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Chapter 15: Action Plan Review Tools

This Chapter provides guidance for accessing and using the Action Plan “Review Tools” page under the
Manage My Grants module. The Action Plan “Review Tools” page helps Grantees and HUD Users to conduct
Quality Assurance/Quality Control on Action Plans, particularly prior to Action Plan submission. Review
Tools are accessible to all Grantee users.

Ideally Grantees will follow a workflow similar to the one below when submitting an Action Plan. This
workflow makes active use of the “Review Tools” page to help improve Action Plan submission quality and
clarity. Grantees will be using the “Review Tools” page to:

e  Review summary of Grantee and HUD comments and HUD Supporting

TIP! Remember that the Documents

CLENCEEETERUUER o Display and review changes being submitted since the previously
approved Action Plan

e Access and complete the Action Plan Checklist

e  Review summary of Active Flags and helpful flag information

“Review Tools” page is
for the locked Grant.

Grantee Action Plan Submission and HUD Review Workflow

GRANTEE HUD
REVIEW ACTIVE FLAGS REVIEW ACTIVE FLAGS
Resolve flags or enter remediation comments. Review active flags and remediation comments

provided by grantee.

USE THE DISPLAY CHANGES FEATURE [

Review the changes for accuracy and
completeness,

REVIEW THE DISPLAY CHANGES FEATURE

Review the changes since the grantee’s last
submission.

REVIEW THE CHECKLIST COMPLETE THE CHECKLIST
Preview HUD's Review Checklist to identify

iccues that need to be addressed. Use the checklist to complete a thorough

review.

TARGETED REVIEW

Perform a review, as usual. Target new
activities, activities with known issues, and
activities not otherwise identified by the new
review tools.

ENTER SUBMISSION COMMENTS

Enter submission comments to provide a
summary of changes made and to share

important information to assist with review.
A

r -|

APPROVE OR REJECT

SUBMIT YOUR ACTION PLAN! Based on your review, enter Review Comments
and approve or reject the submission.

After the Action Plan’s submission, HUD Reviewers review and either approve or reject the submitted
Action Plan. HUD's review will be specific to the Grant appropriation and will focus on the compliance of
the Action Plan with Grant requirements and check for accuracy of information. This review will also be a
means for the HUD Reviewer to understand how the Grant program is structured.
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As part of this review, HUD Reviewers may use both the “Review Tools” page and, for some features, the

main “Review Action Plan” page to access “Review Tools” features.

HUD users will see the same

functionality on their “Review Tools” page as Grantees see on their “Review Tools” page.

HUD Reviewers may utilize the following “Review Tools” features:

e Review summary of Grantee and HUD comments and HUD Supporting Documents

e Display and review changes being submitted since the previously approved Action Plan
e Access and complete the Action Plan Checklist

e Review summary of “Active Flags” and helpful flag information

Grantee and HUD users do not need Action Plan specific roles to access the Action Plan “Review Tools”
page. The Action Plan Review Tools functions are summarized below:

Grantee Users

Feature Subsection Location

Review Tool .

% Review Tools Summary of Grantee Submission Comments and
B1 g .
HUD Review Comments/Supporting Documents

Review Tool .
3 Review Tools B2 Display Changes

Review Tool . .
R Review Tools B3 Review Checklist

Review Tool . .
R Review Tools B4 Review Active Flags

HUD Users
Feature Subsection Location

Reaview T | [P
3 Review Tools Summary of Grantee Submission Comments and
@ Raview Action Plan C1 HUD Review Comments/Supporting Documents

Review Tool .
% Review Tools Display Changes
@ Review Action Plan B2/C1

Review T | . .
3 Review Tools Review Checklist
@ Review Action Plan B3/C1

Review Tool . .
% Review Tools Review Active Flags
& Review Action Plan B4/C1

DRGR User Manual Version 3.0 - November 2020
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A. Manage My Grants Module Access

The Manage My Grants module contains all Action Plan Review Tools actions.

Al.Grantee | User Access

User Role: Grantee User Menu Option: @ Manage My Grants Module

Purpose: Allow Grantee Users to access Action Plan Review Tools.

o Complete the following steps to access the Manage My Grants module:

1 In the DRGR System, select the Manage My Grants module, or @ icon, located in the
navigation menu.

B-11-DN-13-0001 PRl A - $- do- G- W & MoperGlen

2 This opens the dropdown menu items for the Manage My Grants module. The System displays the
relevant menu items based on user type and user roles.

Manage My Grants

ACTION PLANS PROJECTS ACTIVITIES GRANTEE PROGRAMS

[ Manage Action Plan @ Add Project © Add Activity @ Add Grantee Program

@ View Action Plan Q Search Projects & Q, Search Activities & Q, Search Grantee Programs &
& Download Action Plan T Restore Activities L]

Q, Search Action Plans

I X Review Tools l

Q. Lookup Consolidated Plans

A2.HUD | User Access

User Role: HUD User Menu Option: @ Manage My Grants Module

Purpose: Allow HUD Users to access Action Plan Review and Review Tools.

o Complete the following steps to access the Manage My Grants module:

1 Inthe DRGR System, select the Manage My Grants module, or @ icon, located in the navigation
menu.

CEIETR # o 5 G- € - -
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2 This opens the dropdown menu items for the Manage My Grants module. The System displays the
relevant menu items based on user type and user roles.

Manage My Grants

ACTION PLANS PROJECTS
[# Manage Action Plan Q Search Projects
@ View Action Plan
Download Action Plan
| @ Review Action Plan |
Q_Search Action Plans @

I & Review Tools |

Q, Lockup Consolidated Plans

B. Grantee and HUD Action Plan Review Tools

Below is a summary of the various features of the Action Plan “Review Tools” page and how to access them.
As noted previously, Grantee and HUD users have access to the same Review Tools. Grantees will use them
prior to an Action Plan submission to ensure quality, and HUD CPD Representatives will use them to review
the Grantee’s Action Plan to facilitate their review and ensure compliance.

B1. Grantee and HUD | Summary of Action Plan Submission Comments / Review Comments

User Role: Grantee and HUD User % Review Tools

Menu ltem:

Purpose: Allow Users to review previously entered and saved Grantee Action Plan submission comments,
HUD Review Comments, and HUD Supporting Documents.

o Complete the following steps to view the submission comments, review comments, and supporting

documents:

1 Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections Al and
A2 above. Select the <Review Tools> link. The “Review Tools” page will load.

The remainder of this page intentionally left blank.
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Action Plans
Review Tools

Grant Number:

B-18-DP-13-0001

Grantee Name:

Georgia

Grantee Submission Comments:

Mone

HUD Review Comments:

Mane

HUD R

pporting D: ts:

None

Display Changes

Display changes from prior approved review

Performance Benchmarks

None

Review Checklist

Feview Checklist

Flags
Active Action Plan Flags:

[[Flag Subcategory [Flag Level [[Flag Type [[Flag criteria [[Flag status [Flagged since |
[ar sTRUCTURE |lzranT [l Raskc |loveraLL BenerTT 75 PCT | [los/0z/2020 |

2 Asdescribed in Chapter 16 — Action Plan Submission and Approval, Grantees may submit comments
to HUD along with their submission of the Action Plan. Any saved Grantee Action Plan submission
comments will be displayed on the “Review Tools” page. HUD recommends including submission
comments with each Action Plan submission, particularly in coordination with a review using the
Display Changes feature described below. If the Submission Comments section displays “none,” then
no Action Plan Submission Comments have been entered and saved since the previous Action Plan
submission.

Grantee Submission Comments:

None

HUD Review Comments:

Nons

HUD Review Supporting Documents:

None

Similarly, HUD reviewers may provide comments and supporting documents in response to their
review and approval or rejection of a Grantee’s submitted Action Plan. A summary of HUD's
comments and the supporting documents can be accessed from the <Review Tools> page.
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Grantee Submission Comments:

None

HUD Review Comments:

None

HUD Review Supporting Documents:

None

B2. Grantee and HUD | Display Changes from Prior Approved Action Plan

Grantees are encouraged to use the Display Changes feature to review changes made since the previously
approved Action Plan. This includes changes to text, performance measure projections, and budgets within
the Action Plan’s project and activity edit screens. The information can be very useful in helping Grantees
summarize the changes made in their Action Plan submission comments, particularly for larger Grantees
where more than one person is making changes. Providing accurate and comprehensive Action Plan
submission comments generally helps HUD CPD Representatives review Action Plan submissions more
quickly. HUD Users will also use the Display Changes feature in their review of the submitted Action Plan.

User Role: Grantee and HUD User % Review Tools

Menu ltem:

Purpose: Display a record of changes made to the Action Plan through edits since the previous Action Plan
approval.

o Complete the following steps to view the Display Changes from Prior Approved Review page:

1 Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections Al and A2
above. Select the <Review Tools> link. The “Review Tools” page will load.

The remainder of this page intentionally left blank.
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Action Plans
Review Tools

Grant Number:

B-18-DP-13-0001

Grantee Name:

Georgia

Grantee Submission Comments:
None

HUD Review Comments:

MNone

HUD Review Supporting Documents:

MNone

Display Changes

Display changes from prior approved review

Performance Benchmarks

MNone

Review Checklist

Review Checkdist

Flags

Active Action Plan Flags:

Flag Subcategory Flag Level Flag Type Flag Criteria Flag Status Flagged Since
AP STRUCTURE GRANT AT RISK OWERALL BENEFIT 75 PCT 08/02/2020

2 Select the <Display changes from prior approved review> link on the Action Plan “Review Tools” page.
The “Display Changes” will load.

Display Changes

Display changes from prior approved review

Performance Benchmarks

None

3 The “Display Changes” page provides a side-by-side comparison of the current Action Plan to the
previously approved Action Plan. Lines that contain changes are highlighted for easy identification.
The top of the page also displays how many differences there are between the two versions and across
how many lines.
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Number of differences: £0 differences from 25 lines.
Cumrent Prior
- 1 |Aztion Flan 1 |hetion Flan
2
3 rantee: New Jersey 3 | Grantes: Hew Jersey
4 4
5 |Grant: B-03-DE-34-0001 5 |Erant: E-0E-DN-34-0001
£ | Grant Award Emount: 51,470,€20.00 € | Brant Award hmount: 51,470,€2(
7 | LOCCE Grant Amount: 51,470,6€20.00 7 |LOCCS Grant Amount: 51,470,620
- & |Estimated FI: 1.24@,'?'?9.93 4 |Estimated PFI: 1,2?"-‘9.93
- % | Total Budget: 52,712,25%.53 % |Total Budget: 52,712,285.%3
10 10

B3. Grantee and HUD | Action Plan Review Checklist

The Action Plan checklist allows Grantees and HUD to review Action Plans using a semi-automated checklist.
The Action Plan Review checklist includes a series of questions, some of which will have System-calculated
answers. This allows Grantees to identify some issues with the Action Plan submissions that would be
highlighted by the HUD CPD Representative in its review. By using the checklist prior to submission, the
Grantee is able to address concerns before they arise in HUD’s review.

User Role: Grantee and HUD User ¥% Review Tools

Menu ltem:

Purpose: Allow Grantee and HUD User access to the Action Plan Checklist.

o Complete the following steps to view the “Review Checklist” page:

1 Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections Al and A2
above. Select the <Review Tools> link. The “Review Tools” page will load.

The remainder of this page intentionally left blank.
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Action Plans

Review Tools

Grant Number:

B-18-DP-132-0001

Grantee Name:

Georgia

Grantee Submission Comments:
None

HUD Review Comments:

Mone

HUD Review Supporting Documents:

Mone

Display Changes

Display changes from prior approved review

Performance Benchmarks

Mone

Review Checklist

Bevisw Checlklist

Flags

Active Action Plan Flags:

Flag Subcategory Flag Level Flag Type Flag Criteria Flag Status Flagged Since
AP STRUCTURE GRANT AT RISK OWERALL BENEFIT 73 PCT 08/02/2020

2 Select the <Review Checklist> link on the Action Plan “Review Tools” page. The “Review Checklist”
page loads.

Review Checklist

Review Checklist l
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Review Checklist

2 The “Review Checklist” page is customized to each appropriation. Many questions will have “Yes” or
“No” responses while some request figures. Other questions provide an opportunity for comment.
The “Review Checklist” legend shows icons that help to describe each type of question on the
checklist. The chart below describes each icon in the legend.

Grant Number: B-08-MN-27-0001 LEGEND:

—OK

Status

Section: Areas of Greatest Need

A — Warning

B — Pre-calculated

£ — Manual Input

& — View Supporting Data
sk — Mandatory

Sequence  Question/Answer and User Choices

1 Does the ission identify a nei or nei as being areas of greatest
need with an individual or average combined index score for the grantees identified target

o geography that is not less than the lesser of 17 or the 20th percentile most needy score in an
il o}

] Yes
m} No

O Verification on Page

Comments:

Section: Distribution annd Use of Funds

1 Does the submission contain a narrative describing how the distribution and uses of the

i ! _ _ »
arantees NSP3 funds will meet the reauirements of Section 2301(c)(2) of HERA. that funds
Review Checklist Legend Icons
ICON DESCRIPTION
B —OK The “OK” icon indicates that a question has been satisfied and no further

action is needed.

‘1 - '|‘|'|.|'a oh T g

The “Warning” icon indicates that action is needed to ensure compliance.
Questions that are mandatory and do not have a response will be displayed
with a warning icon.

B — Pre-calculated

The “Pre-calculated” icon indicates questions that are auto computed by the
DRGR System. If a response to a checklist question is auto computed, then
the DRGR System displays a non-editable answer. Although auto computed
responses may not be edited, the user can add comments.

f®m  _— Manual Input

The “Manual Input” icon indicates questions that are not auto computed
and need to be completed manually.
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The “View Supporting Data” icon indicates questions that have been
configured to display the supporting data associated with the question’s auto
computed responses. On selection of this icon, the System will open a new

& — View Supporting Data

window to display the supporting data.

The “Mandatory Questions” icon indicates questions that must be answered

# — Mandatory -
before submission.

B4. Grantee and HUD | Review Active Flags

User Role: Grantee and HUD User Menu ltem: #% Review Tools

Purpose: Allow Grantee and HUD Users to review summaries of Active Flags.

o Complete the following steps to view the Active Action Plan Flags:

1 Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2
above. Select the <Review Tools> link. The “Review Tools” page will load.

Action Plans

Review Tools

Grant Number:

B-18-DP-13-0001

Grantee Name:

Georgia

Grantee Submission Comments:
None

HUD Review Comments:

Mone

HUD Review Supporting Documents:

Mone

Display Changes

Display changes from prior approved review

Performance Benchmarks

Mone

Review Checklist

Review Checldist

Flags

Active Action Plan Flags:

Flag Subcategory Flag Level Flag Type Flag Criteria Flag Status Flagged Since
AP STRUCTURE GRANT AT RISK OWVERALL BENEFIT 75 PCT 08/02/2020
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2 The “Review Tools” page provides a summary of all “Active Action Plan Flags” and “Active Project and
Activity Flags.” Summary/view only information is provided for each active flag. Detailed steps related
to Grantees resolving and remediating of active flags and HUD’s comments on active flags are
described in Chapter 32 — Compliance: Flags. Grantees should resolve or remediate flags prior to
submitting the Action Plan.

Flags

Active Action Plan Flags:

Flag Subcategory |[Flag Level ||Flag Type Flag Criteria Flag Status ||Flagged Since
AP STRUCTURE GRANT COMPLIANCE |[PLANNING CAP EXCEEDED DR 08/04/2019

Active Project and Activity Flags:

Mone

C. HUD Alternate Access to Review Tools

As described above, both Grantees and HUD CPD Representatives use the Review Tools features to assist
in their role. Grantees use the tools to ensure a quality and compliant submission. HUD CPD
Representatives use the tools to facilitate their review and ensure compliance. In addition to accessing the
Review Tools features from the “Review Tools” page as described in Section B above, HUD CPD
Representatives can access the Display Changes feature from the “Action Plan Review” page that loads
after selecting the <Review Action Plan> link.

Note the difference between HUD's use of the “Action Plan Review” page and the “Review Tools” page.

e The Review Screen is the page that loads after selecting the <Review Action Plan> link. On the
“Action Plan Review” page HUD Users approve or reject the Action Plan and enter review
comments.

e In contrast, the “Review Tools” page provides a summary of all Grantee and HUD user review
actions.

C1. HUD | Access to Review Tools from the Review Action Plan Page

User Role: HUD User @ [sview Action Plan
Menu ltem:

Purpose: Allow HUD Users to access Review Tools from the “Review Action Plan” page.

o Complete the following steps to access Review Tools from the “Review Action Plan” page:

1 Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections Al and
A2 above. Select the <Review Tools> link. The “Review Action Plan” page will load.
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2 The process for entering review comments and changing the status of the Action Plan are discussed
in detail in Chapter 16 — Action Plan Submission and Approval. In addition to these functions, the
“Review Action Plan” page includes direct access to certain Review Tools.

On the “Review Action Plan” page, the HUD CPD Representative will find:

(a) adirect link to Display Changes;

Grant Number: Grantae Name:

EB-DE-DN-22-0001 Louisiana

LOCCS Authorized Amount: Grant Award Amount:
£34,183,934.00 $34,183,994.00

Estimated PI/RL Funds: Total Budget:
£1,492,496,02 $35,675,430.00

Status:

Submitted - Await for Review

Save Review | | | Cancel Review Action Plan

Changes from Prior Review

pisolay changas from prior approved review

SUBMISSIONS COMMENTS

Action Plan Submission Comments
Hone

Action Plan Review Comments

(b) the ability to search for active flags to provide comments; and

FLAGS
Search Activities For Adding Comments

Flagged Activities: OR Project Number: Grantee Activity Number: Review Comments:

Select v Select v

Flag SubCategory: Flag Criteria: Flag Level: Flag Type:

Select v Select v Select v Select v

Search Activity ‘ | | Display All Flagged Items

5 Record(s) Displaying 1 through 5

Selact Project# Activity# Flag SubCategory Flag Level Flag Type Flag Criteria Flag Since  Comments Review Comments Last Updated

O 301 1 Capital City South RD-20 (NSRP) DRAWDOWN  ACTIVITY AT RISK ACTIVITY EXPENDITURES 09/26/2017N N 06/07/2020
O 301 2 Kentwood RD-21{NSrD) DRAWDOWN ACTIVITY AT RISK ACTIVITY EXPENDITURES 09/26/2017 N N 06/07/2020
O 301 2 Rays of Sonshine RD-07 (NSRD) DRAWDOWN  ACTIVITY AT RISK ACTIVITY EXPENDITURES 09/26/2017 N N 06/07/2020
O 301 4 Capital City South RD-20 (NSRD) DRAWDOWN ACTIVITY AT RISK ACTIVITY EXPENDITURES 09/26/2017 N N 06/07/2020
O 301 4 Kentwood RD-21 (NSRD) DRAWDOWN  ACTIVITY AT RISK ACTIVITY EXPENDITURES 09/26/2017 N N 06/07/2020

Edit Activity Comments
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(c) a summary of Checklist items to review with <Edit> links that direct the reviewer to the Checklist,

Review Checklist

B Areas of Greatest Need ||

B Distribution annd Use of Funds fJ  Edit
E3 Definitions and Descriptions fJ  Edit
E3 Housing Market Cenditions | Edit
EJ Information By Activity [ Edit
B3 Specific Activity Requirements [|j  Edit
EJ Low Income Targeting [  Edit
E3 Demclition or Conversion of Low- And Moderate-Income Units [ Edit
EJ Public Comment Pericd | Edit
EJ Website Publication [  Edit
[y sF4z4 | Edit
EJ Certifications |  Edit
1 B3 Certifications for Entitlement Communities and States |  Edit
1 B3 Certifications for Non-Entitlements Communities [  Edit
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	TIP! Remember that the data displayed on the “Review Tools” page is for the locked Grant.
	Location
	Subsection
	Feature
	Summary of Grantee Submission Comments and HUD Review Comments/Supporting Documents
	B2

	B1
	Display Changes
	B3

	Review Checklist
	B4

	Review Active Flags
	Feature
	Subsection
	Location
	C1
	B2/C1

	Display Changes
	B3/C1

	Review Checklist
	B4/C1

	Review Active Flags
	Menu Option:  Manage My Grants Module
	User Role: Grantee User
	Purpose:  Allow Grantee Users to access Action Plan Review Tools.
	Complete the following steps to access the Manage My Grants module:
	In the DRGR System, select the Manage My Grants module, or            icon, located in the navigation menu.  
	1
	/
	This opens the dropdown menu items for the Manage My Grants module. The System displays the relevant menu items based on user type and user roles. 
	2
	/
	Menu Option:  Manage My Grants Module
	User Role: HUD User
	Purpose:  Allow HUD Users to access Action Plan Review and Review Tools.
	Complete the following steps to access the Manage My Grants module:
	1
	In the DRGR System, select the Manage My Grants module, or            icon, located in the navigation menu.  
	/
	2
	User Role: Grantee and HUD User
	Menu Item: /
	Purpose:  Allow Users to review previously entered and saved Grantee Action Plan submission comments, HUD Review Comments, and HUD Supporting Documents.
	Complete the following steps to view the submission comments, review comments, and supporting documents:
	Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2 above.  Select the <Review Tools> link.  The “Review Tools” page will load.
	1
	As described in Chapter 16 – Action Plan Submission and Approval, Grantees may submit comments to HUD along with their submission of the Action Plan.  Any saved Grantee Action Plan submission comments will be displayed on the “Review Tools” page.  HUD recommends including submission comments with each Action Plan submission, particularly in coordination with a review using the Display Changes feature described below.  If the Submission Comments section displays “none,” then no Action Plan Submission Comments have been entered and saved since the previous Action Plan submission.  
	2
	3
	User Role: Grantee and HUD User
	Menu Item: /
	Purpose:  Display a record of changes made to the Action Plan through edits since the previous Action Plan approval. 
	Complete the following steps to view the Display Changes from Prior Approved Review page:
	Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2 above.  Select the <Review Tools> link.  The “Review Tools” page will load.
	1
	Select the <Display changes from prior approved review> link on the Action Plan “Review Tools” page.  The “Display Changes” will load.  
	2
	The “Display Changes” page provides a side-by-side comparison of the current Action Plan to the previously approved Action Plan.  Lines that contain changes are highlighted for easy identification. The top of the page also displays how many differences there are between the two versions and across how many lines. 
	3
	User Role: Grantee and HUD User
	Menu Item: /
	Purpose:  Allow Grantee and HUD User access to the Action Plan Checklist.
	Complete the following steps to view the “Review Checklist” page:
	Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2 above.  Select the <Review Tools> link.    The “Review Tools” page will load.
	1
	Select the <Review Checklist> link on the Action Plan “Review Tools” page. The “Review Checklist” page loads. 
	2
	2
	`/
	User Role: Grantee and HUD User
	Menu Item: /
	Purpose:  Allow Grantee and HUD Users to review summaries of Active Flags.
	Complete the following steps to view the Active Action Plan Flags:
	Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2 above.  Select the <Review Tools> link.  The “Review Tools” page will load.
	1
	The “Review Tools” page provides a summary of all “Active Action Plan Flags” and “Active Project and Activity Flags.” Summary/view only information is provided for each active flag. Detailed steps related to Grantees resolving and remediating of active flags and HUD’s comments on active flags are described in Chapter 32 – Compliance: Flags.  Grantees should resolve or remediate flags prior to submitting the Action Plan.
	2
	User Role: HUD User
	Menu Item: /
	Purpose: Allow HUD Users to access Review Tools from the “Review Action Plan” page. 
	Complete the following steps to access Review Tools from the “Review Action Plan” page:
	Navigate to the Manage My Grants module and locate the Action Plan menu. See Sections A1 and A2 above.  Select the <Review Tools> link.  The “Review Action Plan” page will load.
	1
	The process for entering review comments and changing the status of the Action Plan are discussed in detail in Chapter 16 – Action Plan Submission and Approval. In addition to these functions, the “Review Action Plan” page includes direct access to certain Review Tools. 
	2
	On the “Review Action Plan” page, the HUD CPD Representative will find: 
	(a) a direct link to Display Changes;
	the ability to search for active flags to provide comments; and 
	(c) a summary of Checklist items to review with <Edit> links that direct the reviewer to the Checklist, 



