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3. Admin Module

This section provides information on the purpose and function of the Admin Module. It explains how to
access the Admin Module, and the contents of the module. Specific procedures are outlined for the
Grantee Admin, Field Office, and Super User roles to carry out essential Grant and Grantee Admin
functions.

3.1 Purpose and Function of Admin Module

The Admin Module allows users to carry-out the following functions:
e Manage Users
o Assign Users to Grants
o Certify and Activate Users
o Add/Modify/Delete User Accounts
o Modify User Roles and Privileges
e Manage Subordinate Grantees
e Record Monitoring/Audit/TA Events
e Upload Data (see Section 9 of this User Manual)
e Manage TA Staff (TA Providers only)
e Upload Staff Data (TA Providers only -- see Section 9 of this User Manual)

3.2 Accessing the Admin Module

The Admin Module in DRGR must be accessed from a computer with an internet connection and web
browser.

1. In DRGR application, click <Admin> link in the main navigation bar or the left navigation box (Figure
3-1).

Figure 3-1: Admin link in Navigation Bar

U.S. DEPARTMENT OF H( ING AND URBAN DEVELOPMENT

Community Development Systems
Disaster Recovery Grant ReportingSystem (DRGR)

Login ID:TO07GA - =

R‘:J?e:Grantee Admin Admin Action’Plans

————— Welcome to the Help?
Disaster Recovery Grant Reporting System
DRGR News:

- DRGR News: DRGR Release 7.10 was successfully deployed on May 20, 2014. Highlights include a public portal for reports at

-0PR https:,n’_,r'drgr.hud.g ov,fpublif:,r‘ ; streamlined new user requesting process; the ability for DRGR. users to access Grantee?s

- Drawdown Consolidated Plans from within DRGR; the ability for users of several systems (DRGR, IDIS and HEROS at this time) to link to the

_Grants other system while logged into DRGR,; the ability for DRGR. users to subscribe to specific grantee reports; and additional upload

— — | functionalities have been developed. Fact sheets are in process and will be available soon at www.OneCPD.info/dragr

Utilities REMINDER: You might need to request the ability to submit the QPR. or Action Plan. If you do not see a "SUBMIT" button on the

- Print Page QPR and you are the one that submits the QPR, have your Grantee Administrator or HUD Rep forward the request to

- Profile DRGR_Help@hud.gov

- Subscriptions e e e

- Help PLEASE NOTE: DRGR. was built on the Interenet Explorer (IE) platform and works well with IE v7 and IE v8. For later releases of

- EAQ 1E, the user might need to select the Compatability link (looks like a torn piece of paper to the right of the URL box). DRGR is not

- Logout compatible with other browsers such as Firefox and Google Chrome.

- Reports S E s sE s s sss s EsssSsssssSsSs=sss====

Fact sheets for recent DRGR. releases can be found at https://www.hudexchange.info/drgr .
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2. This causes the ‘Admin’ module to be highlighted in the main navigation bar and changes the links in
the top left ‘Admin’ navigation box. As shown in Figure 3-2, the system displays the “Associate User
to Grants” screen to the grantee administrators while the system displays the “View All
Monitoring/Audit/TA Events” screen to all non-grantee admin users. From the “Associate User to
Grants” screen, grantee system administrators can select a grant that in turn allows them to assign
grantee DRGR users to work with that grant. All grantee users see links for adding
monitoring/audit/TA events, but HUD users do not have this link. All DRGR users are able to search
and view monitoring/audit/TA information. The “Staff” links are available to TA Providers with the
Staff Rate user role in DRGR.

Figure 3-2: DRGR User Navigation boxes

: HUD Users
Grantee Admin Users Other Grantee Users
Admin Admin )
- Associste User to Grants - Wiew Subordinate Grantees J"‘lm':l. s i
- Certify Grantee Users - Upload User Requests A E::::’ g:::: G.f:'l:u.;tratcra
- View Subordinate Grantees - Edit Ebr:nts-a _Conl::ct:
- Edit Subordinate Grantees - Upload User Requests

Monitoring/ Audit/TA

- Add Manitering/Audit/TA

- View All Menitoring/Audit/TA
- Search Monitoring/Audit/TA
- Search Event Topics

- Upload Batch Data
- Upload User Requests
- Reguest New User
- Manage Existing Users

- Request New User

- Manage Existing Users

Monitoring f Audit/TA

- View All Monitering/Audit TA

- Search Monitoring/Audit/TA

Monitoring/Audit/TA - Search Event Topics

- Add Monitoring/Audit/TA . .

- View All Monitoring/Audit/T A TA Providers with Staff Rate Role| staff
= - Review Staff Types

- Search Menitoring/Audit/ TA

- Search Event Topics

Staff
- Manage Staff Types
- Manage TA Staff

- Upload Staff Data

3.3 User Admin Functions

This section contains Admin Module procedures for HUD Field Office Managers, HUD CPD Representatives,
and Grantee Administrators. Some procedures are permitted to be carried out exclusively by HUD Field
Office Managers and CPD Representatives and are labeled ‘(FO).” Some procedures are permitted to be
carried out exclusively by Grantee Administrators and are labeled ‘(GA).” Those procedures shared by both
roles are labeled ‘(GA, FO).’
3.3.1 Edit Grantee Contact Admin (FO)
3.3.1.1 Procedure: Edit Grantee Contact
1. After logging in and accepting the ‘Disclaimer,’ click <Admin> in the navigation bar.

> This opens the “View All Monitoring/Audit/TA Events” screen.
2. Click <Edit Grantee Contact> link located in the left column ‘Admin’ navigation box.

> This opens the “Select a Grantee” (screen Figure 3-3).
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Admin

Select a Grantea

*= Grantee - Select -

Figure 3-3: Select a Grantee screen

Selecta-Granteefromithedrop-down+smenu-
then<lick-<Continue toMNext-Page=.1]

¥ This-requestopenstheq]
“Edit-Grantee{ontact”screen{Figure3-7).9

[ Continue to Nesxt Page

[ Cancel ]

The “Edit Grantee Contact” screen (Figure 3-4) enables the FO user to add a new, or edit an
existing, Grantee primary point of contact to the DRGR system. This contact is among those who
are emailed when a Certification or Decertification of a Grantee Administrator occurs. An email is

sent to the Grantee Contact with a copy (“CC”) to the CPD Rep and Grantee Managers.

Figure 3-4: Edit Grantee Contact screen

Accdrrin

Edit Grantee Contact

Primary Point of Contact

TFirst Mame:

TLast Mame:

Title:

*Email:z

Phone Number: Exit:

Faoc:

Address 1:

Address 2:

Address 3:

Clity:

State ) Territory:

p

Zip Code:

Enter / edit G rantee contact

Fields with asterisks are required.

wWhen completed with your
entries, k <Sawe>= button.

¥ This regquest reopensthe
“Select a Grantee™ screen with a
“Successfully updated”™ message

Aod rmin

<--.__$__|.L_c=-=islul Iy up@

Select a Grantee

- Grantee — Select — ~

[ Continue to Next Page ] [ Carvcel

information in the appropriate fields.
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3.3.2 Grantee User Admin (GA)
3.3.2.1 Procedure: Assign Users to Grant

1. Loginto DRGR and accept the Disclaimer. On the “Welcome/News” screen, click the <Admin> tab in
the main navigation bar.

» This action opens the “Grantee User Admin” screen (Figure 3-5).

The purpose of the “Assign Users to Grant” procedure is to enable the grantee
administrator to assign and remove authorized and available users. An important thing to
remember is DRGR grantee system administrators need to authorize each user for every
grant they will work on. If the system administrator forgets to do this, grantee users are
not able to see and work on Action Plans, QPRs, or draws for grants.

Figure 3-5: Grantee User Admin screen

Login ID

Rt GO i | pwsten | 0w | e | caws |

Admin
ulimi

Grantee User Admin Hslp?

Please select the appropriate grant to assign and remaove users.

Grant Number Grant Status
L ° B-97-DU-51-0001 Clase
] B-98-DD-51-0001 Clase
-c B-08-DN-51-0001 Active
B-96-DR-51-0001 Close
B-08-DU-51-0001 Clase
B-05-DJ-51-0001 Close

2. Inthe ‘Grant Number’ column, click a <Grant Number> link (listed in the red square above).

> This action opens the “Assign and Remove Users” screen for the Grant Number selected (Figure
3-6).
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Figure 3-6: Assign and Remove Users screen

- <Assign> enablesthe GAtoselect users
ﬁ?::f:me Adsiin Admin Actim  from the ‘Available Users’ box and assign  leports Grants
- them to the ‘Authorized Status’ box.

Admin <Remove> enablesthe GA toselectusers
. from the “Authorized Users’ boxand
Assign and Remove Users assign them to the “Available Status’ box.

<Save Changes> saves the changesto the

Grant Number: 8-08-Di-51-0001 _
DRGR svstem.

Authorized Users: Available Users:
Utifities WA - Alonzo, Kizmet Tavarez - B52255 - Stale of Virgnea - Gibbs, Thamas Wayne - B52431 - State of Virgnia
- Print Page VA - Honeg, Howaed - HONGGA - State of Virginia VA - Man-Shears, Rooanne ynette - BS1582 - Stale of Virginia
- Profils WA - Miichell, Mark - MITCGA - State of Visginia Er—— WA- White, Denise - WHITGA - Stale of Virgine

VA - Michell, Mark - MITCGR. - Stabe of Virginia [ Remore> |

VA - White, Denise - WHITGR - Stale of Virginia
WA~ Willkams, Abvin - C16031 - State of Vieginia,

Save Changes Cancel |

» Clicking <Save Changes> opens the “Grantee User Admin” screen displaying a “Success:
...changes were saved” message (Figure 3-7).

Figure 3-7: Grantee User Admin screen with “Success” message

kot i _-_
- Admin Action Plans Drawdown OPR Reports Grants
Role:Grantes Admn e

Admin

Grantee User Admin Help?

"+ Success: The authorized/available user changes were saued__h'_“’:-

Please select the appropriate grant to assign and remove users.

ut Grant Number Grant Status
B-97F-DU-51-00401 Clase
AP e 4.8 0, 00 1 b 8 i 8 8 a3l b . o a5l g 8l ol B b o o f et

3.3.3 Certify and Activate Users

In addition to the initial certification, a recertification process occurs every 6 months, requiring each
DRGR user to be recertified by a higher-level user. If a DRGR user’s certification expires, they will be
unable to login until the recertification process is completed.
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HUD HQ DRGR Super User

Certify HUD Field Managers in DRGR

HUD Field Managers in DRGR

Certify Other HUD Field Staff users in DRGR

HUD Field User: HUD Contact/CPD Rep

Certify DRGR Grantee Admin Users

DRGR Grantee Admin Users

Certify Other Grantee Users

3.3.3.1 Procedure: Certify and Activate Grantee Administrators (FO)

1. After logging in and accepting the ‘Disclaimer,’ click <Admin> in the navigation bar.

2. This action opens a default “Admin” screen. Click <Certify Grantee Administrators> link located in
the left column ‘Admin’ navigation box.

> This opens the “Certify Grantee Administrators” screen (Figure 3-8 and Figure 3-9). The page
allows FO users to:

e Certify/Decertify users

e Approve or Reject New User and Change requests

Version 2.0 - August 2017
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3.3.3.2 Procedure: Certify and Activate Grantee Users (GA)
1.

2.

Figure 3-8: Certify Grantee Administrators screen

Admin

Certify Grantee Administrators

Certified Users:

To Decertify Grantee

Administrators, under

‘Certified Users’ heading,
select one or more users
then click <Decertify>.

"MD-NelsonKenneth-NELSGA

Save Changes I [ Cancel ]

When finished with
your activities, click
<Save Changes>.

To Inactivate Grantee
Administrators: under ‘Users with
Expiring Certifications’ heading
select one or more users then click
<Inactivate User>.

To Activate Grantee Administrators:
under the ‘Users inactivated due to
Expired Certifications’ heading,
select one or more users, then click
<Activate User>.

To Certify or Re-Certify Grantee

Administrators: under ‘Users

with Expiring Ce rtifications’
heading select one or more
users then click <Certify>.

Users with Expiring Certifications:

Inactvate User
Activate User

Users inactivated due to Expired Certifications:

Figure 3-9: Certify Grantee Administrators screen (bottom of screen)

““Approve New User

View Requested User | | Reject New User

Requested New Users:

—

New Users/User Changes and

deactivation user requests are listed.

To take action, click <**Approve...>,
<M Reject...>, or <**Deactivate
User...> request

Requested User Deactivation:

““Approve Request Change View Requested User ‘ [ Reject Request Change
Requested User Changes:
“"Deactivate User ] | View Requested User ] I Reject Deactivate

> Clicking <Save Changes> causes the screen to recycle and display a “Successfully updated”

message.

link in the navigation bar.

> This action opens a default “Grantee User Admin” screen.

Log into DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>

In the left navigation column, click <Certify Grantee Users> link in the ‘Admin’ box.

Version 2.0 - August 2017
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» This action opens the “Certify Grantee Users” screen (Figure 3-10).
Figure 3-10: Certify Grantee Users screen

To Decertify Grantee Users, under ‘Certified

Users” heading select one or more users then
click <Decertify>

Login ID

Role:Grantes Admin L] To Certify or Re-Certify Grantee Users: under Reports m
i ‘Users with Expiring Certifications” heading
Admin

select one or more users then click <Certify>

Certify Grantee Users

Help?

S Audit/TA

= View All Monit; o Audit/TA
= Search Monitoring fAudit/TA
- Search Event Topics

Uttilities
- Pont Page
- Profile

Links
- PDF Wiewer

Certified Users:

-Gll:bs_‘l'hnmas'r'.'a’_.-ne-852431

Vi-Alonzo Kizmet Tavaree-B52256

VA-Mar-Shears Roxanne lyneze-B51582

VA-Mitchell Mask-MITCGR
Vi-White Derssa-WHITGR
Va-Williams Ahlvin-C1603

Save Changes E

To Activate Grantee Users:
under ‘Users inactivated due to
Expired Certifications’ heading,
select one or more users, then
| <Activate User>

To Inactivate Grantee Users:
under ‘Users with Expiring
Certifications” heading select
one or more users, then click
<Inactivate User>

Users with Expiring Certifications:

Inactivate User

Actvate User

Users inactivated due to Expired Certifications:

L 80, s 0% 8 05 B N 3 B R B B0 B 0 5 R 5 o 0 g 5 i B 5 8 B P 0 B P o b o g B I B g B S B8 P o B 1 g P b s

Figure 3-11: Certify Grantee Users screen with changes

- Certify Grantee Users

- Add Monitoring /Audit/TA

- View All Monitoring/Audit/TA
- Search Monitoring/Audit/TA
- Search Event Topics

Admin

Certify Grantee Users

eln?
Help

Certified Users:

Gibbs, Thomas Wayne-832431

VA-Mitchell Mark-MITCGR

Users with Expiring Certifications:
VA-Alorzo Kamet Tavarez- 852256
VA-Wre Denise-WHITGR

VA-Wilkams Avin-C16031

| <«<Cenfy

| Decerifp> |

Users inactivated due to Expired Certifications:
VA-Mar-Shears Roxanne lynetie-851582

EEED)
, T mm—

D o L T T T S P EP ERRe R

3. To save the changes you made, click <Save Changes> button (Figure 3-11).
> This action recycles the screen and adds a “Successfully updated” message (Figure 3-12).
4. The <Cancel> button enables you to cancel the process and deletes any changes made to the screen.

Figure 3-12: Certify Grantee Users screen with “Successfully updated” message

Admin

- Certify Grantee Users

- Add Monitoring/Audit/TA

- View All Monitoring/Audit/TA
- Search Monitoring/Audit/TA
- Search Event Topics

Certify Grantee Users

+ Successfully updated

VA Williame Ahsn 1001

Certified Users: Use
. Gibbs, Thomas Wayne-B52481 VA
: VA-Mitchel Mark-MITCGR A
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3.3.3.3 Procedure: Certify and Activate HUD Office Users (HUD Managers and Superusers)

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default “Admin” screen.
2. Inthe left navigation column, click <Certify HUD Office Users> link in the ‘Admin’ box.
» This action opens the “Certify HUD Office Users” screen (Figure 3-13).
Figure 3-13: Certify HUD Office Users screen

& A
Admin

Certify Hud Office Users igip?

Certified Users: Users with Expiring Certifications:
CAdyun Chos-H4693-HUD Headquariers A Bericenbal Robyn-H46105-HUD Headigeariers
-'C.ﬁ.\-aﬂ{oh HROTE5- _HJI: Hnacq.-aan 5 DC-Allen Hugh HO4S66-HUD Headguaniees

DC- n|:|T|'1H:] H:I.:-JMZ HUD ‘Jea:lq“l‘.\es':
DC-Ashioed Roger- SYSADN-HUD Headquar

Lt ities DC-Banks Vashawn-H44872-HUD Headquane

- LD ‘_’5_ Page DC-Bannon Painck-HH996-HUD Headguarier

- Profig DC-Black Jacquita-H13090-HUD Headguanee ¥

e [_SaveChanges | [ Cancel

Actvale User

Users inactivated due to Expired Certifications:
DC-Hong Howard-HOMNGHI-HUD Headquarers

New Users/User Changes and

““Approve New User ||  View Requested User I [ Reject New User | deactivation user requests are listed.

Requested New Users: / To take action, click <A*Approve...>,

<MReject...>, or <M Deactivate

User...> request

““Approve Request Change || View Requested User | [ Reject Request Change

Requested User Changes:

Requested User Deactivation:

“*Deactivate User ] I View Requested User } [ Reject Deactivate |

3. To Decertify HUD Office Users, under the ‘Certified Users’ heading (listing of users who have been
certified as HUD Office Users) select one or more users you wish to Decertify.
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Note: You can select more than one User by holding down the Ctrl button on your keyboard.

4. Then click <Decertify>.

» This action moves the selected user name(s) to the ‘Users with Expiring Certifications’ box

(Figure 3-14).

Figure 3-14: Certify HUD Office Users screen with Expiring Certifications

- View All Monitonng/Audit/ TA
= Segrch Moritorng/Audit TA
- Search Event Topics

Utilities

- Pnnt Page

- Profile
Lesgout

- F!;'|;'=.r;5

Links

= POF Viewer
- Supgort

= CPD Home

- HUD Hodne

Admin

Certify Hud Office Users

Certified Users:

CAtyun Chas-HMEIHHUD Headquaners &
CANan Kally-H20755-HUD Headquarers
CAYerdon James-TISIF0-HUD Headgquarer
DC-Abeams Alieon-B50033-HUD Haadguaner
DC-Admin HO-HOADM2-HUD Headquarters
DC-Ashiord Roger-SYSADM-HUD Headgquark
DC-Banks Vashawn-H44872-HUD Headguare
DC-Bannoa Pamick-HHSS6-HUD Haadquanar
DC-Black Jacquita-H12080-HUD Headquarier:
DC-Blom SamuekFHS486-HUD Headquarses

Save Changes | [ Cancel |

wlenly | <

Help?

Users with Expiring Certifications:

Inascivae Lisar

Users inactivated due to Expired Certifications:
DC-Hong Howard-HOMGHO-HUD Headquarters

5. To Certify or Re-Certify HUD Office Users, under the ‘Users with Expiring Certifications’ heading
(listing of users who have been decertified as HUD Office Users) select one or more users you wish
to Certify or Re-certify.

Note: You can select more than one User by holding down the Ctrl button on your keyboard.

6. Then click <Certify> (Figure 3-14).

> This action moves the selected user name(s) to the ‘Certified Users’ box.

Version 2.0 - August 2017

Page 3-10



£y
e

Py User Manual — Section 3 Admin Module

Figure 3-15: Certify HUD Office Users screen

Admin
Certify Hud Office Users Help?

Certified Users: C_TE;rs—w'lth Expiring Certifications:
CA-Hyun.Chris-H04699-HUD Headquarters & Berkent j . eadquarters
CA-Van Kelly-H20765-HUD Headguarters DC-Allen,Hugh-HH%66-HUD Headquarers
CA-Yerdon,James-T052F0-HUD Headquarer DC-Hong Howard-HONGHO-HUD Headguarters
DC-Abrams Alison-850033-HUD Headquarter G
DC-Admin HE-HQADMZ-HUD Headquarters

DC-Ashford RogerSYSADM-HUD Headquart
DC-BanksVashawn-H44872-HUD Headquarte
DC-Bannon, Patick-H04996-HUD Headquarer
DC-Black. Jacquita-H13090-HUD Headquarter:
DC-Blum,SamuekH45486-HUD Headquaners

[ Rewate User >

8] thiS SCreen you can EII'SCI d;ﬂ;ﬂadi\lﬂtﬂd due to Expired CEI’ti‘ﬁEﬂtiﬂﬂS; >
Activate and Inactivate HUD ) ' '

Office User Certifications, and

then Save your changes using the
<Save Changes> button.

7. To Activate HUD Office Users, under the ‘Users inactivated due to Expired Certifications’ heading,
select one or more users you wish to Activate or Re-Activate (Figure 3-14).

Note: You can select more than one by holding down the Ctrl button on your keyboard.
8. Then click <Activate User> (Figure 3-15).
> This action moves the selected user name(s) to the ‘Users with Expiring Certifications’ box.

9. To Inactivate HUD Office Users, under the ‘Users with Expiring Certifications’ heading, select one or
more users you wish to Inactivate (Figure 3-14).

Note: You can select more than one User by holding down the Ctrl button on your keyboard.
10. Then click <Inactivate User> (Figure 3-15).

> This action moves the selected user name(s) to the ‘Users inactivated due to Expired
Certifications’ box.

11. To save the changes you made, click <Save Changes>.
> This action recycles the screen and adds a “Successfully updated” message (Figure 3-16).

12. The <Cancel> button enables you to cancel the process and deletes any changes made to the screen.
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Figure 3-16: Certify HUD Office Users screen with “Success” message

Admin
Certify Hud Office Users Help?
» Successfully updated
Certified Users: Users with Expiring Certifications:
CA-Hyun,Chris-H04699-HUD Headquarters =~ 4 Berkenbitt Robyn-H46105-HUD Headquarters
CAVan Kelly-H20765-HUD Headquarters DC-Allen Hugh-H04966-HUD Headquarters
CA-Yerdon,James-T052F0-HUD Headquarter DC-Hong,Howard-HONGHQ-HUD Headguarters

DC-Abrams Allison-B50033-HUD Headquarter
DC-Admin HQ-HQADMZ-HUD Headquarters

DC-Ashford Roger-SYSADM-HUD Headquart

DC-Banks Vashawn-H44872-HUD Headquarte

DC-Bannon,Patrick-H04996-HUD Headquarter

DC-Black.Jacquita-H13090-HUD Headquarter:

DC-Blum, Samuel-H45486-HUD Headquarters +

Save Changes ] [ Cancel ]

Users inactivated due to Expired Certifications:
CT-Bannon,Timothy J-H13620-HUD Headquarte

3.3.4 Manage Grantee User Accounts

Prior to DRGR Release R7.10 (May 2014), the request for new grantee accounts and changes to grantee
accounts was managed via a process outside of the DRGR system. Supervisors submitted requests by
email or CHAMPS. DRGR HQ Administrators created the profile after verifying that the information was
complete and submitted by the appropriate HUD field staff person.

Beginning with DRGR Release 7.10 authorized DRGR users must submit requests for new grantee
accounts or account changes within DRGR. Each request must be approved by the appropriate HUD
HQ/Field office user. Once approved by the HUD HQ/Field office user, the HQ Admins can activate the
profile. On Activation, the requestor and the users are notified via email that the requested accounts
have been set-up. The following users have the privileges to request new or update user accounts:

e HUD Field Office Managers with the “User Profile Request” role
e HUD CPD Reps with the “User Profile Request” role
e Grantee users with the “User Profile Request” role

HUD user profiles must be submitted by a FO Manager through a DIAMS request at
http://diams.hud.gov.

3.3.4.1 Procedure: New User Request

Authorized Grantee and HUD users can submit a new user request via the “Request New User” link in
the Admin Module (Figure 3-17). If the user does not have the authorized role, this link is not available.

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

> This action opens a default “Admin” screen.
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2. Inthe left navigation column, click <Request New User> link in the ‘Admin’ box (Figure 3-17).
» This action opens the “Request New User” screen (Figure 3-18).

» On clicking the “Request New User” link, the system displays the page to either search for the
user in the Integrated Disbursement and Information System Online (IDIS Online) system (to
prevent duplication) or create a new user request (Figure 3-18).

Figure 3-17: Request New User Link

Admin
- Associate User to Grants

- Certify Grantee Users

- View Subordinate Grantees
- Edit Subordinate Grantees
- Upload Batch Data

Figure 3-18: Request New User Selection
Admin

Request New User

* Does staff already have a HUD username in IDIS? (e.g. CH*##%% B**xxs HrEkxsx)
Yes MNo/Unknown/Unable to find

[ Continue to Next Page ]

3. An IDIS Online user can be searched by using either Username (User ID) or Name (person’s name)

(Figure 3-19). The Name search is not case sensitive and matches on last name and first name of
the user’s name.

» For requests made by the grantee users, the system only queries the active users in IDIS Online
which are associated with the IDIS Online Grantees (same DUNS# or TIN# as DRGR grantee).
IDIS users who are not in DRGR are displayed.

» For requests made by a HUD user, the system queries all active IDIS Online users. IDIS users
who are not in DRGR are displayed.

Figure 3-19: Search for IDIS Online User

Admin
Request New User

+ No matching IDIS users were found, or all matching users already have a DRGR account. Please use 'Manage Existing Users' if you wish
to submit an edit request for an existing DRGR user.

* Does staff already have a HUD username in IDIS? (e.g. C¥*#kk Bikokikk pHkokkk)
@ Yes No/Unknown/Unable to find

Please search for and select staff user below:
Search Criteria

Username: Name:
John Doe

Search Reset

0 Record(s) Mo more Record(s) on this page

No records are found.

| Continue to Next Page |

4. If the requestor selects “No/Unknown/Unable to find” (Figure 3-20) the clicks the <Continue to Next Page>
button, the Request New User page is displayed. The page contains two parts:

» User Contact
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» User Profile

5. The requestor should input the new user’s information for all fields marked with an asterisk (*).

» The User Contact section (Figure 3-20) supports the capture of user information including the
PIN number. The PIN number is a five digit number that is required by the HUD Help Desk.

Figure 3-20: Request New User Part |

Admin

Request New User

*Indicates Required Field

*First Name: Title:

*Last Name: Organization:

*Email: Phone Number: Ext:
Address 1: Fax:
[ |
Address 2: *PIN (five digits used in initial password):
Address 3: *PIN (re-enter):
*City:

= State: * Zip Code:
~ +

6. The requestor should input the new grantee user’s profile.

» The User Profile section (Figure 3-21) supports the designation of user roles, allows adding or

removing supporting documents, and inserting comments. A requester can upload one or more
documents in the supporting documents section.

Figure 3-21: Request New User Part Il
*Select HUD and/or Grantee User Profile

Grantee Profile:

Eeres | neer View | Grantee Request Approve Submit g:gr:rl':nance Staff Rate | Contractor User Profile | Update Active
gency Only | Admin Drawdown | Drawdown | Action Plan Reports Request FAQ
‘ rogco V‘ | | O | | O | | O O O O O

Supporting Documents * Valid file extensions are: .png .gif .jpg .jpeg .doc .docx .xls .xIsx .ppt .pptx .pdf
None

Add Additional Documents | Remove Selected Document

Comments:

» For requests made by the grantee, the Grantee Profiles are restricted to the agency of the
requested user. When a grantee user submits a new user request, the system will validate if the
submitted user exists in the system by matching last name, first name and email. If the system
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detects any matches, the system will display the matching names before proceeding to
submittal of the request.
7. After submission of the new user request, the system notifies the HUD approvers with a receipt of
the request.
8. Eachrequest, initiated by grantee or HUD, requires HUD approval by the grantee’s CPD
Representative or Field Office Manager. Please see Section 3.3.4.3 for more information.
9. Following approval of the request by the CPD Rep, the request must be approved by the HUD
Headquarters Administrator then a completion notification is sent to the requestor and person for
whom the request was made. Please see Section 3.3.4.3 for more information.

3.3.4.2 Procedure: Deactivate and Edit User Requests

Authorized users submit edit user requests and deactivation requests via the “Manage Existing Users”
link (Figure 3-22). If the user does not have the authorized role, this link is not available.

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default “Admin” screen.
2. Inthe left navigation column, click <Manage Existing Users> link in the ‘Admin’ box (Figure 3-17).

» When the user clicks the “Manage Existing Users” link, the system displays the Manage Existing
Users page where search criteria can be entered to search for a user (Figure 3-23).

Figure 3-22: Manage Existing Users Link

Admin
- Associate User to Grants

- Certify Grantee Users

- View Subordinate Grantees
- Edit Subordinate Grantees
- Upload Batch Data

- Manage Existing Users I

3. Enter search criteria to locate the user’s account (Figure 3-23).

Figure 3-23: Manage Existing Users

Manage Existing Users

Search Cntena

Usermame: Name:
DANE
Search Feset
2 Racord(s Dusplayng 1 Uwough 2
Sclect Ussrname Name Stotus HUD Office Grantee Name
DANEGA Actrve State of Lowany
O DANECK Active State of Lossana
—
Reguesm Ect Reguest Deackvanon Manage Subacogdons

4. Select the user by clicking the radio button next to the wanted user (Figure 3-23).
5. Choose one of the following operations for the selected user (Figure 3-23):

» Request Edit — request changes to the user information and privileges. By clicking the <Request
Edit> button, the user’s information is displayed on the Request User Edits screen (Figure 3-24)
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similar to the Request New User page. The requestor should make the necessary modifications
to the user’s account and click the <Submit> button (Figure 3-24).

Request Deactivation — request to deactivate the user profile. By clicking the <Request
Deactivation>, the requestor should confirm the submission of the request to deactivate the
selected user’s account.

Figure 3-24: Request User Edits screen
(RCON  sciooeios | bowdewn | oes | mesms | msee | Graws |

Request User Edits Help?

==

User Nama:
e

*City:
New Grieans

*State: * ZipCode:

] +

*Select HUD and/or Grantee User Profile
NOTE: You can edit existing profile or if authorized then you can add only one new profile. If you add new profile then changes to selected
existing profile will be ignored.

Grantee Profile:

Submit User Profile Update

s Crantes [(Roq St | Aeescx ] Sbeus Performance Staff Rate Contractor . = Active
e equest AQ

Grantee Agency g1 Admin | Drawdown Drawdown Action Plan

Add Grantee Profile

6. After submission of the deactivation or modification request, the system notifies the HUD
approvers with a receipt of the request.

7. Each request, initiated by grantee or HUD, requires HUD approval by the grantee’s CPD
Representative or Field Office Manager. Please see Section 3.3.4.3 for more information.

8. Following approval of the request by the CPD Rep, the request must be approved by the HUD
Headquarters Administrator then a completion notification is sent to the requestor and person for
whom the request was made. Please see Section 3.3.4.3 for more information.

3.3.4.3 Procedure: Grantee User Request Approvals

After submission of the new user, edit, and deactivation request, the system notifies the HUD approvers
with a receipt of the request. All user requests require two HUD authorizations:

> Supervisory approval - the system allows HUD users with the user profile request role (e.g. CPD
Field Office Managers and CPD Representatives) to submit and approve the same user request.
However, if the request is intiated by a grantee user, the appropriate HUD Field Office Manager
or CPD Representative must approve the request.

HUD Headquarters Administrator user account activation/approval- After Supervisory Approval
of the request, a notification is sent to the requestor, DRGR_Help mailbox, and the HQ
Administrators.
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3.3.4.3.1 Procedure: HUD Supervisory Approval

All Grantee requests are approved by either the CPD Rep or Field Office managers. HUD users with
approval rights have access to the “Certify” links under the “Admin” menu option to approve user
requests (Figure 3-25). The supervisory approval of user requests is similar to the certification process.

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default “Admin” screen.

2. Click <Certify Grantee Administrators> or <Certify Grantee Users> link on the left (Figure 3-25).

Figure 3-25: Approve/Certify Users Requests Links

Admin

Certify Grantee Administrators
ify Grantee Users
It Grantee Contact
- Upload User Reguests
- Reguest New User
- Manage Existing Users

» The certification page displays the list of users that require approval for new, modification, or
deactivation of users (Figure 3-26).
3. Selecting the users and clicking on the appropriate “Approve...” button approves the request.
» Conversely, selecting the user and clicking on the appropriate “Reject...” button rejects the
request and an automated email is forwarded to the requestor, notifying them of the rejection.
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Figure 3-26: Certify/Approve/Reject/Deactivate User Requests

Admin

Certify Grantee Administrators Halg?
Certified Users: ) Users with Expiring Certifications:
T d

u

Dacurtiyss

Sawe Chasges || Cancel Iractvane Liser

otivate User

Users inactivated due to Expired Certifications:

““Brnmve New Liser View Reguenes User Fzject New Uger
Requested New Users:
“Daactvate User ViewRequested ser || Flsect Deactae
Requested User Changes:
““Deactrate Lser View Requested User Risect Deactivaie
Requested User Deactivation:

4. Selecting the user and clicking the “View Requested User” button displays the “View User Profile”
page (Figure 3-27).

Figure 3-27: View Requested Users

“*Approve New User I View Requested User I Reject New User

Requested New Users:

LA — Smith, Bob —TMP_12067 — New Orleans, LA

LA — Doe, John —TMP_10000 — Baton Rouge, LA
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» The View User profile displays the details of the request (Figure 3-28).

Figure 3-28: View User Requests

‘‘‘‘‘‘

View User Profile View User

Cese

First Name: John User Name: TMP_10000
Last Name: Dce Tithe:

Email: srekhi@caci.com Organization:

Address 1: Phone Number: Ext:
Address 2: Fax:

Address 3:

City:

State: Zip Code:

User Profiles:

Grantee Profile:

Submit User
View Grantee Request  Approve  Submit Update :

Grantee Agency | | e | Do o Pl ::v:;"l;u-(o Staff Rate Contractor Plo‘-h‘ FAg | Active
State of Loulsiana
Supporting Documents
None
User Request History:
Type Action  Date By Email Profile Comments

New User | Request  05/14/2014 prekhi@cacicom | State of Louisiana

3.3.4.3.2 Procedure: HUD HQ Admin User Account Approvals

Once the user requests have been approved, the HUD HQ Administrators are able to perform the
following actions to activate the requests on the “User Admin - Active and Inactive Users” page (Figure
3-29):

e Edit Requested User — allows modification to the user request and displays requested roles.

e Activate New User Request — activates the profile. After the request is processed via ADP, a
HUD HQ Administrator will activate the new user profile, and the HUD approver and the newly
activated user are automatically notified via email. Note: The ‘Generate ADP Request’ button
generates an excel spreadsheet with requested user information. This is then sent to ADP
security for processing and account creation.

e Activate User Change Request — activates changes to existing DRGR profile.
e Deactivate User Request — deactivates the profile.

When the request is activated by the HUD Headquarters Administrator, a completion notification along
with the username and instructions for logging in for the first time is sent to the HUD approver and
person for whom the request was made. If the user has an existing IDIS account, the DRGR and IDIS
profiles will be merged into one account, and the user will be provided with the same IDIS username
and PIN number. If the new user receives a second username, they should contact the

DRGR Help@hud.gov mailbox to have the accounts merged.
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Figure 3-29: HUD HQ Administrator Actions

“*Activate New User Request |
Edit Requested User Reject New User
J

[ * Generate ADP Request ,

Request New Users:
IL —Smith, Bob—TMP_12067 — Chicago, IL

OH — Doe, jane — TMP_12106 - Springfield, OH

““Activate User Change Request ]
Edit Requested User | Reject Request Change |

R ted User Ch

q )

. ““Deactivate User Change Request |
Edit Requested User ] [ Reject Deactivate |

Requested Deactivate Users:

3.3.4.4 Procedure: User Request Status Report

Report “User Change Request — Outstanding Requests” reports the status of the requests (
Figure 3-30). The following Actions are reported: Request, Approve, Generate ADP Ticket, and
Complete. If the request is not in complete status, contact your supervisor or HUD contact.

Figure 3-30: User Request Status Report

-# ‘ ev [+ | ) User Change Request - Outstanding Request

Home = Tools = Data ¥ Grid Format =

E S =4 v R B A @ee = 3 [P

REPORT DETAILS

Report Filter:
{User Change Request Type} = NW:New User

Change RequestRequested UserlLast Action Requested Grantee Profile Requested HUD Office Profile Action  Action Taken By Action Date Comments
100000 John Doe Reguest State of Louisiana MNiA Reguest | | 14/05/2014
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3.3.5 Manage Subordinate Grantees (GA)

The system allows grantee administrative users to authorize restricted access to users from subordinate
grantees. Subordinate grantees are identified using the Add/Edit Organization pages.

Primary Grantee Admin users can specify allowable roles:
a. Edit AP activity under Responsible Organizations
b. Submit Voucher request under Responsible Organizations
c. Submit QPR activity profile under Responsible Organizations
Authorized subordinate users then have access to Action Plans, Performance Reports and Drawdown
based on the assigned role.
Subordinate users:
d. Can only edit/draw activities where the responsible organization is the “primary responsible
organization”.
e. Cannot submit AP, submit QPR, or approve any vouchers.

3.3.5.1 Procedure: Associate Responsible Organization as a Subordinate Grantee

Grantee Admin users can associate a Responsible Organization to a DRGR Grantee. This allows all users
of the associated grantee to have access to activities where the Responsible Organization is the primary

responsible organization.
1. Upon successful DRGR login, click <Action Plans> tab in the navigation bar.
This opens the “View All Action Plans” screen.

Click <Search> link in the left column ‘Responsible Organization’ navigation box.

>
» Then search for organization and select <Edit> link to Edit Organization
» The responsible organization can then be associated with a DRGR Grantees (see Figure 3-31).
Figure 3-31: Associate Responsible Organization as a Subordinate Grantee
Edit Drganization
Save Carcel
* Indicatas raquired fald
Prafils Contack Information
“Organization Hame: Firsk Mame: Arthony
Housing France Authorty of Pinelas County
*Organization Typsi Hiddle Initial:
hior-Prof (¥ Last Mamsa: Joreey
.'?'EI:E':;S Bty Tithas Exscitive Dirscier
“EIN/TIN #: Email; srakhiiP e s Som
BQIELS
Address) 00 clerveland sirest, Sute BO0
Address Liss 1:
ED0 Clavelard Sirest City Oeanwater States | FL ™
Address Lise T Zip Code:
Sl 200
Address Liss 31 Talaplnast TITAEIN et
———— Ausocisted Grantes
*Ciky: *Stats  Teritory: Ernnbum
Tampa FL 3 Finelas County, FL w
Zip Code:
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3.3.5.2 Procedure: Assign Roles to Subordinate users
Grantee Admins users can select the subordinate grantee users and assign user roles.
1. Click <Edit Subordinate Grantees> link in the left column ‘Admin’ navigation box.

2. Onthe Subordinate Grantee User Access page click <Assign> or <Remove> buttons to assign the
user.

3. Once user is selected, click <Assign Role> to provide appropriate role to the user (seeFigure 3-32).

Figure 3-32: Associate Responsible Organization as a Subordinate Grantee

Admin
Subordinate Grantee User Access Help?
Subordinate Grantee | User | Role | Status Subordinate Grantee | User | Status

Assign Role [Jall  [CJDraw Request [CIEdit AP [C]Edit QPR

[we ] 1 [[Conel]

3.3.5.3 Procedure: View Subordinate users

Grantee Admin users can view the subordinate grantees.
1. Click <View Subordinate Grantees> link in the left column ‘Admin’ navigation box.

2. View Subordinate Grantee User Access page (see Figure 3-33) displays including subordinate
grantees and users listing.

3. If there are no subordinate grantees assigned then the page displays “No Data Found”.

Figure 3-33: Associate Responsible Organization as a Subordinate Grantee

View Subordinale Grantee User Acoess

frubce denate Lo aslen Loges LT O awr Bopgraeid L&t AP &t OPR Shaten
Puagilsn Coeary. FL
L | & it Betraa

Paaflen Comnty

3.3.6 Monitoring/Audit/TA Event (Add/Edit) (GA) (Search/View) (GA, FO)

Grantees can record Monitoring, Audit, and Technical Assistance events in the Admin Module to provide
a summary of critical management and oversight actions they carry out as part of meeting their
responsibilities for day to day management of their grant programs. In the case of Disaster Recovery
CDBG and NSP grants, the appropriation laws require that grantees and HUD identify how they are
preventing fraud, waste, and abuse. The Admin Module is designed to allow grantees to provide this
information through DRGR.

HUD monitors most grantees based on a risk analysis in which HUD assigns scores based on the size of a
grantee’s program, the number of subrecipients, and the capacity of the grantee’s staff, among other
things. The Admin Module allows grantees to contribute information to this analysis and to show how

Version 2.0 - August 2017 Page 3-22



)

Py User Manual — Section 3 Admin Module

they are taking action to make their programs less risky and more effective. If a grantee has a large
number of subrecipients and contractors, HUD may consider the program more risky. On the other
hand, if the grantee is regularly providing technical assistance to and monitoring of its program partners,
including following up on any findings, HUD is likely to consider some or all of the risk mitigated by
appropriate management action.

Thus, the data in the Admin Module helps grantees and HUD to develop a shared understanding of the
steps grantees are taking to ensure funds are used properly and to further the recovery or stabilization
goals of their grant programs and communities.

DRGR includes summary performance information regarding grantee efforts in the areas of monitoring,
audit, and technical assistance. This data can then be reviewed by HUD staff to examine the level of
effort and results, assess risk associated with these grants, and in turn, direct HUD technical assistance
and monitoring resources. This information identifies what activities have been reviewed or assisted and
the results of these review and assistance visits. However, the Quarterly Performance Report (QPR) only
shows the number of visits and reports within the quarter and totals to date (see Figure 3-34).

Figure 3-34: Monitoring, Audits, and Technical Assistance table

Monitoring, Audits, and Technical Assistance

This Report Period To Date
Monitoring Visits 4 12
Audit Visits 2 5
Technical Assistance Visits 3 9
Monitoring/ Technical Assistance Visits 1 2
Report/Letter Issued i 14

It is important to remember that this module is NOT a monitoring system in itself. It is only for reporting
very basic summary level information about the number of visits and reports related to a grantee’s
oversight of the activities funded under their grants in the DRGR system. In general, the information
requested on visits is limited to the dates of visits and reports as well as very high-level categories of
compliance issues reviewed such as: national objective, eligible activities, financial management, and
environmental review.

The section on Monitoring, Audits, and Technical Assistance in a QPR displays as soon as data are
entered into it. Since the DRGR system calculates the number of visits and reports based on the dates
entered, the QPR shows dates that fall under the current report period as well as all visits and reports to
date.

There are two basic levels of information in the DRGR Admin Module (see Figure 3-35):

1) Events/Reports
2) Findings/Concerns/TA Topics

For the first level, grantees enter the start and end dates of monitoring, audits or TA visits as well as the
date of reports. Grantees can also identify which activities have been reviewed or assisted as well as the
major categories of topics covered in reviews or assistance. For the second level, grantees should
identify any findings and concerns made, as well as their status and corrective actions. For technical
assistance, grantees can identify the basic categories of topics covered.
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In monitoring and audit events, findings or concerns may be reported as resolved during the report
process or left open. The DRGR Admin module allows users to identify the status of findings and to note
any follow-up action taken.

Figure 3-35: Monitoring/Audit/TA Flow Chart

Monitoring &

Monitoring I-\r:si::al :2L Tec.hnical
Assistance
— Finding Audit Topics I— TA Topics — Finding
—  Concern —  Concern
—  TA Topics

3.3.6.1 Procedure: Add/Edit Monitoring Event (GA)

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

> This action opens a default “Admin” screen.
2. Inthe left navigation column, click <Add Monitoring/Audit/TA> link in the ‘Admin’ box.
> This action opens the “Add/Edit Monitoring/Audit/TA Event” screen (Figure 3-36).

o

KI'hroughout the year, Grantees may provide support to help Responsible
Organizations achieve their goals by providing Technical Assistance (TA) to identify
problems, evaluate performance, and ensure compliance with regulations and
program requirements. Grantees can also monitor Responsible Organization activities
and report on such monitorings by using the Admin module (selecting the
<Monitoring> radio button (Figure 3-36). The “Add/Edit Monitoring/Audit/TA Event”

Kscreen allows Grantee users to add and edit a Monitoring/Audit/TA Event. /

Figure 3-36: Add/Edit Monitoring/Audit/TA Event screen

Admin

Add/ Edit Monitoring/Audit/TA Event Note:Data-that-is-requiredto-save-

the-eventis-indicated by-an-asterisk.q]

Originator: (User Name)

*Reference Number: 2010-RFHA-07

*Event Type: O Audit O Technical Assistance O Monitoring/Technical Assistance

*Responsible Organization: m‘

*Event Conducted: (&) On-Site O Remote
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/ ‘Responsible Organization’ <Select> Button

\

Data that is required to save Monitoring/Audit/TA events is indicated by an asterisk. Users identify
the organization involved in the event (the organization being monitored, audited or receiving
technical assistance) using the <SELECT> button (this dropdown is populated by the Responsible
Organizations set up in the grantee’s Action Plan). Grantees must also identify whether the
assistance/oversight event was provided on-site at the location of the responsible organization or
the activity or if the event was provided remotely (e.g. from the grantee office). Using the <SELECT>
button takes the user to another screen (see Figure 3-37) to search for the organization to assign to
the event. Users can leave this blank or enter partial information to search for organizations that

khave been created in the action plan module. /

Figure 3-37: Responsible Organizations - Search

Responsible Organization

Search Organizations Help?
Search Criteria
Organization Name: m DUNS #:
State/Territory: Associated Grantee Name:

l Select Option v]

Enter search criteria,

and click <Search>.

[Reset

> The results display in a table below the Search button (Figure 3-38). If the correct organization is
found, it can be selected by the buttons in the “Select” column. Otherwise, users can alter their
search criteria.

Figure 3-38: Responsible Organization Select List

Results Page 1 0of 2 (20 Organizations found)
Organization Name. City. State/Territory NS & EIN/TIN® | Select

City of Berwyn Berwyn IL

City of Champagn Champaign iL

City of East St. Lowss East St. Lowuss L

City of Quincy Quncy L

City of Rock Island Rock Island iL

Gty of Rockford Rockford iL

Corporation for Affordable Homes of McHenry County Woodstock L

D and O Properties One Decatur L

Deita Center, Inc Caro IL

DuPage County Wheaton L

1

Select Responsile Organzaton | | Add Responsible Organzation | 1 | Cancel |

3. Select the desired Responsible Organization, and then click <Select Responsible Organization>.
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> After the organization is selected, it displays on the “Add/Edit Monitoring/Audit/TA Event”
screen. Users can select one or more major categories of program requirements that were
reviewed as part of the monitoring event (Figure 3-39). At minimum, the start date of the
monitoring event must be recorded. If the event is complete, this date can also be recorded.
Similarly, the date of issuance of any report associated with the event can also be entered.
Finally, space is also available to describe the nature of the monitoring event.

Figure 3-39: Add/Edit Monitoring/Audit/TA Event screen after reference number has been saved

*Reference Number: 2010-RFHA-07

*Event Type: (& Monitoring O Audit O Technical Assistance O Monitoring/Technical Assistance

*Re anization:
City of Rockford Y& Responsible Organization selected.

*Event Conducted: & On-Site {)Remote

*Program Requirement Categories:

ELIG ACTIV
ENVIR
FHEO
FINMGMT

Program Requirement Categories
selected.

*Start Date: 10302010 | seiece pate (ex: mmiddiviyy)

End Date: |11/30/2010 | sqlect Date (mx: mm/dd/yyyy)

If appropriate:

Report/Letter Date: Select Date (ex: mm/dd/yyyy)
* (Click Add Finding or

Event Description:
o (Click Add Concern

Initial monitoring

Then click <Save=.

Event Topics:

Select Maonitoring Type Id Status Response fDeadline Date Action

None

.-""'-—__-_-"‘q..
(| AddFinding Fl( Add Concern P

D)

If there are any findings and concerns, use the buttons near bottom of screen to add them.

Note: HUD considers a “Finding” to be an instance of noncompliance with program requirements; a
“Concern” is a practice or situation that, if left unaddressed, may lead to noncompliance. See section
3.3.6.1.1 for the ‘Add Finding’ procedure; see section 3.3.6.1.2 for the ‘Add Concern’ procedure.
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/Note: Changes can be made to the event after it has been saved, but certain types of changes\

may cause problems with related findings and concerns that are created. These include event
type, responsible organizations, and program requirement categories. A warning message
displays if any of these changes are initiated.

Windows Internet Explorer

Profile may invalidate any findings, concerns, andfor TA topics assodated with the event. Please delete all findings,

'E Chanages made to the Event Type, Responsible Organization, and/or Program Reguirement Categories in an Event
concerns, andfor TA topics before making any Event Profile changes

&

3.3.6.1.1 Procedure: Add/Edit a Finding

1. The user adds findings by using the ADD FINDING button displayed near the bottom of the
“Add/Edit Monitoring/Audit/TA Event” screen (Figure 3-40).

Some information from the event is displayed at the top of the finding profile including the

event reference number and the responsible organization. Only the program requirements

categories displayed in the monitoring event profile display in the dropdown for the “Program

Requirement Category”. Users must select the category that applies to the finding. The finding

may apply to all activities for an activity or users can the use the <Select Activities> button to
\identifv specific activities (see Figure 3-40).

~

)

Figure 3-40: Add/Edit Finding screen

Admin

Add/ Edit Finding

*Indicates required fields

Originator: (User Mame)

Reference Number: Z010-RFHA-07

Responsible Organization: City of Rockford

*program Requirement Category:  Selectone
*Activities:
Select Grant # Activity #

None

| Delete Selected Select Activities

2. Clicking the <Select Activities> button opens the “Search for Activities to Assign to Event Action”
screen (Figure 3-41).
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Figure 3-41: Search for Activities to Assign to Event Action screen

Admin

Search for Activities to Assign to Event Action Help?

Responsible Organization:
City of Rockford

Search Criteria
Grant #: Grantee Activity Number: Activity Title:
| Select At

Activity Type:

(o) (Rl

> Again, results display in a table below the Search button (Figure 3-42). If the activities are not
found, the search criteria can be changed and resubmitted.

Figure 3-42: Search for Activities to Assign to Event Action screen w/ search results

Results Page 1 of 1 (3 achivities found)

Grant # Activity Type Grantee Activity # Activity Title Select
B-08-DF-17-0001 | Acquisition - buyout of residential properties 17710002 Rockford Buyout O
B-08-DF-17-0001 | Clearance and Demolition 17710003 Rockford Demolition ¥
B-08-DF-17-0001 | Administration 17710004 Rockford Admin fund 0O

[ Assign Activities to Event Action | [ Retum To Event Action ]

3. Assigned activities display on the finding screen (activities can also be deleted from the selected list
if needed).

4. Users must assign an ID to each finding and can create a short title to describe the finding.
Corrective actions are similar to HUD’s GMP system and must be identified for the finding. Users
select a corrective action using the “Corrective Action Type” dropdown (Figure 3-43).

Figure 3-43: Finding screen with entries

*Finding Id: 001

Finding Title: :Allowable Costs

[ *Corrective Action Type: |Reimburse ¥ ]

Description of Finding, including Regulatory Citation:
Reimbursement needed

Corrective Action:
Reimbursement granted

Amount Requested: $ 564.00

Amount Recovered: $ |0
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» Space is provided to describe findings and corrective actions, but the level of detail is up to the
grantee. If the corrective action includes reimbursement, there is also space to identify the
Amount Requested and the Amount Recovered. These amounts can be left as zero, as needed.

Figure 3-44: Bottom of Finding screen

Is this closed Finding subject to future verification: & Yes C/No
*Response Deadline Date: [11/20/2010 | scject pare
*Status: () Open O Closed *Closed Date: Select Date
Follow Up:

[Save] | [ Cancel ]

5. On the bottom of the “Finding” screen (Figure 3-44), users must enter whether the finding is subject
to future verification and enter the “Response Deadline Date” Users must also indicate the “Status”
of the finding. If the finding is shown as closed, a “Closed Date” must be entered. A narrative field is
provided to describe follow-up action such as the dates or content of response letters. As with other
narrative fields in the Admin module, the amount of text is up to the grantee. Click <Save> after you
have completed all entries.

Note: Once the finding is saved, it displays above the <Add Finding> button. An <Edit> link is displayed
under the Action column on the right (Figure 3-45). This link re-opens the “Add/Edit Finding” screen for
editing of Finding information.

Figure 3-45: Add/Edit Activities to Assign to an Event Topic

Event Topics:

Select  Monitoring Type Id Status Response/Deadline Date Action

O Finding 001 Open 11/20/2010

| DeleteSelected | | AddFinding | | AddConcem |

[Sewe] | \Cancel]
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3.3.6.1.2 Procedure: Add/Edit a Concern

1.

Some of the information on this screen is similar to the “Add Finding” screen, including program

> This takes you to the “Add /Edit Concern” screen (Figure 3-46).
Figure 3-46: Add/Edit Concern screen

To add a concern, click <Add Concern> button on the “Add/Edit Monitoring/Audit/TA Event” screen.

Admin

Add/Edit Concern

*Indicates required fields
Originator: (UserName)
Reference Number: 2010-RFHA-010

Responsible Organization: City of Rockford

*Program Requirement Category: ELIGACTIV v

requirement category, activities the concern applies to, and the status of the concern. However,
narrative sections are shown as Description of Concern and Recommended Action (see Figure 3-47).
The level of detail for narratives is up to the grantee. No corrective action types or dates are required.

2.

Figure 3-47: Add/Edit Concern screen

*Program Requirement Category: ELIGACTIV |

*Activities:
Select Grant # Activity #
(. B-08-DF-17-0001 17710004
Delete Selected ] [ Select Activities I

*Concern Id: :RFHF\J 01

Concern Title: | Timesheets

Description of Concern:
Timesheets not signed

Recommended Action:
Must be completed by COB t.oclayi.

*Status: & Open O Closed

(Save )| Cancel |

After completing the information on this screen, click the <Save> button.
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> This re-opens the “Add/Edit Monitoring/Audit/TA Event” screen showing the ‘Event Topics’
saved at the bottom of the screen (Figure 3-48).

Figure 3-48: Add/Edit Monitoring/Audit/TA Event screen with Event topics

Event Topics:
select Monitoring Type Id Status Response/Deadline Date Action
[ Finding oo1 Opean 11/20/2010 Edit
|} Concern RFHA-101 Open MY A Edit
[ Delete Selected ] [ Add Finding ] [ Add Concern
[ Save ] | [ Cancel ]

As with Findings, an <Edit> link appears in the right-hand side ‘Action’ column on the list of
findings/concerns, which grantee users can use to edit findings/concerns.

3.3.6.2 Procedure: Add/Edit Audit Topic (GA)

1. Loginto DRGR and accept ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin> link in
the navigation bar.

» This action opens the “Add/Edit Monitoring/Audit/TA Event” screen (Figure 3-49).
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Figure 3-49: Add/Edit Monitoring/Audit/TA Event screen

Admin

Add/Edit Monitoring/ Audit/ TA Event

Reference-Number-has-been-entered.q]
Originator: (User Mame)

‘Audit’- Event: Type-isselected.q|
*Reference Numbert 2010-RFHA-03
*Event Type: O Monll:cunn-\ TTechnical Assistance (O Monitoring/Technical Assistance

*Responsible Organization: -\\

City of Rockford
*Event Conducted: & On-Site ) Remote

*Program Requirement Categories:
ELIG ACTIV e q -
Location,-Program-Requirement-

FHEQ Categories,~and-5tart-and-End-
Dates-have-been-designated.q

Responsible: Organization,-Event-

*Start Date: [10/182010 | sqiece Date (@er mm/ddivry)

End Date: 10252010 SalecyDace (ex: mendd/yvyyy) J

Report/Letter Date: Select Date (wx: mm/dd/yyyy)

Event Description:

Incerznall

Event Topics:

Select Monitoring Type Id Status Response/ Deadline Date Action
M ~= = .
ene Click <Save> button
[Save] | [ Cancel ]

2. After completing the screen, click the <Save> button. The “Add/Edit Monitoring/Audit/TA Event” screen re-
opens showing the “Monitoring/Audit/TA has been saved” message, and the <Add Audit Topic> button
activated (see Figure 3-50).

/Grantees are responsible for establishing requirements, as necessary, to ensure compliance
with Federal audit requirements by Responsible Organizations. The contract with the
Responsible Organizations should describe applicable compliance requirements and the
Responsible Organization’s compliance responsibility. Methods to ensure compliance for
Federal awards made to Responsible Organizations may include pre-award audits,
monitoring during the contract, and post-award audits. The ‘Add/Edit Audit Topic’ screen

Qllows Grantee users to add and edit an Audit Topic event. /
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Figure 3-50: Re-opened Monitoring/Audit/TA Event screen

Admin
Add/Edit Monitoring/Audit/TA Event

« Monitoring/Audit/TA has been saved.

Originator: (User Name)

*Reference Number: 2010-RFHA-03

L T T PR

*Event Type: OMonltonng ® Audit O Technical Assistance O Monitoring/Technical Assistance
Gos Pk B eirto s P iy sl PNt o Sy g bt

B L o sV

Event Topics:

Select
None

Monitoring Type Id

() | (G

Status

Response/Deadline Date

‘ Add Audit Topic '

Action

3. Click <Add Audit Topic>.

» This opens the “Add/Edit Audit Topic” screen (Figure 3-51 shows top section of the screen).

Figure 3-51: Add/Edit Audit Topic screen (Top section)

Admin

Add/ Edit Audit Topic
*Indicates required fields

Originator: (User Name)
Reference Number: 2010-RFHA-03

Responsible Organization: City of Rockford

*Activities:

Select Grant # Activity #

None

[ Delete Selected J[[ Select Activities ]]

Responsible Organization Conducting Audit Topic:

*Program Requirement Category: ELIGACTIV V:

You can select a Responsible
Organization that conducts the
Audit Topic (see Grantee User

Administration procedure).

You can also select activities for
the Program Requirement
Category selected.

Select a Program Requirement
(PR) Category from the drop-
down list and click <Select
Activities>.

This opens the “Search for

Activities to Assign to..." screen

4. The “Search for Activities to Assign to Event Action screen” is shown in (Figure 3-52).
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Figure 3-52: Search for Activities to Assign to Event Action screen

Admin
Enter one or more search

Search for Activities to Assign to Event Action criteria and click <Search=.

The screen re-opens with
search results at the bottom.

Responsible Organization:
City of Rockford

Search Critena
Grant #:

B-08-DF-17-0001 »

Grantee Activity Number:

Activity Type:

Activity Title:

Click desired Activity

.._.._ g
=
——

Type check box and then
click <Assign Activities to
Event Action>

Results Page 1 of 1
Grant #

B-08-0F-17-0001

(3 activities found)
Activity Type
Acquisition - buyout of residential properties
B-08-DF-17-0001 | Clearance and Demolition

B-08-DF-17-0001 | Administration

Grantee Activity # Activity Title

17710002 Rockford Buyout
17710003 Rockford Demolition
17710004 Rockford Admin fund

qr: Assign Activiies to Event Action p] | Retum To Event Action ]
—

—

> Clicking <Assign Activities to Event Action> brings you back to the “Add/Edit Audit Topic” screen

with the Activities listed (Figure 3-53).

Figure 3-53: Add/Edit Audit Topic screen (Top section)

Admin

Add/ Edit Audit Topic
*Indicabes required fields

Originator: (User Mame)
Reference Number: 2010-RFHA-032

Responsible Organization: City of Rockford

*pProgram Requirement Category: |ELIG ACTI

*pActivities:
Select Grant # Activity =
1 B-08-DF-17-0001 17710002
(| B-08-DF-17-0001 17710004
[  Delete Selected ﬂw 1)
e I

Responsible Organization Conducting Audit Topic:

Check the box of
the Activity(ies) you
want associated
with the Audit Topic

Event selected...

Then click <Select
Activities>.
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» The bottom section of the “Add/Edit Audit Topic” screen (Figure 3-54) enables you to enter
important Audit Topic information including ID, Description, Budget, and Status.

Figure 3-54: Add/Edit Audit Topic screen (bottom section)

*Audit Topic Id:

Audit Topic Title: Remember to fill in fields
with asterisks, asthese are
*Corrective Action Type:  Selectone v required for saving the

Description of Audit Topic: information to DRGR. When
you have finished making

your entries, click <Sawve>,

This saves the entire
contents for “Add/Edit Audit
Topic” to DRGR.

Corrective Action:

Amount Requested: 5
Amount Recovered:

Is this closed Audit Topic subject to future verification: CYes (Mo

*Response Deadline Date: Select Date
*Status: & Open O Closed *Closed Date: Select Date (ex: mm/ddiyyyy)
Follow Up:

|Save| I [ Cancel I

3.3.6.3 Procedure: Add/Edit Technical Assistance (TA) Event (GA)

Throughout the year, the Grantees continue the process of providing support to help
Responsible Organizations achieve their goals. This is accomplished by providing
Technical Assistance (TA) to address identified problems, evaluate performance, and
ensure compliance with regulations and program requirements. The ‘Add/Edit TA Topic’
screen allows Grantee users to add and edit a Technical Assistance Topic.

The procedure for adding/editing a TA Topic Event is almost identical to that for adding/editing an Audit
Topic event. The main exception is the selection of the Event Type on the “Add/Edit Monitoring/Audit/
TA Event” screen which should be either ‘Technical Assistance’ or ‘Monitoring/Technical Assistance’
(Figure 3-55).
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Figure 3-55: Add/Edit Monitoring/Audit/TA Event (TA Event selected)
Admin

Add/ Edit Monitoring/Audit/TA Event

Originator: (User Name)

*Reference Number: |20'|D-F<!FH,¢\—DS |

[*EventType: C'Monitoring O Audit & Technical Assistance O Monitoring/Technical Assistance]

*Responsible Organization:

City of Berwyn

*#Event Conducted: (& 0On-Site O Remote

*pProgram Requirement Categories:

ELIGACTIV ~
ENVIR

FHEO —

FINMGMT

LABOR v

*Start Date: |[10/15/2010 Select Date (ex: mm/dd/yyyy)
End Date: -IDJQD'JQD-ID Select Date (ex: mm/dd/yyyy)
Report/Letter Date: I:I Select Date (ex: mm/dd/yyyy)

Event Description:

General information technology assistance

Event Topics:

Select Monitoring Type Id Status Response/Deadline Date Action
None
[Ssve ] | [ Cancel ]

After saving entries on this screen, the <Add TA Topic> button is activated (Figure 3-56) and ready for
adding/editing one or more TA Topic Event, as accomplished with the Audit Topic Events procedure of
Section 3.3.6.2.
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Figure 3-56: Add/Edit Monitoring/Audit/TA Event screen w/ “Saved” message and <Add TA Topic>
activated

Admin

Note: The new TA Event

Add/Edit Monitoringf Audit/ TA Event

reference number and
@nmﬂuditﬁn has b@ related data have been

saved to DRGR.

Originator: (User Name)
*Reference Number: 2010-RFHA-08

*Event Type: O Monitoring O Audit & Technical Assistance ) Monitoring/Technical Assistance
*Responsible Organization:
City of Berwyn
*Event Conducted: & On-Site (O Remote
*Program Requirement Categories:

ELIG ACTIV ~
ENVIR

FHEOQ

LABOR v

*Start Date: 10/15/2010 Select Date (ex: mm/dd/yyyy)
End Date: 1D.'[2[JJIEGID Selece Date (&x: mm/dd/yyyy)

Report/Letter Date: Salect Data (ex: mm/dd/yyyy)

Event Description:
General informaction technology assiscance

<Add TA Topie> button
is now activated.

Event Topics:

Select Monitoring Type Id Status Response/Deadline Da
None

Action

‘ Add TA Topic ’

[save| | [ Cancel |

» The “Add/Edit TA Topic” screen is shown in (Figure 3-57).
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Figure 3-57: Add/Edit TA Topic screen
Admin

Add/Edit TA Topic

*Indicates required fields

Originator: (LUser Mame)

Reference Number: 2010-RFHA-08
Responsible Organization: City of Berwyn

Other Responsible Organization(s):

*Program Requirement Category: Select one b

*Activities:
Select Grant # Activity # On this screen, you can select a
e Program Requirement Category and
select Activities to be associated.
[ Delete Setected ) [ Select Activties ) You can also enter the TA Topic ID and

Title, Rationale, select TA Topic
*TA Topic Id: Provider, and include a Description

and Conclusion if applicable.
TA Topic Title:

After you have completed all entries,
*Rationale: | Select one b click <Sawve> button to save the
information to DRGR.

*TA Topic Provider:
[ Grantee Staff
[ Contractor’s Responsible Organization:

Description:

Conclusion:
[Save] | [Cancel

3.3.6.4 Procedure: Search Monitoring/Audit/TA Event (GA, FO)

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default “Admin” screen.
2. Inthe left navigation column, click <Search Monitoring/Audit/TA Event> link in the ‘Admin’ box.

3. This action opens the “Search Monitoring/Audit/TA Events” screen (Figure 3-58).

The ‘Search Monitoring/Audit/TA Events’ screen provides the user with the ability to
search and select Monitoring Events accessible to them. HUD HQ users have access to all
Monitoring Events; HUD field office users have access to all Monitoring events within
their territory and Grantees in their jurisdiction.
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Figure 3-58: Search Monitoring/Audit/TA Event screen
Login ID:TOO7GA m -
Role:Grantee Admin Action Plans Drawdown QPR Reports Grants
Admin
Ad‘mi” . | Search Monitoring/Audit/TA Event Help?
- Assocjate User to Grants I
- Certify Grantee Users Search Criteria
- View Subordinate Grantees Reference Number: Monitoring/TA Event Type: Responsible Organization:
- Edit Subordinate Grantees ’—l Selact Onti v ’_p—g—‘
- Upload Batch Data e plan

- Upload User Reguests

- Request New User Grant Number: Grantee Activity Number: Program Requirement Category:
- Manage Existing Users

o Monitoring/TA Start Date: From:[ | seesome Tor[ |seesoss
Monitoring/ Audit/ TA : Jdd/ F /dd)
- Add Monitoring/Audit/TA (s mmielyre) (s mmielyryr)
- View Al e Monitoring/ TA Report/Letter Date: From: Select Date To: l:l Select Date
Monitoring/Audit/TA

[ex: mm/dd/yyyy) (e mmy/dd/yyyy)

Search
Monitoring/Audit/TA

[Seoen | I | Feset

3.3.6.5 Procedure: View All Monitoring/Audit/TA (GA, FO)

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default ‘Admin’ screen.
2. Inthe left navigation column, click <View All Monitoring/Audit/TA> link in the ‘Admin’ box.
> This action opens the “View All Monitoring/Audit/TA Events” screen (Figure 3-59).

The ‘View All Monitoring/Audit/TA Events’ screen displays all Monitoring Events accessible to the
user. HUD HQ users have access to all Monitoring Events; HUD field office users have access to all
Monitoring events within their territory and Grantees to their jurisdiction.

Figure 3-59: View All Monitoring/Audit/TA Events screen

m Action Plans Drawdown QPR Reports Grants
Admin
View All Monitoring/Audit/TA Events Help?
Results Page 1 of 1 (7 Monitoring/Audit/TA Events found)

Reference Number Event Type w Start Date Report/Leiter Action

Reviewed /Assisted _ Date
Test Monitoringl Monitoring Preservation of Affordable 03/05/2015 View | Edit | Delete
Housing
Test TAL Technical Assistance |City of Chicago 03/04/2015 03/06/2015 |View | Edit | Delete
Test Auditl Audit City of Chicago 03/02/2015 View | Edit | Delete
Tast Monitor 2 Monitoring Mercy Portfolio Services 03/02/2015 View | Edit | Delete
Teast Monitor-TA1 Moqitm‘ing}TechnicaI Test RespOrg 03/12/2014 03/27/2014 |View | Edit | Delete
Assistance

LEAD BASED PAINT Technical Assistance |Mercy Portfolio Services 05/14/2010 05/14/2010 |View | Edit | Delete
DAVIS BACON SECTION 3 |Monitoring Mercy Portfolio Services 04/14/0010 04/23/0010 |View | Edit | Delete

3. Click <View> for the desired Event.

> This opens the “View Monitoring Event” screen (Figure 3-60).
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Figure 3-60: View Monitoring/Audit/TA Event screen

Admin

View Monitoring/ Audit/ TA Event
Originator: Rachelle Dunlap
Reference Number: 2008-DI-39/1
Ewvent Type: Technical Assistance

Responsible Organization:
City of Brashear

Ewvent Conducted: On-Site
Program Requirement Categories:
Start Date: 07/13/2010

End Date:

Report/Letter Date: 07/22/2010

Ewvent Description:
New Granteze meseting: Reviewed all applicable areas of compliance

Ewvent Topics:

Monitoring Type Id Status Response [ Deadline Date Action

Neone

Retum to Previous Page

3.3.6.6 Procedure: Search Event Topics (GA, FO)

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

» This action opens a default ‘Admin’ screen.
2. Inthe left navigation column, click <Search Event Topics> link in the ‘Admin’ box.

> This action opens the “Search Event Topics” screen (Figure 3-61).

The ‘Search Event Topics’ screen provides the user with the ability to search and select
findings and concerns accessible to them. HUD HQ users have access to all
findings/concerns; HUD field office users have access to all findings/concerns within
their territory and Grantees in their jurisdiction.
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Figure 3-61: Search Event Topics screen

Login ID: =
Admin
Role:Grantee Admin

Action Plans

Drawdown

Fill in as many of the various search

Admin
criteria fields as you wish to narrow

Search Event Topics your search. alp?

Search Criteria Then click <Search>=.

Reference Number:

. . Responsible Organization:
Use the <Help> link for assistance. sponsTe Orgarzaton

Utilitie TA Topic
- Print Page Audit Topic
- Profila
Grant Number: Grantee Activity Number: Program Requirement Category:
In:
Monitoring/ TA Start Date: From: - To: Satock at
(e mmdddlrry ) (e men/'ddywvy)
Monitoring/TA Report/Letter Date: From: Salect Date To: Selecs Dute

{wot: mmd'ddyyey)

(@ men/'ddywyy)

Event Status:
Sedect Opion ¥

Finding Response/ Deadline Date: Finding Close Date:

Select Daty Salect Dace

[ezez mmdeddlrwy ) (we men/ddywyy)

Search Reset |

> The Search screen is redisplayed with the search results appearing in a table based on the
search criteria.

3.4 Sub-Grant (GA)

Subgrants are used by a Grantee when an allocation of grant funds for one or more programs will be
administered directly by a separate organization, such as a unit of local government. Subgranting funds
in DRGR allows separate tracking of expenditures and performance by subgrants.

3.4.1 Procedure: Add Sub-Grant
1. After logging in and accepting the ‘Disclaimer,’ click <Grants> tab in the navigation bar.
> This opens the “View All Grants” screen (Figure 3-62).

Figure 3-62: View All Grants screen

Grants
View All Grants Help?
Grant Action Plan
State Grantee Name Grant Number Status Status QPR
IL Chicago, IL B-98-MU-17-0006 Close Reviewed and Add/Edit QPRs
Approved
IL Chicago, IL B-08-MN-17-0002 Active Reviewed and Add/Edit OPRs
Approved
IL Chicago, IL B-09-LN-I1-0025 Active Reviewed and Add/Edit OPRs
Approved
IL Chicago, IL B-11-MN-17-0002 Active Reviewed and Add/Edit OPRs
Approved
IL Chicago, IL B-13-M5-17-0001 Active Submitted - Await | Add/Edit OPRs
for Review
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2. Onthe “View All Grants” screen, click a <Grant Number> link for which you wish to add a Sub-Grant.

» This action opens the “View Grant” screen (Figure 3-63).

Figure 3-63: View Grant screen

- Print Page

- Help

- Repocts

Grants

View Grant

Close | | rViewGaﬁl'ﬁoq |  Grant Closeout Checklist

Grant Number:
B-99-RK-06-0002

Grant Name:
DRI 1999 (Los Coyotes Reservation, CA)

Grant Amount:
$10,000.00

T e  a a aa a  a

State Grantee: No

Appropriation:
869/20162

AL A A R A A A L A L S A A s

3. Inthe left column ‘Grants’ navigation box, click <Edit> link.

> This action opens the “Edit Grant” screen (Figure 3-64).

Figure 3-64: Edit Grant screen

Grants

Edit Grant

®Indicates Required Fiald

Help?

*Grant Number:
B-93-RE-06-0002

Grant Name:

¢/10000.00

Block Grant Drawdown
Blocked

Block Grant Obligation
Blocked

[ View Grant History

*Grant Amount: (ax: 559.555.54)

Add Sub Grant | Cancel

Remove Grant:
[J Remove

[ state Grantee

*Appropriation:
692062 v

CFDA Number:

HUD Vioucher Approval Threshold: (ex: 339,993.99)
000

TIN #

TN SR IS s 2 a0 b 000 1 B0 0 BP0 8B P B 1500 A B0 B PP B g 5 B g0 0 s P 88 o S B 0 8P 5B 05 D1t ]

4., To add a Sub-Grant, click <Add Sub Grant> button.
> This action opens the “Add Sub Grant” screen (Figure 3-65).
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Figure 3-65: Add Sub Grant screen

Grants
Add Sub Grant Sub Grant Number is the required entry on

“Indicates Required Fieki this screen. You may also enter any of the
other remaining fields.

ol 1 | | Click <Save=> to save your entries to DRGR.

This information appears on the “View
Grant” screen associated with this Grant.

Grant Numbear:
B-99-RK-D0&6-0002

"Sub Grant Number: Appropriation Name:

Sub Grant Name: Appropriation Code:

Sub Grant Amount: (ex: 555.555.559.55)
5

3.5 TA Rates and Staff (TA Providers only)

TA Providers with the Staff Rate role in DRGR use the System to obtain HUD approval of the hourly wage
rates for all staff persons (e.g., direct staff, contractor, and consultant persons) expected to work under
the TA award. TA Providers also use the System to associate the specific names of staff persons with
approved rates. HUD approval of rates is required before TA Providers can add staff to TA work plans in
DRGR. Note: In addition to the processes described below, information for rates and staff can be
uploaded in DRGR. See Chapter 9 — Data Uploads for more information.

3.5.1 Manage TA Staff Types and Rates

The System allows authorized users of TA Providers (e.g., users with the Staff Rate role in DRGR) to add,
edit, delete, view, and search for TA Staff Types and Rates, which require HUD approval. These actions
are complete using the “Manage Staff Types” link in the “Admin” module (Figure 3-66). Procedures to
complete each action are provided on the following pages.

3.5.1.1 Procedure: Add, Edit, or Deactive TA Staff Rate Types

Authorized users of TA Providers (e.g., users with Staff Rate role) can view and submit rates in DRGR via
If the user does not have the authorized role, this link is not available.

1. Loginto DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>
link in the navigation bar.

> This action opens a default “Admin” screen.
2. Inthe left navigation column, click <Manage Staff Types> link in the ‘Admin’ box (Figure 3-66).
> This action opens the “Manage Staff Types” screen (Figure 3-67).
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> On the “Manage Staff Types” page, the system displays options to search, view, and delete

existing Staff Types, Staff Rate Status, Rate Type, or Occupation Type; or an option to add a new
Staff Type (Figure 3-67).

Figure 3-66: Staff Links (for authorized TA Providers)

Staff

- Manage Staff Types
- Manage TA Staff

- Upload Staff Data

Figure 3-67: Manage Staff Types

Staff Type: Staff Rate Status: Rate Type: Occupational Type:

Select Option v [Select Option v [Select Option v

OccupationalType Effectrre Date Base Rate($) Fringe Rate($) Overhead Rate ($) A Rate ($) Total Rate($)

3. To edit staff types, click <Edit> link under the “Action” column.
> This action opens the “Edit Staff Types” screen (Figure 3-68).
4. To add staff types, click <Add Staff Type> button.
> This action opens the “Add Staff Types” screen (Figure 3-68).

Use the edit staff type option to correct mistakes or to change information requested by
HUD. Otherwise, use the add staff type.

Figure 3-68: Add/Edit Staff Type

Add Staff Types Edit Staff Type

* indicates required fields
* indicates raquired fields

*Staff Type: Frogram Analyst
*staff Type: *Effective Date:[01/01/2017  swert pate (ex: mm/de/yyyy)
*Effective Date:[08/28/2019  seiect bate (ex: mm/dd/yyyy) *Rate Type:|TBD v
*Rate Type: TED v *Occupational Type:|Pregram Manager v
*Occupational Type:[T8D v *Base Rate/Hour($):[1o0
*Base Rate/Hour($): *Fringe Rate($):100
*Fringe Rate(s):: *Overhead Rate($):[1.00
*Overhead Rate($):| *General & Admin Rate($):l100
*General & Admin Rate($):| *Total Rate per Hour($):ao0
*Total Rate per Hour($):| :urren:::ams_”pm.vm 1
atus: [Pending Approval v

Current Status:

*Status: Pending Approval v

Supporting Documents * Valid file extensions are: .png .gif Jpg .jpeg .doc .docx xls .xlsx .ppt .ppx .pdf

None

Supporting Documents * Valid file extensions are: .png .gif .jpg .jpeg .doc .docx .xls .xIsx .ppt .pptx .pdf | 444 4 4divional Documents | Remove Selected Document

Save | | ICanEe\

None

Add Additional Documents | Remove Selected Document

Save | | | Cancel
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TA Providers are responsible for compling with HUD Wage Rate standards and submitting the
appropriate rate information for HUD approval. The Wage Rate standards include submitting
supporting documents for certain rates and definitions for the options under Occuption Type
in DRGR. These standards are available online at
https://www.hud.gov/program_offices/comm planning/about/cpdta/guidance.

5. Complete each mandatory field (marked with an asterisk (*)).
» Staff Type: enter an appropriate staff type; use HUD guidance to complete this field.

> Effective date: enter a date in the proper format (mm/dd/yyyy). This action opens the “Add
Staff Types” screen (Figure 3-68).

> Rate Type: defaults to “TBD”; select a rate type from the dropdown menu (staff, consultant,
contractor).

> Occupation Type: defaults to “TBD”; select a occupation type from the dropdown menu. The
options in the dropdown are define in HUD guidance related to rates.

> Base Rate/Hour($), Fringe Rate($), Overhead Rate($), General & Admin Rate($), Total Rate per
Hour($): enter a numeric value in each field (zero is an acceptable value); do not use the dollar

sign (S).
» Current Status: populates the current approval status of the rate.

> Status: defaults to pending approval; select “Inactive” to deactive the rate.

Do not deactive a rate unless all reimbursement payments are complete, including indirect
cost rate adjustments, and all associated TA work plans have a “Closed” status in DRGR.

6. To add supporting documents to the staff type, click <Add Additional Documents> link.
» This action opens a field to browse.
7. Click the <Browse> button.

» This action opens a window to choose a file to upload into DRGR. Select a file and click the
<open> button.

8. To remove documents, click the checkbox for the document and then click <Remove Selected
Document> link.

9. To save and submit the staff type to HUD, click the <Save> button. Or to cancel submission of the
staff type, click the <Cancel> button.

> After clicking the <Save> button, the System displays an email configuration page (Figure 3-69:
Send Email).

» The user may add or remove email addresses, and edit the email message before it is sent.
Notice is sent to email addresses identified.

» Click <Send Email> to send the email notice. Or click <Cancel> to no send any notice.

Version 2.0 - August 2017 Page 3-45


https://www.hud.gov/program_offices/comm_planning/about/cpdta/guidance

User Manual — Section 3 Admin Module

Figure 3-69: Send Email

Send Email
Email Notification for TA Staff Program Analyst

*Indicates Required Field

addanyemailaddress@hud gov; removeanyemailaddress@hud.gov

test@hud.gov

*Subject:

DRGR Notification[35] - <subject can be edited>

*Message:

DRGR Notification[35] - <message can be edited>

Send Email

[ To add, edit, or deactive rates using the upload rate function, see section 9 of this manual. ]

3.5.1.2 Procedure: Delete TA Staff Rate Types

Authorized users of TA Providers (e.g., users with Staff Rate role) can delete rates in DRGR. If the user
does not have the authorized role, this link is not available.

1. After logging in and accepting the ‘Disclaimer,” click the <Admin> tab.

2. Inthe left navigation column, click <Manage Staff Types> link in the ‘Admin’ box (Figure 3-66).
> This action opens the “Manage Staff Types” screen (Figure 3-67).

3. Under the “Action” column, click the <Delete> link (Figure 3-70: Delete TA Staff Rate).

» This opens a popup screen to confirm whether or not the rate should be deleted (Figure 3-70:
Delete TA Staff Rate).

Figure 3-70: Delete TA Staff Rate

tatus: Rate Type: Occupational Type:
n hd Select Option VvV |Select Option hd

Message from webpage X

0 Are you sure to delete this Staff Type?

ke Rate($) Cancel Rate ($) GA Rate ($) Total Rate($) Status
00 $1.00 $1.00 $1.00 $4.00 Approved te Comments
00 $1.00 $1.00 $1.00 $4.00 Approved Edit Delete Comments
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4. Click the <Ok> button to confirm deletion. Or click the <Cancel> button to make no changes.

Rates associated with TA work plans cannot be deleted. Delete only rates not associated with
work plans. To deactive rates, use the upload rate function (section 9 of this manual).

3.5.1.3 Procedure: View HUD Comments by TA Staff Rate Type

Authorized users of TA Providers (e.g., users with Staff Rate role) and CPD Representatives assigned to
an award can view HUD comments for rates associated with that award in DRGR. If the user does not
have the authorized role, this link is not available.

1. Afterloggingin and accepting the ‘Disclaimer,’ click the <Admin> tab.

2. Inthe left navigation column, click <Manage Staff Types> link in the ‘Admin’ box (Figure 3-66).
> This action opens the “Manage Staff Types” screen (Figure 3-67).

3. Under the “Action” column, click the <Comments> link (Figure 3-71).
> This opens a popup screen to view comments from HUD (Figure 3-71).

Figure 3-71: View HUD Comments for TA Staff Rates

TA Staff Type Com nts

TA Provider Name: Rural Community Assistance Corporation
TA Staff Type: TBD-Adriane Skinner, TA Provider
Effective Date: 01/01/2017

Manage Staff Types

Search Criteria

Status: | Updated Time: Upduted Comments:
Staff Type: User: late Type: Occupational Type:

[ Approved | 2017-06-09 Donald Approved Select Option v Select Option v

12:00:26.0 L Stevens

197 Record(s) Displaying 1 l"rq Close

First Prev 12345678910

Stalf Type Rate Type | Overhead Rate ($) GA Rate ($) Total Rate($) Status Action
Adriane Skinner, TBD $1.00 $1.00 $4.00
TA Provider

Approved t Delete Comments

4. Click the <Close> button to close the popup window and return to DRGR.

Comments may include reasons a rate was rejected by HUD, and limitations on rates
approved by HUD.

3.5.1.4 Procedure: Search TA Staff Rates/Types

Authorized users of TA Providers (e.g., users with Staff Rate role) and CPD Representatives assigned to
an award can search for rates associated with that award in DRGR. If the user does not have the
authorized role, this link is not available.

1. After logging in and accepting the ‘Disclaimer,’ click the <Admin> tab.
2. In the left navigation column, click <Manage Staff Types> link in the ‘Admin’ box (Figure 3-66).
> This action opens the “Manage Staff Types” screen (Figure 3-67).

3. Under the “Search Criteria,” use the “Staff Types,” “Staff Rate Status,” “Rate Type,” and “Occupation
Type” dropdown menu to locate rates in DRGR.

> “Staff Types” are defined by the TA Provider based on HUD guidance.
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» The “Staff Rate Status” dropdown menu includes: Approved (e.g.,rates approved by HUD),
Inactive (e.g., rates no longer used for billing), Pending Approval (e.g., rates submitted for and

still pending HUD approval), and Rejected (e.g., rates not approved by HUD)

» The “Rate Type” dropdown menu includes: Staff, Contractor, and Consultant. These terms are

defined by HUD.

» The “Occupation Type” dropdown includes those associated with existing rates in the system.

4. Click the <Search> button.

» The search results are displayed on the same page.

» The user can sort the results using the headers for the search results.

» Click the <Search Again> link or the <Reset> button to restart the search.

3.5.1.5 Procedure: HUD Approval of TA Staff Rate Types

Authorized HUD persons can approve or reject TA staff rates. These persons include the CPD Rep and
other HUD staff assigned to the Staff Rate Approval group for the grant. Authorized HUD users have

access to the “Review Staff Types” link under the “Admin” menu.

Log into DRGR and accept the ‘Disclaimer.” On the “Welcome/News” screen, select the <Admin>

1.

link in the navigation bar.

» This action opens a default “Admin” screen (Figure 3-72).
2. Click the <Review Staff Types> link on the left menu.

> The system displays the “Review Staff Types” screen (Figure 3-72Error! Reference source not
found.).
Figure 3-72: Review Staff Type Link

Staff
- Review Staff Types

e Use the Search TA Staff Rate procedures (3-47, 3-47) to search for rates which require approval.
> Search results appear within the same window, on the Review Staff Types Screen (Error!

Reference source not found.).
Figure 3-73: Review Staff Types

taff
Review Staff Types
1 Record(s) Displaying 1 through 1
Base Rate($) Fringe Rate($)  Overhead Rate ($) GA Rate ($) Total Rate($) Status  Action

$1.00 $1.00 $1.00 $4.00 Pending View
Approval Documents

Select  TA Provider Staff Type Rate Type OccupationalType Effective Date
Rural Community Program Analyst Staff Program Manager01/01/2017 $1.00
Assistance
Corporation

Search Again

Review

» Use the “Search Again” link to re-do the search, if needed.

e To view supporting documents associated with a TA staff rate, click the <View Documents> link.
This action open a separate window with the supporting documents submitted by the TA
Provider (Figure 3-74: View Documents).
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Figure 3-74: View Documents

» Click the <Close> button to return to search results in DRGR.

e On the page with search results, click one or more checkboxes under the “Select” column, to
approve the rate.

e Then, click the <Review> button.
The system displays the “Review Comment” popup window (Figure 3-75).

Figure 3-75: Review Comments

Review Comments Close
Please enter review comments

Oapprove OReject O Inactive

e On the “Review Comments” popup window, select the approval action (Approve, Reject,
Inactive), add comments in the textbox, and click the <Submit> button, to complete the review
action.

The window will automatically close, after clicking the <Submit> button.

To close the “Review Comments” popup window without submitting approval or comments,
click the <Close> link at the top right of the window.

The system does not send email notices when HUD review decisions are complete. HUD staff
should send a separate email to the TA Providers. HUD review actions and comments are in
the DRGR and in Staff Rate reports in the Reports module.

3.5.2 Manage TA Staff

The system allows TA Providers with the Staff Rate user role to add, edit, and delete persons associated
with TA Staff Rates that have been approved by HUD.

3.5.2.1 Procedure: Add or Edit TA Staff
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TA Providers with the Staff Rate user role can add and edit staff persons associated with approved TA
Rates in DRGR via the “Manage TA Staff” link in the “Admin” module (Figure 3-76). If this link is not
available, then the user does not have the correct privileges in DRGR.

1. After logging in and accepting the ‘Disclaimer,’ click the <Admin> tab
2. Inthe left navigation column, click <Manage TA Staff> link in the ‘Admin’ box (Figure 3-76).
> This action opens the “Manage TA Staff” screen (Figure 3-76).

Figure 3-76: Manage TA Staff

Admin Add Staff
Maintenance
- Associate User to Grants * indicates required fields
Certifications *1Is staff a current DRGR user: () vas () No
- Certify Grantee Users
*Select User: v
FAQ ~First Name:
- Manage FAQ
Middle Initial: {
Subordinate Grantees . .
- View Subordinate Grantees Last Name: {
- Edit Subordinate Grantees Title: [
Upload Organization: [-—Please Select— v
- Upload Batch Data = .
- Upload User Requests Staff Type: ‘ ~—Please Select—- v
=Status: [-—Please Select—— v
User Requests
- Request New User | | Cancel
- Manage Existing Users
Staff Edit Staff
I
Middle Initial:
*Last Naml I
Organization: (|| | | v\
=Staff T')’De: ‘TSD-* V.‘
*Status: [ Active ~]
Save | | | Cancel

3. To add TA staff, click the <Add Staff> button.
> This opens the “Add Staff” screen (Figure 3-76).

4, To edit TA staff, use the search criteria to search for a rate, and in the search results, select the
name of the staff person in the search result.

> This opens the “Edit Staff” link (Figure 3-76).

If there are multiple TA Staff Rates associated with a single person, then add the person in
DRGR multiple times, so that the person is associated with each TA Staff Rates.

5. Complete the mandatory fields (e.g., fields marked with an asterisk (*)) on the screen.
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> Is staff a current DRGR user? Click “Yes” or “No” to answer the question.

> Select user: select the name of the DRGR user. If the staff person is not a DRGR user, the field is
grayed-out.

> First Name, Middle Initial, Last Name: enter the name of the staff person. If the staff person is

a DRGR user and a name was selected from the “Select user” field, the person’s name is

populated.

Title: Enter the title of person.

Organization: Select the name of the organization for which the person works.

Staff Type: select the HUD approved rate associated with the person

Status: status defaults to “Active” but can be changed to “Inactive,” if the person and rate are

no longer used under the TA award.

YV VY

Do not deactive a person unless all reimbursement payments are complete, including
indirect cost rate adjustments, and all associated TA work plans have a “Closed” status
in DRGR

e Do not change the associated rate for a person, unless there is an actual error. Any
existing person who gets a new hourly rate should be added as a new person in DRGR.

6. Click the <Save> button to save the Staff information in DRGR. Or click the <Cancel> button to
return to the previous screen.

Staff can be added to rates only after the rates are approved by HUD. TA Providers are
responsible for adding staff to HUD approved TA Rates, as per the HUD Wage Rate standards.
These standards are available online at

https://www.hud.gov/program offices/comm planning/about/cpdta/guidance.
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