirmation Code: Ok
Status of the LOCCS Control #: 100020 ;
|ine |tem in LOCGCS Status: Woucher pending confirmation by LOCCS Pay Method:
DRGR To00S Update Payment Date:
Batch Updated By: LOCCS Schedule #:
| Date Updated: 2008-11-12 11:59:00.0 Reschedule:
/ Special Remarks: Effective Date:
Reflects batch
proclessmg Line Item
results Grantee Res ibl i issi
ponsible . - " Fund Drawdown Line Item | Submission
Grant # Activity # Organization Activity Type | Activity Title Type Amount Status Date i i
B-05-DJ- JAMES CITY James Cit JAMES CITV PROGRAM Llne ltem
c1-opi | COUNTY O5- Count ¥ administration | COUNTY 05- FUND $1.00  Pending | 2008-11-04 details
DRP-04; #214 ¥ DRP-04; #214
Grantee Approver (Debra Graham 2) Gomments on 11/04/2008:
(Mone)
Appl’OVGI’ Grantee Approver Comments:
comments (Mane)
[ Return to Search Voucher ] | [ Feturn to Maintain Youcher ]

DRGR R6.2
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Cancelling a Voucher Line Iltem

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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Cancelling a Voucher Line Iltem

Area Field Description
Confirmation Code The LOCCS confirmation code for this batch:
POO Processed
RO1 Rejected, bad batch header
R0O2 Rejected, batch count off
RO3 Rejected, batch total off
R03  Rejected, RCD-BCH-NO does not equal batch
RO5 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
HO1  Held, missing payment information
HO2 Held, suspension
HO3  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:

e 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:

e Approved voucher line items
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e Cancelled voucher line items

e Completed voucher line items

e Open voucher line items

e Rejected voucher line items

e Revised voucher line items

e 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.

5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

»mmunity Development Systems
saster Recovery Grant Reporti@tem (DRGR)

Grantee
ky Ohligation Drawdown
ch Activity . . . . .
- Maintain Voucher Only line items with a
ch Youcher status of Open,
te Youcher
[ Feturn to Search Woucher ] Apprc_)ved1 Approved
» Pending HQ, or
Page Voucher #: Created By: Approved by HQ can
lile. oo019g DGRAHAM
be cancelled
noe Youcher Created for: Creation Date:
ord State of Wirginia 10/23/2008
ut
Cie Grant ORI Responsible Activity| Fund | Available Drawdown Cie Submission
Viewer e £ SEty Organization Activity Type Title Type Amount | Amount IR Date asted
# # Status
port
Horme B-05- YORK VORK
Home 4 | DI (OSDRP- | ity |Rehabiitation/recanstruction 05-DRP- PROGRAN o oo oo $50.00 Af;;gi‘fd 11/26/2008 | Concel | view
E1- a7: ¥ of residential structures a7: FUND ’ ! ! HO g I— —
ool H1d4h #1448
Youcher Approved Pending HQ Total: $50.00
JAMES JAMES
B-05- CITY CITY
DJ- COUNTY | James City - . COUMTY | PROGRAM Bevise | Cancel
3 c1- | 05-DRP- Caunty. Administration 05-0RP- | FUND £704.50 $200.00 Open 10/23/2008 iew
ooo1 04: 04:
#21A #21h
Youcher Open Total:| $200.00
JAMES JAMES
B-05- CITY CITY
DJ- COUNTY | James City |Rehabilitation/reconstruction COUNTY  PROGRAM
1| 51~ 05-0RP- | cCounty. of residential structures | 05-DRP- | Fump | $099.00 $100.00 |Rejected | 11/27/2008 I
ooo1 04: 04:
#1448 #1dh
Youcher Rejected Total:| $100.00
JAMES JAMES
B-05- CITY CITY
DJ- | COUMTY | James City . . COUNTY  PROGRAM . .
2 c1- | O5-DRP- County. Administration 0S-DRP- | FUND £704.50 $250.00 | Revised | 10/23/2008 Wiew
ool 04 04
#214 #214
Youcher Revised Total: $250.00
[ Return to Search “Youcher ]
DRGR R6.3
3 >
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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.

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

BC€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (D

Role:Grantes
Activity Obligation Drawdown
- Search
Maintain Voucher
Drawdown
- Search Youcher
_ Create Youcher + Youcher cancelled successfully
Utilities [ Feturn to Search Youcher ]
- Print Page
- Profile
- Help Youcher #: Created By: H
- Change Password 100102 IPARKE Status is
- Logout changed to
Youcher Greated for: Creation Date: C lled
ke State of virginia 10/20/2003 anceille
- PDF Vigwer
- Support - -
- CPD Home llilgri Gral i';?vti‘:e Responsible Activity Tyne Activity Fund Drawdown l'{';i Sufimission
- HUD Hame = # o ¥ organization v ivp Title Type Amount Date
B-o8- Acquisition,
oo- City of Ny . .
3 1o 93-385 Chesapeaks construction,reconstruction | 98-385 PI 4 Cancelled | 10/20f2008 Wigw
o001 P of public facilities
voucher Cancelled Total:
B-98-
DuU- a7- Town of . . ay- Revise | Cancel
5 51- 3051 Bridgewater adrninistration 2951 PF £3.00 Cpen 10/20/2008 e
ooo1
BEER Acquisition
= ) .
4 ?ff 95-405 PDrct‘str”:;ufm construction,reconstruction | 98-405 | PF £6.00 | Open | 10/20/2008 REV'SEW‘EWC“CE‘
o001 of public facilities
JAMES JAMES
B-05- CITY CITY
DJ- | COUNTY  James City . . COUNTY Bevise | Cancel
2 £1- |05-DRP- Caunty. Adrinistration U5-DRP- FF £1.00 Open 10/20/2008 Viewe
ooo1 04: 04:
#2148 H214
B-98-
DuU- a7- Town of . a7- Revise | Cancel
B £1- 3059 Bl mater Clearance and Demolition 3052 PF £4.00 Cpen 10/20/2008 e
ooo1
JAMES JAMES
B-05- CITY CITY
DJ- | COUNTY  James City |Rehabilitation/reconstruction | COUNTY Revise | Cancel
! £1- |05-DRP- County. of residential structures 05-DRP- PR $2.00 Open 10/20/2008 Wigw
ooo1 04 04
#144 #1448
Voucher Open Total: $16.00
[ Fieturn to Search Voucher ]

DRGR RA.2
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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:

e The activity ID you selected when you created the voucher is incorrect.

e 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.

e 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:

e Both activities must be part of the same grant.

e The new activity must have enough money obligated to allow the drawdown.

e The activity to which the drawdown is being shifted must not be a cancelled activity.
e Neither activity is blocked.

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

o 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.

e 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
atable.
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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.

WNTOF HOUS ¥ URBAN DEVELOPMENT

Community Development Systems

Disaster Recovery Grant Rep Urtil@tem (DRGR)

eginlB:TCoR
TolerCrantes

T prandown ues T T

Malntaln Vouchar

[ Rietum t Saarch Vaucher ]

¥outher #: Created By:
00611 TEGR
[ Dake:
12 ]
Line Responsible Available Line Item
Hem ¢ GrORt# | Grantee Activity 2 | JENRIOREE Activity Type Activity Title Fund Type | 00ies i i foielis Action
. B-05-00- | CHESAPEAKE 1 05- | op iy o o | Dikt/damistrenmeriver bank r | CHESAFEAKE 11 05- | PROGRAM S X e P - | ca
§1-0001 CRE-00: £031 Gty of Ch epars P00 031 INEoML 500 B.00 | Op 12/22/2008 .
B-05:D). | YORK DS-DRP-0T: p— Construction/raconstruttion of | TORK 05-DRP-0T: | PROGRAM = B Reviss | Ca
3 R A vark County ph s A Lrihile $995.00 $1.00 | Open 12/22/2008 :
¥oucher Open Total: #5.00
B.05-D0 | CHESAPEAKE 1105+ | o ocp o o | Dikefdamistreameriver bank r | CHESAPEAKE 1105- | PROGRAM s o pvinee 2Tt
$1-0001 Dapea: g3 | Of Chesapesk epsirs DRP-08: #0310 INCOME Fiss.00 900 | Revieed | 13/22/1008
¥oucher Revised Total: #5.00

Fighun b Sgarch Voucher
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2. Click the Revise link in the Action column for the line item you want to revise.

Drawdown Lu.-p_

- Only line items
Maintain Youcher .
with a status of
Open or
i o Stearch Vi Comp|eted can
Faae .
Voucher 5 Crested vy: be revised
100011 TCGR
¥oucher Created for: Creatinn Date:
State of Virgnia 12/zz/zo0y
Line Responsible Available ine Ttem
ttem ¢ GPANLY | Grantee Activity £ o Activity Type Activity Title Fund Type N /m"m et Date: Action
5 £-05.00 CHMESAPEAKE 1105 ke | Dikefdamystroameriver hank r | CHESAPEAKE 11 05 PROGRAM 38 B0 4 One oy, Bevise | Canc
‘ S1-0001 Dhp-pe: o1 | o Chesapeak #pairs DRP-0U: #0310 INCOME 4955.00 00| | Gpen L24222008 -
1 6-05-0J)- TORE 05-DRP-07: . Construction/reconstruction of TORK O5-DRP-07: PROGRAM . 2755 Raviss |
* | s1-0001 £03K AT strests 03K INCOME it wfad| ||| o) View
Woucher Upen Total: 3500
CHESAPLAKE 11 0% . . Dike/damistresmeniver bank r | CHESAPLAKE 11 0% | PROGRAM .00 o g i .
1 'CRP-08: £031 City of Chesapeake phpo CRB-0B: £031 INCOME $955.00 500 | |Revised 1z
Voucher Revised Totak $5.00
Figtum ta Seasch Vawcher
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The Revise Voucher Line Item page is displayed.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiq@tem (]

LoginID DERAHeM [ sctionplans |
Role:Grantee

Activity Obligation
- Search Activity
Drawdown

- Search Youcher
- Create Voucher

Utilities
- Print Page
- Profils

- Help

- Logout

- Change Password

Links

- PDF Yiewer
- Support

- CPD Home

- HUD Home

Select activity to
transfer
drawdown to

Drawdown

Drawdown

Revise Voucher Line Item

=9l

Voucher Greated For:
State of virginia

Feturn to Maintain “oucher ]

Youcher # / Line Item #:
100198/1

Created By:
DGRAHAM

Creation Date:
10/23/2008

DRGR Infarmation

DRGR Status: Cpen
Batch #:

Batch Date:

LOGCGS Gontrol #:
LOCCS Status: Blank

LOCCS Update
Batch Updated By: DGRAHAM
Date Updated: 2008-10-23 00:00:00.0
Special Remarks:

Grant #:
B-05-DJ-51-0001

T T

Payment

LOCCS Confirmation Information
Confirm Batch #:

Gonfirm Batch Date:
GConfirmation Code:

Pay Method:

Payment Date:

Schedule #:

Reschedule:

Effective Date:

Line Item

Grant Grantee Responsible Activity Type Activity Fund Dravdown
# Activity # Organization v Ivp Title Type Amount
B-M5- JAMES CITY JAMES CITY
DI-51- COUNTY 05- James City Rehahilitation/reconstruction of | COUNTY 08-  PROGRAM £100.00
0001 DRP-04: County, residential structures DRP-04: FUND '
#1448 #1144
Mowve Funds to & ik

s

Activity # 7 Activity Title

Grantee Approver Comments:
(None)

Grantee Approver Comments:
(None)

ESl

Return to Maintain Woucher ]

ADMINISTRATION - Wirginia State Office | ADMINISTRATION - Virginia State Office %)) | 4

Transaction Type:

Line Submission
Item Date
Status

Open 2008-10-23

Enter drawdown
amount to transfer
to other activity

DRGR R&.2

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.
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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:

e Approved voucher line items

e Cancelled voucher line items

e Completed voucher line items

e Open voucher line items

¢ Rejected voucher line items

e Revised voucher line items

e 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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DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

munity Development Systems
iter Recovery Grant Reportiq@tem (DRGR)

| T T oo o | s ]
bligation | DTawdown
Activity
Maintain Youcher
{1}
You can select Only line items
a” Open Iine [ Feturn to Search Youcher ] Wlth a status Of
; Open can be
items by Youcher #: Created By: p
clicking All | | \ooses DGRAHAM approved or
| ucher Created for: Creation Date: reJeCted
Styte of Wirginia 11/10/2008
e Li Gi t Li
ne rantee N . ine N
; Select em Grant Activity Respn_nsll_:lle Activity Type Activity Title Fund | Available | Drawdown Item Submission Action
me. (Al # # # QOrganization Type Amount Amount status Date
Ime
B-98- Energy conservation and
DD- City of PROGRAM . |Approve | Reject
O 1 _ | 3476-1 renewahle energy Administration £44.00 $56.00 | Cpen  |11/10/2008 [
ngél Chesapeake resoUrCes FUND Wiew
[e-eE- Acquisition
O 2 2?: 98-395 | City of Morfolk | construction,reconstruction 98-395 pp;%il%AM $1,385.00 $6,600.00 | Open | 11/10/2008 & Aalm’oi\fl\?”e\w HEE
o001 of public facilities e
B-96- Acquisition
DD- City of " ! . PROGRAM a |Approve | Reject
O 3 _ | 98-40S construction,reconstruction 98-405 $3,927.00 $3,567.00 | Open | 11/10/2008 [
Ugéu Partsmaouth of public facilities FUND Wigwr
B-98- -
DD- ' Acquisition, PROGRAM Approve | Reject
4 c1- 98-415 | City of Suffolk  construction,reconstruction 98-415 FUND $2,432.00 $2,564.00 | Open | 11/10/2008 & View
o001 of public facilities e
To approve or reject bog-
mUltlple line |tems, O g [5)[1): Test Cngn;?rgm?;lth Clearance and Demolition Tester DRF%%%AM +001.00 +00.00 | Open |11A0/2008 | & AEI&VE‘BLVM
click the Select ooo:
checkbox before B[_)E)B_ C Ith | Dike/dam/st iver bank PROGRAM App | Reject
. . - Ommonyweal IKe/dam/stream-river barl o rove B]ec
C||Ck|ng the O 6 g1- Test2 of virginia r epairs Tester2 FUND $1,103.00 $897.00 | Open |[11A0/2008 & Viaw
onol
Approve Selected boos
. - Acquisition, j
or Reject Selected O |7 27 og-aes test construction,reconstruction|  0g-385 | Pr M ge 37008 | ge,500.00 | open [Mamzome | g 3%‘“3@“,\,';—9‘5—“
button o001 of public facilities e
Youcher Open Total: | $18,283.00
Grantee Approver Comments:
[ Approve Selected ] | [ Reject Selected
[ Feturn to Search VYoucher ]
DRGR RG6.3
£ >

(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.

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.

e You can manually enter a date, or select a date using the pop-up calendar.
e The date must be greater than or equal to today’s date.
e 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.
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.

'ARTMENT OF HOUSING AND URBAN DEVELOPMENT

unity Development Systems
r Recovery Grant Reportiq@tem (D

ation | Drawdown
Itivity
Maintain Voucher
et + Voucher line item approved successfully. Youcher approved total: $56.00. Approver comment: "
[ Feturn to Search ‘oucher ]
ssword | youcher #: Created By:
100483 DGRAHAM
Youcher Created for: Creation Date: .
i State of Virginia 11/10/2008 Status is
updated
Select Wi Grant Gra!“.ee Responsible uf? ot a Fund  Available | Drawdown (e sion A
em Activity a A Activity Type Activity Title Item Action
(Al M # " Organization Type Amount Amount Status
B-96- Energy conservation and
ooD- City of - . PROGRAM .
O 1 _ | 3476-1 renewable snergy Administration +56.00 | approved 11/18/2008 Revoke | Wiew
Uéél Chesapeake BaOLICES E! - e
Group
subtotals are Acquisitian
~ . ! . _ 3 & |ADprove | Rejsct
updated 2 98-395 | City of Morfolk |construction,reconstruction 98-395 FUND $6,600.00 Open 1110/2008 (&) View
o001 of public facilities e
EREER Acquisition
O 3 | PP lgg-ans ity aif construction,reconstruction|  98-40S PROGRAM vo oz n0 | $3,587.00 | Open  [11/10/2008 | g |2PPT0vE | Reject
5il= Rortsmouth FUND Wiew
0001 of public facilities
B-92-
DD~ Acquisition, PROGRAM spprove | Reject
O 4 98-415 | City of Suffs canstruction, reconstruction 98-415 $2,432.00 $2,564.00 Qpen 11/410/2008 &
51- FUND Wiew
0001 of public facilities e
B-92-
DD- Commonwealth PROGRAM @, [ADprove | Beject
F 14 £1- Test ol Vg e and Demaolition Tester FUND $901.00 $99.00 Open 1110/2008 [+ Vigw
0001
B-98-
DD- Commonwealth | Dike/dam/stream-Mwer bank PROGRAM o, [Approve | Beject
O =) 51- Testz of Virginia I epairs Testerz UMD $1,103.00 $897.00 Open 111042008 [+ Viow
0001
reER Acquisition
- ’ i
] 7 2D 93-385 test construction, reconstruction FREERAN £ apen 111042008 g ARRIove | Beject
51- P Miew
nao1 of public facilities —
VYoucher Open Total: | $18,227.00
Grantee Approver Comments:
[ Approve Selected ] | [ Rewvoke Selected I | I Feject Selected
[ Fetum to Search “aucher ]
DRGR RG6.3
< ba
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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:

e 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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'ARTMENT OF HOUSING AND URBAN DEVELOPMENT

unity Development Systems
r Recovery Grant Repqrt%tem (DRGR)

= Admin
pation | Drawdown
Itivity
Maintain Voucher
cher
[ Feturn to Search Youcher |
Youcher #:
1004832
ssword
Youcher Created for:
State of Virginia
i Li Gi t
ne rantee A
Select Grant P Responsible et
(Al :m # A[:t;vnty Organization G 1] 1
B-98- .
DD- City of Energy conservation and
] 1 51 3476-1 Chesapeake reni\;usanhﬁczr;ergy
0001
563?7 Acquisition,
] 2 1 98-395 | City of Morfolk |construction,reconstruction
0001 of public facilities
B-98- isiti
_ acquisition,
] 3 oD 98-405 Sy a7 construction, reconstruction
i e of public facilities
o0t P
Blsgéi Acquisition,
O 4 1 98-415 | City of Suffolk |construction,reconstruction
o001 of public facilities
B-92-
oo- Commonwealth g
O 5 51- Test of virginia Clearance and Demolition
0001
B-92-
O & oo- Testz Commonwealth | Dike/dam/stream-river bank
E1- of Virginia r epairs
0001
B[_J?f_ Acquisition,
F 7 £1- 98-385 test canstruction,reconstruction
0001 of public facilities
Grantee Approver Comments:
[ Approve Selected ] | [ Rewoke Selected I | [ Feject Selected
[ Feturn to Search ‘oucher ]
DRGR RG6.3
£

Dravidoven QPR
Created By:
DGRAHAM
Creation Date:
11/10/2008
q Line
Activity Title ?""g A:;gz?_:f D:Er::lfr'::" Item
ye 8tatus
Administration PROGRAM £44.00 $56.00 | Approved
FUND
Youcher Approved Total: $56.00
PROGRAM
98-385 FUND $1,385.00 $6,600.00 Open
PROGRAM
98-405 cunp | $3,927.00 $3,567.00 | Open
PROGRAM
98-415 FUND $2,432.00 $2,564.00 Qpen
PROGRAM
Tester FUND $£901.00 $99.00 Open
PROGRAM
Tester2 FUND $1,102.00 $207.00 Open
PROGRAM
98-385 FUND $5,379.98 $4,500.00 Qpen

Youcher Open Total: | $18,227.00

Submission

Date

11/18/2008

11/10/2008

11/10/2008

11/10/2008

11/10/2008

11/10/2008

1110/2008

&

Action

Revoke | Wiew

spprove | Reject
Wiew

Approve | Eeject
Wiew

Approve | Reject
Wiew

Approve | Reject
Wiew

Approve | Reject
Migw

Approve | Reject
Migw

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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Revoking Approval of a Voucher Line Iltem

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

munity Development Systems
iter Recovery Grant Reportiq@tem

bligation | DTawdown
Activity
Maintain Youcher
n
e » Voucher line item revoked successfully
e [ Feturn to Search Youcher ]
| Password | youcher #: Created By:
1004832 DGRAHAM
Youcher Created for: Creation Date:
wer State of Wirginia 11/10/2008 Status is
e updated
Line Grantee A q Line -
me Select Grant et Responsible o et a Fund | Available | Drawdown Submissig
(Ally :m # A[:t;vlty Organization Activity Type Activity Title Type e Y e——— Itel 5 ctiorr
B-98- Energy conservation and
DD- B City of PROGRAM approve | Reject
O 1 o1 3476-1 Chesapeake renewahle energy Administration FUND £44.00 $56.0 View
o001 resources —
B-08- -
DD- Acquisition, PROGRAM Approve | Reject
O 2 98-395  City of Morfolk | construction,reconstruction 98-395 $1,385.00 £6,600.00 | Open | |11/10/2008 &
c1- v FUND P view
0o01 of public facilities e
B-96- Acquisition
oo- . City of ; ! . _ PROGRAM & [Approve | Rejsct
O 3 c1- 98-405 Portsmouth construction,reconstruction 98-405 FUND $3,927.00 $3,567.00 | Open ||11/10/2008 [ View
o001 of public facilities —
Ea-C Acquisition
o | 4+ g?j 98-415  City of Suffalk | construction,reconstruction| 98415 pi%ig"“" $2,432.00 | $2,564.00  Open |11/10/2006 | & ﬁglmf‘“\ghe‘ww
o001 of public facilities e
B-98-
DD- Commonwealth PROGRAM &, |ADprove | Reject
O £ g1- Test of virginia Clearance and Demolition Tester FUND $901.00 $99.00 | Open |[11A10/2008 & View
oool
B-98-
DD~ commonwealth Dike/dam/stream-river bank PROGRAM & [ADprove | Reject
O 6 g1- Test2 of virginia r epairs Tester2 FUND $1,103.00 $807.00 | Open | [11A10/2008 & View
onol
B-98- Acquisition
- . Lo L
O 7 oo 98-385 test construction,reconstruction 95-385 PROGAM : Open | |11/10/2008 @ 2R
51 ; P
o001 of public facilities = Group
Voucher Open Total: |$18,283.00 subtotals are
Grantee Approver Comments: updatEd
[ Approve Selected ] | [ Reject Selected
[ Feturn to Search VYoucher ]
DRGR RG6.3
£ >
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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:
e 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

LoginID:DGRAHAMZ ad

Role:Grantee Admin n Action Plans

I T T

Action Plans

- Change Password
- Logout

Links

- POF Viewer
- Support

- CPD Home
- HUD Home

Add Activity | | | [ submitacionPlan ] | [ Cancel |

MNote: Click Activity Number to Edit.

Grantee Activity Number

Activity Type

Action Plan
- Wiew All
- Edit Action Plan Help?
Projects
- Add
- Search
Grant Number: - Funding Sources

— B-98-DD-51-0001 - Disastar Damage
Utilities - Recovery Needs
- Erint Page Grant Amount:
- Profile £1,465,255.00
- Help

Total Budget, Disaster Recovery Grant

3476-1 Energy conservation and renewable energy resources $11.00
98-38S8 Acquisition, construction,reconstruction of public facilities £10,100.00
98-398 Acquisition. construction reconstruction of nublic facilities $10.000.00 b

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.

5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Reportiqmtem (D

LoginID:DGRAHAMZ2

Acquisition. construction.reconstruction of public facilities

*National Objective:
Lowe/hdod A4

*Grantee Activity Number:
96-415

Activity Title:
95-415

*activity Status:
Underway v

Funding Source Name Funding Type

Rote-Grantas Admin GG | Dcowcown | oeR | oo | Graws |
Action Plan Action Plans
- Wiew all
; Edit Activity - Page 1Help?
Projects
- Add
- Search
« Warning: Editing an activity may affect any QPR’s with a status of 'In Progress’ or 'Rejected".
Utilities
- Print Page *Indicates Required Field
- Profile
- Help
- Change Password
- Logout | Continueto NextScreen || [ Siawve Activity ] | [ Cancel ]
Links
B _Qp_%wer Grant Number: View Existing Activities: Check this box
~ CPD Hore B-93-DD-51-0001 Select Option ¥ to block
- HUD Home [ ViewActivity Details drawdowns for
this activity
*AactivityType: Block Drawdown:

[ Blocked

*Total Budget, Disaster Recovery Grant:
& |375.000.00 (ex: 999,999,99)

*Projected Start Date:
03/01/2001
Select Date (ex: mrm/ddivyyy)

*Projected End Date:
03/01/2003
Select Date (ex: mrm/ddivyyy)

* Project #:

Select Project

Matching Funds Fund Amount

City of Chesapeake City Funds [ ves 3

City of Norfolk City Funds O ves s

City of Portsmouth City Funds [ ves £

City of Suffolk City Funds Ves ¢ |745,000.00
Matching Funds Subtotal 4 |745.000.00
Other Funds Total ¢ |745.000.00

[ Continue to Next Screen ] | I Sawve Activity ] | [ Cancel ]

(=)
DRGR R6.2
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Part 1: Grantee User Tasks Blocking an Activity from Drawdowns

4. Check or uncheck the Blocked checkbox under the Block Drawdown heading.

e If checked, drawdowns are blocked.
e 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:

e View a voucher or voucher line item

e Approve or reject a voucher line item

o Revoke approval of a voucher line item

e Set a drawdown approval threshold — Define a threshold for drawdowns on a grant; once the
threshold is exceeded, drawdowns will require HUD approval.

e Block a grant drawdown — Block all drawdowns from being performed on a grant.

e 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B€ommunity Development Systems

Disaster Recovery Grant Reportthem (DRGR)
Rale:HG User Admin Action Plans Dravrdown Grantee Grants

Drawdown Drawdown
- Search Youcher

Search for Vouchers

utilities Search Criteria

- Print Page

_ Profile Youcher #: Grant #: Line Item Status:

- Help Select v Enter search

- Change Password . .

- Logout Earliest Creation Date: Grantee Activity #: Fund Type: criteria
$oelect Date Select »

Links

- POF Yiewer Transaction Type:

- Support Select b

- CPD Home

(=)
DRGR RG.3

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

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

e Line Iltem 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.

e Earliest Creation Date — Enter a date, or select a date using the pop-up calendar.

e 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.

e Fund Type — Select a fund type to search for vouchers that contain a line item with the specified
fund type.

e Transaction Type — Select the LOCCS transaction type:

e 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.

e Collection — Fund returned by Grantee to LOCCS.
e Manual Payment — Grantee-approved drawdown manually submitted from LOCS.
e 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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Revoking Approval of a Voucher Line Iltem

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiq@tem (

LoginID:DGRAHAMSZ
Role:HQ User

Drawdown
- Search Youcher

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logout

Links

- PDF Yiswer
- Suppart

- CPD Home

- HUD Haome

All of these
line items are
on the same
voucher

Links to
additional
search results

Drawdown

Search for Vouchers

Search Criteria
Voucher #:

Earliest Creation Date:
Yoelect Date

Transaction Type:
Select W

Results Page 1 of 11

Youcher # Itl_ei%#
loooo0l 1
100001 2
l0oo01 3
100041 1
100041 2
100041 3
100041 4
100041 5
100041 &
100041 7

1 2 3 4 & [Mext 10 Results]

Drawdown

Grant #:

Grantee Activity #:

{105 voucher ling items found)

Creation
Date

10/14/2008

10/28/2008

10/28/2008

10/15/2008

10/29/2008

10/29/2008

10/31/2008

10/31/2008

11/10/2008

11/10/2008

Grant #

B-98-
DU-51-
ooo1

B-98-
DU-51-
ool

B-98-
DU-51-
ooo1

B-98-
DU-51-
ool

B-98-
DU-51-
ooo1

B-98-
DU-51-
ool

B-98-
DU-51-
ooo1

B-98-
DU-51-
ool

B-98-
DU-51-
ooo1

B-98-
DU-51-
oooi

Grantee

97-4153 &g?g”nif
Ev=eEBl Bri;;gxautfer
97-3351 Bri;;gxautfer
Ev=eEER Bri;;gxautfer
97-3351 Bri;;gxautfer
97-3952 TaEsm el

Bridgewater

Responsible
Activity # Organization

Do | e | oo |

Line Item Status:

Select

Fund Type:

Select

Fund
Type

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

PROGRAM
FUND

Type

Payment

Payment

Payment

Payment

Payment

Payment

Payment

Payment

Payment

Payment

Transaction Dravdown
Amount

$15.00

£10.00

£5.00

$1,000.00

£9590.00

£10.00

£6.00

£4.00

£5.00

£1.00

Line Item

Status

Revised

Completed

Completed

Revised

Completed

Revised

Revised

Completed

Revised

Pending
Approval

Revised
Pending
Approval

m:tio“

Maintain

Maintain

Maintain

Maintain

Maintain

Maintain

Maintain

Maintain

Maintain

Search
results
table

Maintv

DRGR R6.3

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

e To enter different search criteria, click the Reset button, and then enter new criteria.
e To view additional search results, click the one of the page links below the results table.

e To sort the search results, click on a column header in the results table.
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Part 2: HUD User Tasks Revoking Approval of a Voucher Line Iltem

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:

e Approved voucher line items

e Cancelled voucher line items

e Completed voucher line items

e Open voucher line items

e Rejected voucher line items

e Revised voucher line items

e Approved revised voucher line items

LIS, DEPARTM ND AAN DEVELOPMENT

Community Development Systems
Disaster Recovery Grant Repurtina_slstem (DRGR)

eginlB:TCoR
TolerCrantes Drawdown PR

Malntaln Vouchar

[_Remm o Sasrch voucher ) .
Information about
taster Crsged o / the selected
Stnte e " T voucher
/_"le':‘“" Grant £ Grantee Activity # :f;:m:m; Activity Type Activity Tile | Fund Type  A¢ailable Pl | Ll ot Action
e an poar |ty of Chesopeske | ""’"""’""‘::::" ver bank o e an e | M $995.00 $4.00 | Open 1z/22/z008 | eeist | o
D |y || A York County | o O ™ IR AT o] 4100 | Open 12vzarzo0s | e | S
¥oucher Open Total: $5.00
VOuCh er ¥oucher Revised Total: sa.00
line items
are Figham to Swarch Vioucher
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 Iltem # 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:

e View a voucher or voucher line item
e 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:

e Approved voucher line items
e Cancelled voucher line items
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e Completed voucher line items

e Open voucher line items

e Rejected voucher line items

e Revised voucher line items

e Approved revised voucher line items

S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem

LoginID:DGRAHAMS Drawdown

I T

DRGR R6.3

Role:HQ User
Dravedovm Drawdown
- Search Youcher
Maintain Voucher
Utilities
- Print Page
- Profile [ Return to Search Youcher ]
- Help
- Change Password v her # Created B
- Logout oucher #; reated By:
100041 SREKHIGR
Links Youcher Created for: Creation Date:
- PDF Viewer State of Virginia 10/15/2008
- Support
- CPD Home
- HUD Home i
II;:ISI.; Gran i‘;?\:iie Responsible Activity Type Activity| Fund | Available Drawdown Line Item Submission Action
& # & ¥ Organization v Ivp Title Type Amount | Amount Status Date
B-23-
Du- PROGRAM .
2 g1 FUND +0.00 $990.00 |Completed Wiew
ooo1
B-23-
Du- a7- Town of Clearance and 97- PROGRAM .
5 | gi- | 3952 | Bridgewater | Demaltion | @9sz | Funp | Fo00-00 SR |EemEEEy bl
ooo1
Youcher Gompleted Total: %$994.00
B-98-
Du- 97- Town of . . a7- PROGRAM . .
3 £1- 3051 Bridgewater Adrministration 3051 FUND $£964.00 £10.00 | Revised Wiew
ooo1
B-98-
DuU- 97- Town of q q a7- PROGRAM q .
4 1o 2051 Bridgewater adrministration 3051 FUND $£964.00 $6.00 | Revised 11/10/2008 | Wisw
ooo1
B-989-
DuU- PROGRAM
1 1o FUND £0.00 £1,000.00 | Rewised 10/30/2008 | Miew
ooo1
Youcher Revised Total: $1,016.00
B-o8- Revised
Du- 97- Town of . . 97-  |PROGRAM ’ .
=1 g1 3051 Bridgewater Administration 2051 FUND $064.00 $5.00 APBTD“:; 11/10/2008 | View
0001 e
B-EB= Revised
Du- a7- Town of Clearance and 97- PROGRAM " .
T | 5i- | 3952 | Bridgewater | Demaltion | @wsz | Funp | Fo00-00 BLOD | PEMElE | AGA0E00E | e
Approval
ooo1
Voucher Revised Pending Approval Total: $6.00
[ Feturn to Search Youcher ]
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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:
e DRGR Information area
e LOCCS Update area
e LOCCS Confirmation Information area
e Line item details
e  Approver comments

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reporting Sstem (DRGR)

OO - | v SRR o || one | oo
Dravedovmn Drawdown
- Search Youcher
View Voucher Line Item
Utilities
- Print Page
- Profile [ Feturn to Search Youcher ] | |_ Fieturn to bdaintain Youcher J
“Relp Status of the
- Change Passward . . :
- Logout Voucher Greated For: voucher # / Line Item #: Grant #: Transaction Type: batch Wlth
State of Virginia 10004175 B-98-0U-51-0001 Payment I’egards to
Links Created By: LOCCS
- PDF Viewer SREKHIGR
- Suppart
- CPD Home Creation Date:
- HUD Home 11/10/2008
DRGR Information LOCCS Confirmation Information
DRGR Status: Revised Pending approwval confirm Batch &:
fte F— . :
statl_JS 0 t € Batc: #: Gonfirm Batch Date:
line itemin S;:ICCSD:;ﬁ;mI . Confirmation Code:
DRGR OCeS Status: ) sucher aparousd by | 0CCS Pay Method:
” LOCES Update Payment Date:
| Batch Updated By: JPARKE Schedule #:
Status of the Date Updated: 2008-11-10 13:18:47.0 Reschedule:
batch with iuecla) Bamacks: Effactive Date: Line item
regards to details
LOCCS Line Item
Grant # Grantee Responsible Activity Type Activity Fund Type Drawdown Line Item Submission
Activity # Organization ¥ Ivp Title vp Amount Status Date
Revised
B-98-DU- Town of . . PROGRAM
51-0001 97-3951 Bridgewatar Administration | 97-3351 FUND $5.00 Pnenr::\ngl 2008-11-10
Grantee Approver Comments:
None
Approver (rone)
comments Grantee Approver Comments:
{None)
[ Return to Search Youcher ] | [ Feturn to kMaintain Youcher ]

(=)
DRGRE F6.3
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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
RO1 Rejected, bad batch header
R0O2 Rejected, batch count off
RO3 Rejected, batch total off
R03  Rejected, RCD-BCH-NO does not equal batch
RO5 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
HO1  Held, missing payment information
HO2  Held, suspension
HO3  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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ENT OF HOU

Community D op
Disaster Recovery Grant Rey

il

LoginlD:TCGA
Role:Grantes Admin

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

N

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

N\

2.

t Systems
porting System (DRGR)

DEVELOPMENT

Malntaln Voucher

R to Search Vouches

Voucher £:
100031

vaucher Croated for:

State af Virgin

Select L

e Grantee Activity | Responsible
Al | ttem £ Gront # F organization
£ |z | B0 cHEsaeEake 1os City of
T 510001 | ORP-0B: #031 Chesapeske
Be0S-D1 | YORK O5-DRE-07:
O 3 | g1eoo0 . ork County

B-0%-00- | CHESAPLAKL If 05-
01 ORP-0

Grantes Appraver Commen ba:

[ Approve Selectad

ty of

RP-0U: #031 Chesapeske

[ RejeciSelected |

Crested By:
TCGR
12

Activity Type

Activity Title

Dikoe/damystream rver bank r | CHESAPEAKE 11 05
epa DRP-08: #0310

Construction/reonstruction of | TORK 05-DRE-0T;
strants o

ike/darnsstream-river bank r | CHESAFLAKE 11 05-
pains CRP-00: #0310

Craation Date:
2/23/2004

Fund Type | Available

Amount
PROGRAM

prchel $995.00
FROGRAM .
INCONE it

Voucher Open Total:

FROGRAM

095.00
INCOME ¥995.00

Vouther Revised Total:

Only line items
with a status of

$4.00

$1.00
+5.00
500 | fn

$5.00

Open can be
approved or
rejected

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

e The submission date is specifies when the voucher information should be submitted to LOCCS.
e You can manually enter a date, or select a date using the pop-up calendar.

e The date must be greater than or equal to today’s date.

e The date cannot be more than 90 days after the voucher creation date.

4. (Optional) Enter a comment in the HUD Approver Comments box.
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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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M C€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

LoginID:DGRAHAM3

[ Drawdown
- Search Youcher
Maintain Voucher
_Utpi!’iﬂ?spa " + Youcher item approved successfully. Youcher approved total: $100.00. Approver comment: ™"
- profile
- Help
- Change Password [ Fetum to Search Woucher ]
- Logout
Youcher #: Created By:
Links olos DGRAHAM
- BDF Yiewesr
- Support Youcher Created for: Creation Date:
- CPD Home State of Virginia 10/23/2008 .
- HUD Home Status is
Li Grant i updated
select "€ | grant | roNLee Responsible Ao Activity| Fund | Awvailable |Drawdown N gubpafesion
{ally tor # SELILY Organization CLETT7 TR Title Type Amount Amount e Date
# # Status
JAMES JAMES
B-05- CITY CITY
D1- |COUNMTY | James City |Rehabilitation/reconstruction | COUNTY |PROGRAM Approved
o | 51- |os-oRe- | county. of residsntial structures | 05-DRP-| FUND | $o08-00 $100.00 17 Hg /2772008 |Revoke | Miew
ooo1 04 o4
#1484
Gl’oup Voucher Approved by HQ Total: | %$100.00
JAMES
suztota(ljs are e o e
update Dl- |C v | James City - : COUNTY | PROGRAM
p 3 £1- | 05-DRPS aunty. Administration 05-ORP- | FUND $704.50 £200.00 Open 10/23/2008 Wiew
ooo1 04: 04;
#214 #214
B-05-| YORK YORK
DJ- | DS-DRP- Rehabilitat econstruction 05-DRP- | PROGRAM
4 51 o9 vaork County of rasidential S turas i FUND $3,070.00 £50.00 | Open 10/23/2008 Wiew
ooo1 #144 #144
Youcher Open Total:| $250.00
JAMES JAME!
B-05- CITY CITY
DJ- |COUNTY | James City COUNTY | PROGRAM
2 51- | 05-DRP- County. Administration 05-DRP- | FUND $704.50 $250.00 Revised | 10/23/2008 Wiewr
ooo1 04 a4
#214 #21A
Voucher Revised Total:| $250.00
HUD Approver Comments:
Fevoke Selected
[ Fetum to Search Woucher ]

(=)
DRGR RG.2

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:
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e 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M C€ommunity Development Systems

Disaster Recovery Grant Reportiq@tem (DRGR)

LoginID:DGRAHAM3

Relerta tser [ eamin | action pians oravaonn | N " IR

Dravedorm Drawdown

- Search voucher
Maintain Voucher

Utilities

- Print Page

- profile [ Fieturn to Search Voucher |

- Help

- Change Password v her # Croated B

- Logout oucher #: reated By:
inoios DGRAHAM

Links Youcher Created for: Creation Date:
- PDF VYiewer State of Yirginia 10/23/2008
- Support
- CPD Home
- HUD Home i i
Select s Grant Gra_nt_ee Responsible it Activity| Fund | Available |Drawdown (I Submission q
em Activity a A Activity Type q Item Action
{ally # Organization Title Type Amount | Amount Date
# # Status
JAMES JAMES
B-05-| CITY CITY
D1- |COUNTY | James City |Rehabilitation/reconstruction | COUNTY |PROGRAM Approved
o | 51- |os-oRe- | county. of residential structures | 05-DRR- | FUND | ¥5°9:00 $100.00 17 g TL/2R/2008 | Revoke | View
ooo1 04 o4
#1484 #1448
Voucher Approved by HQ Total: | %$100.00
JAMES JAMES
B-05- CITY CITY
D1- | COUMTY | James City . . COUNTY |PROGRAM
3 £1- | 05-DRP- County. Administration DE-DRP- | FUND $704.50 $200.00 | Open 10/23/2008 Wiew
ooo1 04 04
#214 #214
B-05-| YORK YORK
DJ- | 05-DRP- Rehabilitation/reconstruction 05-DRP- | PROGRAM
4 c1- o9 York County of residential structures i FUND $3,070.00 $50.00 Open 10/23/2008 Wiew
ooo1 #14h #14p
¥oucher Open Total: | $250.00
JAMES AAMES
B-05-| CITY CITY
DI- |COUNTY | James City COUNTY | PROGRAM
2 c1- | 05-DRP- County. Administration 05-DBF- | FUND $704.50 £250.00  Rewvised | 10/23/2008 Wiew
ooo1 04: 04
#214 #21A
Voucher Revised Total:| $250.00

HUD Approver Comments:

Fevoke Selected

[ Return to Search Vaucher ]

A
DRGR R6.3
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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.

LJ.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

Sommunity Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

e :HQ User Admin Action Plans Dravedown PR
edovm Drawdown
earch Youcher
Maintain Voucher
ities + Youcher item revoked successfully
int Page
ofile
=ln
angs Password [ Returm to Search Voucher ]
gout
Youcher #: Created By: .
] 100198 DGRAHAM Status is
F Wiewer
Lipport Youcher Created for: Creation Date: updated
PD Home State of Yirginia 10/23/2008
D Home
Select Ilzi:fn Grant g::‘\'};e Responsible Activity Type Activity Fund | Available Drawdown I;i:r?l Subshission Action
{ally * # # ¥ QOrganization v Ivyp Title Type Amount | Amount Date
JAMES JAMES
B-05-| CITY CITY
O 3 DJ- COUNTY | James City |Rehabilitation/reconstruction COUNTY [PROGRAM| Approve | Reject
E1- 0O5-DRP- County. of residential structures E-BRE T - Wiew
ooo1 04 :
#1ea #1448
her Approved Pending HQ Total:
JAMES
B-05-| CITY CITY
DI- | COUNTY | James City - . COUNTY PROGRAM
3 c1-  DS-DRP- county. Administration 0S-DRP-  FUND $704.50 $200.00  Open 10/23/2008 Group
ooo1 04: 04:
#214 #214 subtotals are
B-05- | YORK YORK updated
D]- | 0O5-DRP- Rehabilitation/reconstruction 05-DRP- PROGRAM
& G1- 07: Viarit: Gy of residential structures 07 FUND IO e, 0 Q= g8 entd
ooo1 #14h #1448
Youcher Open Total:| $250.00
JAMES JAMES
B-05-| CITY CITY
DI- |COUNTY | James City COUNTY PROGRAM
2 c1-  Do-DRP- County. Administration Jo-DRP- | FUND $704.50 $250.00  Revised 10/23/2008 Yiew
oool 04: 04:
#214 #214
Youcher Revised Total: $250.00
HUD Approver Comments:
[ Approve Selected I | [ Reject Selected
[ Return to Search Voucher ]
DRGR RG.3
£ >
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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:
e Super User

To set a drawdown approval threshold:

1. Click the Grants link in the menu bar.

The View All Grants page is displayed.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reporti@tem (DRGR)

PSRt i | sctonplens | orawdown | ok | o | Grontes |
Role:Ho User Admin Action Plans Drawdown PR Grants
Grants
Grants .
_ Search View All Grants Help?
- Add
- Wigw 4l 1Page 2 =
Grant Action Plan
e State | Grantee Name Grant Number Status | Status QPR
- Print Page
- Profile KS Leavenworth, KS B-34-MF-20-0006 Close Original = In Review QPRs
- Help Progress
- Change Password
- Logout MO Independence, MO B-04-MF-28-0002 Close Original = In Revigw QOPRs
Progress
Links - .
. MO St. Joseph, MO B-93-MF-29-0004 Close Original - In Eevigw QPRS
- PDF Vigwer Progress
- Support Flogress
- CPD Hame
~ HUD Home KY Shepherdsville/Bullitt County, KY B-07F-MU-21-0006 Close Reviewed and Revigw QPRs
Approved
CA Sacramento County, T4 B-28-UL-06-0005 Active Reviewed and Review QPRs
Approved
NG Goldsbaro, NC B-98-MU-37-0019 Close Rejected - Await Review QPRs
for Modification
NY Reno, WY B-98-MUI-32-0002 Active Eeviewed and Revigw QOPRs
Approved
WA Yakima, W B-97-MU-53-0008 active Original - In Review QPRs
Progress
WY Kanawha County, WY B-98-MU-54-0001 active Reviewed and Review QPRs
Approved
WI Wilwaukee, W1 B-28-MU-55-0006 Active Reviewed and Review QPRs
Aspproved

A
DRGR R6.2

2. Click Search under Grants in the left menu.

The Search page is displayed.
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

M Community Development Systems
Disaster Recovery Grant Reporting Sstem (DRGR)

LoginID:DGRAHAM3
Role:HD User

Grants
- Search
- Add
- Wiew all

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logout

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home

Search

Search

Search for:
® Grant
O Grantee

State/Territory:
Select Option »

HUD Office:
Select Option

Grant Status:

Select Option | v

Disaster:
Select Option

Search

Grant Number:

Obligation Date:

From:

Select Date [ex: rm/ddfppypyl

Ta:

Select Date [esx: mmfdd/ yepel

Help

3. (Optional) Enter search criteria.
4. Click Search.
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The Search Grant Results page is displayed.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reporting Sstem (DRGR)

LoginID:DGRAHAMS
Role:HD User

Grants
- Search
- Add
- Wiew All

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logout

Links

- POF Yiewer
- Support

- CPD Home
- HUD Home

Grants

Search Grant Results Help?

e Search by [State/Territory VAl

Grant Action Plan

State | Grantee Mame Grant Number Status | Status QPR

VA State of Yirginia BE-95-DR-51-0001 Close Original - In Review QPRs
Progress

VA State of Yirginia BE-95-DD-51-0001 Active | Original - In Review QPRs
Progress

VA State of Wirginia B-97-DL-51-0001 Active Feviewed Review QPRs
and
Approved

VA State of Yirginia B-0&8-0J-51-0001 Active Feviewed Feview QPRs
and
Approved

VA State of Yirginia B-95-DU-51-0001 Active Modified - Review CPRS
Resubmit
When Ready

DRGR R6.3

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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recovery Grant Repqrti@tem (DRGR)

LoginID:DGRAHAMS
Role:HQ User

Grants
- Search
- Add
- Edit
- Wiew All

Utilities

- Print Page

- Profile

- Help

- Change Password
- Logout

Links

- PDF “iewer
- Support

- CPD Home

- HUD Home

Action Plans

Grants

View Grant

[Close] | [ Wiew Grant History

Drawdown

Grant Closeout Checklist

Grant Number:
B-28-DD-51-0001

Grant Name:
DRI 1998 {%irginia)

Grant Amount:
$£1,455,255.00

Disaster:
FEMA-DR-1242-%A

Award Date:

HUD Drawdown Approval Threshold:

Returned Amount:
£0.00

Program Income Waiver Date:
Grantee Signature Date:
09,/25/2000

Contract Effective Date:
0972572000

Contract End Date:
Statutory Date:

Report Cycle:
Quarterly

Grant Status:
Active

[Close ] | [ Wiew Grant History

State Grantee: Yes

Appropriation Name:

Appropriation Code:
B68/10162

Grantee:
State of Yirginia

Block Grant Drawdown
Blocked

HUD Office:
Yirginia State Office

Low / Mod:

Public Service Cap:

Admin Plan Cap:
State Admin Plan Cap:

Match:

Reactivate Date:

DRGF RG6.32

Help?
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6. Click Edit under Grants in the left menu.

The Edit Grant page is displayed.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Rep tigmtem

LoginID:DGRAHAMS
Role:HQ User

_ Action Plans Drawdown

Grants

Grants )
- Search Edit Grant Heln?

- Add
- Miew All

*Indicstes Requirad Fisld

Utilities
- Print Page
- Profile

- Help - Wiew G Hi Add Sub G G |
- Change Password 2l l IS FElC T ] I l ub Grarnt ] | [ ance ]
- Logout

Links Remove Grant:
- PDF Viewer [ remove

- Suppart
- CRD Home *Grant Number: State Grantee Block Grant Dravedown

- HUD Haome B-38-DD-51-0001 [ Blocked

Grant Name: Appropriation Name:
DRI 1998 (Virginia) 2

Grant Amount: (ex: 999,333,331 Appropriation Code:
$/1.465,255.00 868/10162

HUD Drawdown Approval Threshold: (ex: 995,353.99) Enter
L
threshold
Disaster:
FEMA-DR-1134-NC - Hurricane Fran (Morth Carolina) ~

FEMA-DR-1135-VA - Hurricane Fran and storms (Virginia)
FEMA-OR-1136-PR - Hurricane Hortense (Puera Rico)
FEMA-DR-1137-4%% - Hurricane Fran and flooding (WestVirginia)

FEMA-DR-1138-PA - Flooding from Tropical Depression Fran (Pennsylvania) [
Award Date: Grantee:
State of Virginia b

Select Diste (o mm/ddfyyyy)

Program Income Waiver Date: HUD Office:
Wirginia State Office v

Select Date (ex: rmdddiynyy)

Grantee Signature Date:

05/26/2000

Select Date (ex: rrmdddiyyyy)

Contract Effective Date:

03/25/2000
SelectDate (ex: mrmdddiyyyy)

Contract End Date:

Select Date (ex: mmdddiyyyy)

Statutory Date:

Select Diate (ex: mmdddiyyyy)

*Report Gycle:
Quarterly v

Low f Mod:
(%)

Public Service Cap:
(%)

Admin Plan Cap:
(3]

State Admin Plan Cap:
(%)

Match:

(5]

Note: If the Grant Status is set to Dormant the Reactivate Date must be set.

Grant Status:
Active v

Reactivate Date:

| [ “Wiew Grant History

] | [ Add Sub Grant ] | [Cancel]

DRGR R6.2
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7. Enter avalue 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.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiu@tem

DRGR R6.2

Lgmmoca | | T e i R N .
Grants
Grants .
- Search View All Grants Help?
- Add
- Yiew All
+ Success: Grant has been saved.
Utilities
- Print Page 1Page d =
- Brofile Grant Action Plan
- Help State | Grantee Name Grant Number TR ORI QPR
- Change Password
- Logout KS Leavenwarth, KS B-94-MF-20-0006 Close Original -~ In Review QPRs
Progress
Links
- BDF Viewer MO Independence, MO B-94-MF-20-0002 Close Original - In Eeview OPRs
- Support Progress
- CPD Home
- HUD Home MO St. Joseph, MO B-93-MF-29-000 Close Original - In Revisw QPRS
Progress
KY Shepherdsville/Bullitt County, KY B-97-MU-21-0006 Close Reviewed and Eeview QPRs
Approved
CA Sacramento County, T4 B-28-UL-06-0005 Active Reviewed and Review QPRs
spproved
NG Goldsbaro, NC B-98-MU-37-0019 Close Rejected - Await Review QFPRs
for Modification
NY Reno, MY B-33-MLU-32-0002 active Reviewed and Revigw QPRs
Approved
WA Yakima, W B-97-MU-53-0008 active Original - In Review QPRs
Progress
WY Kanawha County, WY B-98-MU-54-0001 active Reviewed and Review QPRs
Approved
WI Wilwaukee, W1 B-28-MU-55-0006 Active Reviewed and Review QPRs
Aspproved
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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 hecessary, 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:
e 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.
(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. Inthe Blocked checkbox under the Block Drawdown heading, do one of the following:

e Check the box to block drawdowns.
e Uncheck the box to permit drawdowns.
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DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

BeC€ommunity Development Systems
Disaster Recovery Grant Reporti@tem

Role:HD User

Select Date (ex: mmiddfyyyy)

Grantee Signature Date:
062911954
SelectDate (ex: mmfddfypyy)

Contract Effective Date:
06/23/1934

SelectDate (ex: mmn/ddfyyyy)

Contract End Date:

Select Date Cexs mm/ddiyyyy)

Statutory Date:

Select Date (ex: mmiddfyyyy)

*Report Cycle:
Quarterly v

Date must be set.
Grant Status:

Close ~

Low / Mod:
(%)

Public Service Cap:

(%)

Admin Plan Cap:
(%)

State Admin Plan Cap:
(3]

Match:
(%)

Note: If the Grant Status is set to Dormant the Reactivate

Reactivate Date:

| [ Wiew Grant Histary ]‘ I Add Sub Grant ]‘ ICam:e\l

DRGR R6.3

Grants
Grants .
— Search Edit Grant Help?
- Add
- Wiew Al
*#Indicates Required Fizld
Utilities
- Print Page
- Profile
- Help | [ ViewGrantHistary | | [ AddSubGrant | | [ Cancel |
- Change Password
- Logout
Links Remove Grant:
- POF Viewer [ remove
- Support
- CPD Home *Grant Number: [] state Grantee
- HUD Home B-94-MF-20-0006
Grant Name: Appropriation Name:
Leavenworth, K3 1983 Floods =
Grant Amount: (ex: 999,999.99) Appropriation Code:
+491.000.00 B64/60162
HUD Drawdown Approval Threshold: (=x: 333,593.99)
410,000.00
Block Grant Drawdown
[ Blocked
Returned Amount:
+0.00
Disaster:
FEMA-DR-1134-NC - Hurricane Fran (Morth Carolina) -
FEMA-DR-1135-A - Hurricane Fran and storms (Virginia)
FEMA-DR-1136-PR - Hurricane Hortense (Puerto Rico)
FEMA-DR-1137-%% - Hurricane Fran and flooding (WestVirginia)
FEMA-DR-1138-FPA - Flooding from Tropical Depression Fran (Pennsyhvania) b
Award Date: Grantee:
Leawvenworth, KS ~
Select Date (et mmiddfpyyy)
Program Income Waiver Date: HUD Office:
kKansas/Missouri State Office +

Select this box
to block a
grant from
drawdowns

8. Click Save.
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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:
e 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.
(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. Inthe Blocked checkbox under the Block Drawdown heading, do one of the following:

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

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reportiq@tem (DRGR)

e | admin | astionplans | prawdonn | oer | o] [ grants
Role:HQ User Admin Action Plans Drawdown PR Grantee Grants
Cramten Grantee
- Search
- add Edit Grantee Help?
- Wiew all

* Indicates Required Fiald
Utilities
- Brint Page )
- Brofile Select this box
e [5ae] | & block
- Change Password
- Logout grantee from
Links *Grantee Name: Status: Remove Grantee: Block Drawdown: maklng
~BOF Viewer Fulaski County/Callege Station, AR Active % [ Remave [ Blocked drawdowns
- Support
- CPD Home Email: *DRGR Grantee ID:
- HUD Home [rquillin@aristate net 00000054119

Address 1: DUNS #:

201 5. Broadway, Suite 440

TIN #: 2
8. Click Save.
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The View Grantee page is displayed.
9. Click Close.
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