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Chapter 28: Financial - HUD Voucher Approval

This Chapter provides guidance for HUD Users on the voucher functions in the Manage My Financials
module.

HUD Users

Location Subsection Action

® Search/Maintain Vouchers B1 Search for a Voucher Line Item

@ Search/Maintain Vouchers B2 Approve/Reject a Voucher Line Item

A. Manage My Financials Module Access

The Manage My Financials module contains the main functions to search for and take actions on vouchers.

Al1l.HUD | User Access

User Role: HUD User Menu Option: Manage My Financials

Purpose: Allow HUD Users to access the Manage My Financials module.

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

In the DRGR System, select the Manage My Financials module, or kd icon, located in the navigation
menu.

Disaster Recovery Grant Reporting System A M- $- k- @G- Wi~ - ghayohe

2 This opens the menu items for the Manage My Financials module. The System displays the menu
items based on the user’s type and roles. Below is the Manage My Financials menu for a HUD User.

Manage My Financials

DRAWDOWN PROGRAM INCOME
@, Search/Maintain Vouchers @, Search/View Pl Accounts
Q Search Document Review @ Search/View Receipts
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B. HUD Voucher Review

B1. HUD | Search for a Voucher

User Role: HUD User Menu [tem: & Search/Maintain Vouchers

Purpose: Allow HUD users to search for a voucher line item and the associated voucher

o Complete the following steps to search for a voucher line item

1 Navigate to the Manage My Financials module. See Sections Al above. Locate the Drawdown menu
and select the <Search/Maintain Vouchers> link. The “Drawdown — Search for Voucher” page will
load.

2 On the “Drawdown - Search for Vouchers” page, Grantee and HUD
users can search for voucher line items. Note, each result is an
individual voucher line item associated with a specific activity and locked by the Grant selected
fund type. Most vouchers contain more than one-line item, so the |EERNER top navigation bar. Be
voucher numbers in the results may repeat as different voucher line | Rt vl i Rl g ey
items from the same voucher are displayed. Grant. (See (b) below.)

TIP! This search is NOT

Users may enter search criteria to refine a search or perform a blank
search by entering no criteria and selecting <Search>. (See (a) below.)

DRAWDOWN

Search for Vouchers
Search Criteria
Voucher #: Grant # : Line Item Status: Supporting Document Status:

Earliest Creation Date: Grantee Activity #: Fund Type: q d

il Select Date Select A4

F on Type:

=

On the “Drawdown-Search for Vouchers” page, a particularly useful
search constraint is to search by “Line Iltem Status” (See (c) above.)
One easy way to find vouchers ready for HUD approval is to search
vouchers with an ‘Approved Pending HQ' Line Item Status.

BiDisplay Supporting Document Details

TIP! For better search results
use the <Reset> link

between searches.

Another common constraint is the “Fund Type” (PF/PI) (See (d) below.)

To maintain or view an individual voucher, select <Maintain> on the right-hand side. The “Maintain
Voucher” page will load.
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DRAWDOWN
Search for Vouchers

Search Criteria

Voucher #: Grant # : Line Item Status: Supporting Document Status:
X-20-MJ-20-01 ~ Select A4 Select v
Earliest Creation Date: Grantee Activity #: Fund Type:
i Select Date Select v

Display Supporting Document Details
Transaction Type:

Select hd

:Search i | | Reset |

Results Page 10f 1 (5 voucher line items found)

Line Creation Grantee Activity Responsible

Vonchasdl Cantd Transaction Drawdown Supporting Documents

Ttem # Date # Organization PundiType Type Amount S8 Tha SOE 16 Status Acdan
X-20-MJ-20- PROGRAM -
470914 1 05/15/2020 0001 001 1026 Constance, LLC INCOME Payment $1.00 Open NA Maintain
X-20-M3-20- PROGRAM e
470915 1 os/1s2020 0% 001 1026 Constance, LLC eonE Payment $101.00 Approved NA Maintain
470935 1 05/18/2020 D):)—;f—m—zn— 001 1026 Constance, LLC PROGRAM FUND ~ Payment $101.00 Appm":z Pending NA Maintain
B . x-20-M1-20-

3 On the “Maintain Voucher” page, the entire voucher is displayed, not just the chosen voucher line
item.

From this page the user can select a number of actions, designated by active links in the “Action”
column. These links are dependent upon the status of the Voucher Line Item, and the user’s
drawdown rights. HUD users can:

(a) approve, reject and view individual voucher line items;
(b) download vouchers;

(c) download supporting documents; and

(d) edit a review checklist, for certain Grants.

HUD Users can also approve/reject and revoke one or more selected vouchers in certain situations
(covered in this Chapter). Further, HUD Users can also select the <Return to Search Voucher> link
to go back to the search they just ran.

Voucher Item

DRAWDOWN
Maintain Voucher

Return to Search Voucher ‘ | ‘ Download PDF ‘ |<# b

Voucher #: Created By:
494282 864390 - Lael Holton
Voucher Created for: Creation Date: d
AECOM Technical Services, Inc. 10/19/2020 1;
Setect| Line Ttem Dravdoun Revised From Line M
o Grant# Grantee Activity # Responsible Organization Activity Type Activity Title Fund Type ravdow Line Item Status Submission Date Action
0| 1 leremaiaonms | ATSO-6-0002 | AECOM TECHNICAL SERVICES, o Coondinati ATS-0-16-0002 | PROGRAM c.54 | APProved Pending 11/05/2020  _|agprove | Rejact
- (Coord) INC. oordination (Coord) FUND s HQ » View
(men/delyyyy)

HUD Approver Comments:

\ Approve Selected \ \ Reject Selected \ | \ Submission Date \
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SiLine Item View

This <View> link opens the “View Voucher Line Item” page. 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. Additional information regarding the “View Voucher Line Item” page
is provided in Appendix 1.
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B2. HUD | Approve/Reject or Revoke a Voucher Line Item

User Role: HUD Draw Approver Menu ltem: @ Search/Maintain Vouchers

Purpose: Allow HUD Drawdown Approver User to approve/reject a voucher line items as appropriate.
Voucher line item revocations will also be covered.

o Complete the following steps to approve/reject a voucher line item

1 Navigate to the Manage My Financials module. See Sections Al above. Locate the Drawdown menu
and select the <Search/Maintain Vouchers> link. The “Drawdown — Search for Voucher” page will
load. Search for the voucher that needs to be approved as described in Section B1 above. Select
<Maintain>.

2 The “Maintain Voucher” page will load. The entire voucher is
displayed on this page, not just the chosen voucher line item.
HUD Users take the following steps to approve or reject a
Grantee voucher.

TIP! HUD Users approving TA
Provider vouchers are able to

link to the activity/work plan
details.

a) Download and review the supporting documents attached to the voucher and review the
comments from the Grantee Draw Approver.

b) If available, select and complete the Review Checklist, using the <Edit> link. This opens a
separate window. After <Save> button is selected on checklist, users should wait until the
DRGR System confirms that the data saved successfully before closing the checklist window
to return to “Maintain Voucher” page.

c¢) Enteracommentinthe “HUD Approver Comments” field.

d) Change the submission date for the voucher line item, if necessary. The submission date
specifies when the voucher will be submitted to LOCCS. The date can be entered manually
in a MM/DD/YYYY format or selected using the pop-up calendar. The date cannot be after
the activity block drawdown date, if applicable, see Chapter 14 regarding activity blocks.

e) Select the checkbox next to the line item(s) to be approved or rejected and select <Approve
Selected> or the <Reject Selected> button.

Note that from this page, the HUD User can request supporting documents using the Supporting
Documents tab at the top of the page. See Chapter 29 — Voucher Supporting Documents for more
information. HUD Users can also access the Review Checklist from this page.
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Voucher Item

DRAWDOWN
Maintain Voucher

joucher | | | Download PDF

Created By:
T024GR - Dana Henry.

Creation Date:
06/09/2020

Actiity Type Acivity Tite FundType | Drawdown Amount t

2 B0s0q HMLS - Unity Canal 3222 Canal Apartments LLC

HMLS - Unity Canal PROGRAM FUND | $69,990.00 | Approved

3 BosX c 065 - YWCA of Nev ins jobs | YWCA of New Orleans (EPRO) | PROGRAM FUND. $10.00 | Approved Pending HQ 1
Voucher Approved ;| $70,000.00
LS PROGRAM FUND | $70,000.00 Revised 06/09/2020 | View
Voucher Revised Total: _$70,000.00

Review Checklist

Instruction: Select 'Edit’ or “View' to view voucher checklist b
A 31 Section One [l Edit

Display Supporting Documents by

SiLine Item View

$Documents View

Download All Supporting Documents ‘
Grantee Requester Comment: a

This action refreshes the “Maintain Voucher” page with a message confirming the approval or
rejection appears at the top of the page (see (d) below).

Maintain Voucher

I » Voucher line item(s) approved successfully. Voucher approved total: $15I},IJ[ID.[]I}.I < d

Retum to Search Voucher | | [ Download PDF |

The status of the line items is updated as appropriate. The line items appear in the group of line
items with the same status. The submission date and any comments are now read-only.
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Retan 10 Seerch Voucher

Voucher Created for:

State of Vegrea

Statusis
updated

Group

subtotals are

updated James City adulsisvration c

ounty 05~
1A
" "ok County | O g $3.070.00 | §50.00  Open | 10/23/2008
2144
Voucher Open Total: $250.00
JAMES
OUNTY | James City COUNTY PROGRAM. . _ | [

restry s

2 ¢ ae A Py AGmarestr glon AL AS 0450 250 .0 Vi 10/23/2008
LAt patt o ok B A g g F s o8 S B PIGIL p SP I 5 102 8 808 B 23201 30 T 1 1 22 SIS U0 s FUOTU 7 08 2 18 0 1 o B0 o B P 3 b 8 1wl W s 5 A P PO

3 From the “Maintain Voucher” page HUD Drawdown Approvers can also revoke approvals on
voucher line items. If a voucher line item was approved in error, the HUD Draw Approver can revoke
the approval if the line item has not yet been submitted to LOCCS. Only line items with a line item
status of ‘Approved by HQ' can have their approval revoked. After approval is revoked, the line
item returns to a status of Approved Pending HQ. After approval is revoked, the line item returns
to the previous status of Open.

Only the HUD Draw Approver who originally approved a voucher can revoke its approval. The links
shown in the “Action” column will only display the <Revoke> link if the user has Draw Approver
rights and approved the line item.

Select the <Revoke> link in the “Action” column next to the line item for which you want to revoke
approval.
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Drawdown

Maintain Youcher

| Retumto Search Voucher |

Voucher #: Created By:
100198 DGRAHAM
Voucher Created for: Creation Date:
State of Virgmia 10/23/2008

Grantee

Select Le Grant Responsible

(Ally [t:rn # Acl:.-ltv Qrganization Activity Type Title Type  Amount
JAMES JAMES
8-05- CITY ciTY

0 1 DJ- COUNTY | James City Rehabilitation/reconstruction COUNTY | PROGRAM $895.00

- §1- | 05-DRP- County. of residential structures  05-DRP-| FUND ’
0001 04: 04:

#1494 #1494

Voucher Approved by HQ Total:
JAMES JAMES
B-0S- CITY ciTY

D}- | COUNTY | James City COUNTY | PROGRAM
3 S1- | 0S-DRP- County. Administration 05-DRP- | FUND $704.50
0001 04 04:
#21A #21A
B-05- YORK YORK
D)- 05-DRP- Rehabilitation/reconstruction 05-DRP- PROGRAM

4 5o gr |YokCounty o residential structures | 07: | Funp |t>r070-00
0001 #144 #144

Voucher Open Total:
JAMES JAMES
B-05- CITY cITyY

Activity Fund  Available Drawdown

Action

VL L afd st s SO 2 o 3 NI LS L 2EARV b f 31 108 Jo 2 014300 ] 3 g8 0 3100 [t T LPPNATT Y AP IO YN 18 o 0 183 s B 2 IV [ 2801 f 2 s 218 0 sntssp f 22 g1 b 10 P arp g g o800 S

This action refreshes the “Maintain Voucher” page, with a message confirming the revocation at
the top of the page (see (a) below). 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.

The remainder of this page is intentionally left blank.
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| Drawdown
! Maintain Voucher
<'1| a
Voucher #: Created By:
100158 OGRamaN Z
- - Statusis
Voucher Created for: Creation Date:
State of vegesa 10722008 updated
Une Crartee Line
Graet Reszorsibin Acthity Fund  Avoloble Drawdows
Item Activit: Activity Ty Item Action
) "™ e MY organization ¥ Type Te Type Amowmt Amowt i
JAvES JAVES
805~ CIny cny
o O COUNTY Jomes Oty Pehabiitaton/reconstructon COUNTY PROGRAM - 7 P
Si 050~ Courty of resdetid stnchaes 0509 FAD | 00 100 o
0001 0+ -
a4 L
Voucher Approved Pending HQ Total:  $100.00
JVES LS
808~ vy cny
0 COUNTY James Oty - COUNTY PROGRAN .. " A 1P
3 | g losoR-| Cowy Admestranon 0609 Fap | STO4S0 | $20000 | Cpen | 10202008
0001 0+ 04 Group
7 7
205 | YoRK = subtotals are
D) 05-08P- Pehabtation/reconstructon 05-08P- PROGRAN : - <
$ s | o |YOROMMY | st stnchues | 07 | Rap |FMOO00|  $5000 Open | 10202000 updated
0001 #lda na
Voucher Open Total:  $250.00
JAVES JavES

000 88 118 1 BB 51 1IN 100 s 1010008 i it 0. s TS 1 i 88 1 480 3P $4D 1 5 11 11 455 5808 b 0 P PP b 5

The remainder of this page intentionally left blank.
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Appendix 1: View Voucher Line Item — Description of Information

An example of a “View Voucher Line Iltem” page and a table with descriptions of the “View Voucher Line
Item” page fields is included in this Appendix.

Screenshot: “View Voucher Line Item” page

DRAWDOWN
View Voucher Line Tterm

Rostuim b0 Search Woucher Retern 10 Hainbnis houcher

Vouchar Created Far; Wouchar & ' Lins Ttes #; Grgnd & § Transactian Typs:
Limsteang AT S - 3-M- 20001 Paymant

Craated By
TORAGE, - Dl HoSry

Croation Date:

ORI5S00

Granies Regeesler Comments:

Vouchar Lewal Supperting Dotuments
| e

ELOCCS Confirmation

DEGE Siatus [y
Batih 8
Batch Dabe:

Date Lipdabed: F020-05-15 11:00:15.0

Line Ieem

Ermet & Ceaslen difiudy & B lle Gy ewtmn Aty Trpm s By Tl Fnd Typs [ T S ————

K 2000200001 (=1} 1034 Conatancs, LLC Setquiiitson « geEneral At 001 PROGEAM [RCOHE $100 Opents HI-05:1%

= Bupparting Coruments
i R

ST PR ST N

Revision Reasan History:
Rewision Commant Mistary:
Granbes Appraver Commests:
{Peseat)

Hi} Approver Commanta:
[Pirap

ESupporting Dooumentation Histary
[ s Hunlita stims Tups Mt mmm Mttt

AL | Docurnt Added | L retad guery.ixt | TOT4GR Hemry Dans

Rovturn to Search Woucher | | Betwrn o Maintain Voucher
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Field Descriptions for “View Voucher Line Item” Page

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 zeroes, 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 confirmation file currently processing
(Open)

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

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

Confirmation Code | The LOCCS confirmation code for this batch:

POO Processed

RO1 Rejected, bad batch header

R0O2 Rejected, batch count off

R0O3 Rejected, batch total off

R0O3 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 issued.

Schedule # Number used to identify payment.

Reschedule Identifies whether the payment was rescheduled.
Effective Date Identifies reschedule date.
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	Appendix 1: View Voucher Line Item – Description of Information

	Action
	Subsection
	Location
	Search for a Voucher Line Item
	B2

	B1
	Approve/Reject a Voucher Line Item
	User Role: HUD User
	 Menu Option:  / Manage My Financials
	Purpose:  Allow HUD Users to access the Manage My Financials module.
	Complete the following steps to access the Manage My Financials module:
	1
	In the DRGR System, select the Manage My Financials module, or / icon, located in the navigation menu.
	 /
	This opens the menu items for the Manage My Financials module. The System displays the menu items based on the user’s type and roles. Below is the Manage My Financials menu for a HUD User.
	2
	User Role: HUD User
	Menu Item: /
	Purpose:  Allow HUD users to search for a voucher line item and the associated voucher
	Complete the following steps to search for a voucher line item
	Navigate to the Manage My Financials module.  See Sections A1 above.  Locate the Drawdown menu and select the <Search/Maintain Vouchers> link.  The “Drawdown – Search for Voucher” page will load.
	1
	On the “Drawdown - Search for Vouchers” page, Grantee and HUD users can search for voucher line items. Note, each result is an individual voucher line item associated with a specific activity and fund type. Most vouchers contain more than one-line item, so the voucher numbers in the results may repeat as different voucher line items from the same voucher are displayed.
	2
	TIP! This search is NOT locked by the Grant selected in the top navigation bar. Be sure to search in the correct Grant. (See (b) below.)
	Users may enter search criteria to refine a search or perform a blank search by entering no criteria and selecting <Search>. (See (a) below.)  
	TIP! For better search results use the <Reset> link between searches.
	Another common constraint is the “Fund Type” (PF/PI) (See (d) below.)
	On the “Maintain Voucher” page, the entire voucher is displayed, not just the chosen voucher line item. 
	3
	User Role: HUD Draw Approver 
	Menu Item: /
	Purpose:  Allow HUD Drawdown Approver User to approve/reject a voucher line items as appropriate. Voucher line item revocations will also be covered.
	Complete the following steps to approve/reject a voucher line item
	1
	The “Maintain Voucher” page will load. The entire voucher is displayed on this page, not just the chosen voucher line item.  HUD Users take the following steps to approve or reject a Grantee voucher.
	2
	3



