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6. Quarterly Performance Report (QPR) Module

The QPR module in DRGR provides a tool and framework for communication of grant program progress
to HUD and the public. Quarterly Performance Reports are tools for grantees to identify progress
towards statutory requirements, such as achievement of national objectives and expenditure
milestones, and provide a vehicle for grantees to tell their stories of how investments are achieving
results in their communities.

The QPR reports accomplishments for each quarter and on a cumulative basis at the grant and activity
level by:

e |dentifying accomplishments once a national objective has been met
e Pulling financial data as entered in the Drawdown Module
e Providing narrative detail on progress of the grant as a whole and per activity

Timely submission of QPRs in DRGR is an important step in reporting accomplishments. The data in the
QPR is aggregated and sent to Congress and is also placed on the DRGR Public Data Portal.

Grantee users add, enter information, and submit the QPR for HUD approval. HUD users review QPRs
and are able to enter comments when approving or rejecting them. In very rare circumstances, HUD
Superusers also have the ability to “unapprove” QPRs as needed.

QPR Overview

6.1.1 QPRs and Action Plans Interrelationship

A QPR is integrally tied to the Action Plan. Grantees report on activities in the QPR based on the set up,
budgeting and proposed accomplishments in the Action Pan. If an Activity is not set-up in the Action
Plan, it will not be available for reporting in the QPR. Further, if an accomplishment is not proposed in
the Action Plan, it will likewise not be available for reporting in the QPR. For this reason, QPRs cannot be
submitted by a grantee if changes have been made to the Action Plan (e.g. Projects or Activities added,
budgets modified, etc.) until those changes are reviewed and approved by HUD.

Both QPRs and Action Plans follow the same review process shown in Figure 6-1. Section 6.1.2 below
provides additional information on the rules governing QPR and Action Plan processes.

Figure 6-1: Action Plan / Reporting Process showing relationship among Grantee, HUD, AP, and QPR

DRAFT Submitted- REJECT

Originalin Progress A ULy Rejected - Await for
Modification
EDIT / APPROVE

Submitted-

Reviewed and
Approved

Modified-Resubmit
When Ready
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6.1.2 DRGR Rules for the Action Plans / QPRs Process

The Action Plan must be in ‘Reviewed and Approved’ status in order for a grantee to submit a QPR.
When Action Plans are in approved status, grantees can continue to add and submit QPRs for approval
regardless of the status of prior QPRs. However, grantees should submit and HUD staff should approve
QPRs in order since the data is cumulative based on prior QPRs.

Action Plan changes should be submitted well in advance of QPR due dates to allow time for HUD
review of Action Plan changes. Grantees are encouraged to coordinate with their HUD CPD
Representatives on submissions of Action Plans to avoid interference with QPR submissions.

6.1.3 QPR Due Dates

A grantee’s first QPR is due 30 days after the first full quarter after the initial grant agreement is signed.
Due dates vary by grant appropriation. With the exception of NSP2, most grant programs follow the due
dates below (NSP2 QPRs are due 10 days following the Reporting Period end date):

Reporting Period End Date Grantee QPR Submission Deadlines
31-March 30-Apr
30-Jun 30-Jul
30-Sep 30-Oct
31-Dec 30-Jan

6.1.4 Submit QPR Roles

All grantee users except ‘View Only’ users can edit QPRs. However, in order to submit a QPR to HUD,
grantee users must have an additional ‘Submit QPR’ role. See Section 3 — Admin Module for more
information on adding and changing grantee user roles.

6.1.5 Subordinate Grantees

Grantee Admin users can elect to authorize restricted access to users from Subordinate Grantees. This
access includes an ‘Edit QPR’ role, which allows authorized Subordinate Grantee users to edit activities
in the QPR for which they are the primary Responsible Organization. Subordinate Grantee users can
never submit a QPR or edit activities where they are not the primary Responsible Organization.

See Section 3 — Admin Module for more information about associating a Subordinate Grantee and
assigning roles, including the ‘Edit QPR’ role, to Subordinate Grantee users.

6.2 QPR Functions

Grantees can perform a variety of functions in the QPR module to complete and modify grant reporting.
The basic grantee QPR functions include:

e Adding a QPR to a grant, including adding ‘missing’ QPRs

e Editing a QPR, including adding accomplishment data and completing ‘prior period corrections’
(as necessary)

e  Submitting a QPR
e HUD Review of QPR

e Viewing and Downloading a QPR
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In addition, Grantee users are able to complete the QPR-related function of maintaining addresses. HUD
users review submitted QPRs. HUD users also complete Grant Closeout Checklists (see Appendix 1) once
a grant is ready for closeout.

6.2.1 Add QPR

The following section describes how grantees add QPRs in DRGR, including adding missing QPRs. If a
QPR is not available for a particular quarterly reporting period, the grantee will need to add the QPR
before entering/editing Performance Report information.

6.2.1.1 Procedure: Add QPR

The steps to add a QPR are shown below:

1. Following login and acceptance of the “Disclaimer”, click the <QPR> tab in the navigation bar.
> This action opens the “View All Reports” screen (Figure 6-2).

Figure 6-2: QPR View All Reports screen

jarterly Performance Report
View All Reports Hed?
State  Grantes Name Grant Number ::':L w QPR
VA State of Virginia B-06-DR-5] ] Close , I Add/EGit OPRs
VA State of Virgmia B-08-D0-51-0001 Close
VA State of Virginia B-97-D4-51-0001 Close Add/Edit QPR
VA State of Virginia B-88-Di-51-0001 Close Add/Edit OFRs
VA State of Virginia B-05-D)-51-0001 Chose i Add/Edit OPRs
VA State of Virginia B-08-DN-51-0001 Actve =_.-_._

2. Inthe right ‘QPR’ column, click the <Add/Edit QPR> link for the desired Grant.
> This action opens the “Add/Edit QPRs” screen (Figure 6-3).
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Figure 6-3: Add/Edit QPRs screen

Quarterly Performance Report

Add/Edit QPRs - I

Grant Number: T-09-NN-36-0003

Grant Status: Active

Grant Amount: SN

Due Date

01/30/2012

10/30/2011

07/30/2011

04/30/2011

01/30/2011

10/30/2010

Date Submitted

07/29/2011
04/29/2011
'01/29/2011

10/29/2010

Download Print Version

Download Print Version

Download Print Version

Download Print Version

Download Print Version

Help?
Contract Start Date: 10/08/2009

Contract End Date:

Status

Original - In Progress

Reviewed and Approved
Reviewed and Approved
Reviewed and Approved

Reviewed and Approved

3. To Add a Quarterly Performance Report, click the <Add> link for the next/current QPR.

> This action opens the “Add Performance Report” screen (Figure 6-4).

» The system generates a due date for the QPR after the last one created, but each QPR must be
added by grantee staff on this screen. If a grantee stops adding QPRs, new prompts for due

dates are not generated.

» The <Edit> link is available for QPRs that have been added and that have not yet been submitted

for review.
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Figure 6-4: QPR Add Performance Report screen

Performance Report

Add Performance Report Helad

indcated Aaguered Fuld

Grant Number: Contract Start Date: QPR Start Date:
B-08-DN-51-00:01 O3 2005 07012014
Grantes Name: Contract End Date: QPR End Dave:
Stabe of Virginia 09f30/2014
[save| | | Subma | | | Concel | | |  Upload QPR Data

Usie Existing Contact
Sedact Corlact -

Al Bew Contact

Activity Report
Note: The QPR mast be saved before an individual Activity can be reported on, Chick the "Save™ button Lo continue,

[ +] Project # Project Tithe Project Budget
001 Aoquisition £352,987 020.98
B EO0-0 Hatle Admirdstralion S070,456,00
B too-1 Planning Grants $152, 000,00

*Chwerall Progiress Marratie

B fIE|S

BO000 Charsctiry Lof

Additional Matching Funds - Repart on Matching Funds not related to sy individunl actiity

4. Select a contact from the <Use Existing Contact> dropdown list, or add a new contact by clicking the
<Add New Contact> button.

» Clicking the <Add New Contact> button opens a new “Add Performance Report” screen (Figure
6-5) where users can enter the name and contact information of a new contact.
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Figure 6-5: QPR Add Performance Report screen with Add New Contact entries

Add Performance Report

= frughel anes. Fegpmad F o]

Gramt Munber: Contract Start Dates OPR S1ar Dates
B-05-DiN-51-0001 03F LT/ 2009 o701 3004

Gramtes Mame: Contract End Date: QP End Date:
State of Wkginla a0/ 2004
Saren Submt | || Ganosl || Lipioad GHEH Dala

e Mew Contact
*Firsl Hame: *Comtact Ensail:
Huwarung Hl el Temp com
*Last Mame: *Comtact Fhone:
Wiy POESLRETY

Lisn Exsting Contact

5. Enter a narrative in the ‘Overall Progress Narrative’ field (required).

/ Overall Progress Narrative \

The progress narrative is especially helpful to report on the status of activities
before expenditures start such as: # of contracts awarded/agreements signed,
pending environmental review or procurement. This can help to communicate why
it doesn't look like progress is being made (expenditures or performance
measures). The level of detail is up to the grantee.

This space can also be used to report other accomplishments for programs that
don’t fit into performance measures. These could include special accomplishments

Qnder the activity like community outreach. /

6. If there are ‘Additional Matching Funds,’” enter dollar amounts in the field provided.

7. The <Save> button saves all entered information and adds the Performance Report.

> This action returns you to the “Add/Edit Performance Report” screen where the ‘Add’ status in
the ‘Action’ column is updated to include ‘View’, ‘Download Print Version’ and ‘Edit’ links.

Note: The QPR must be saved before grantees can report on individual activities.

8. The <Cancel> button cancels all information that has been changed since the Performance Report
was previously saved.

> This action returns you to the “Add/Edit Performance Report” screen.
6.2.1.2 Procedure: Add Missing QPR

In DRGR, QPRs will not automatically be created if there are no financial transactions, such as obligations
or vouchers completed, during the quarter. Grantees are normally prompted to report after each full
quarter after grant agreements are signed. If this does not occur, please contact your CPD
Representative to work with DRGR_Help@hud.gov to make sure the correct contract date is entered so
grantee staff can add QPRs for the period.

Even with the contract dates, sometimes DRGR may skip a period when there are no financial
transactions. Grantees will need to add these ‘missing’ QPRs following the steps below:
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1. Follow steps 1 and 2 above in Section 6.2.1.1.
» These steps result in the “Add/Edit Performance Report” screen being displayed.

» If there is a missing QPR an <Add Missing QPRs> button will appear on the “Add/Edit
Performance Report” screen (Figure 6-6).

2. Click the <Add Missing QPRs> button
» The missing QPR(s) will be added and displayed on the “Add/Edit Performance Report” screen.
Figure 6-6: QPR ‘Add Missing QPRs’ button

Due Date Date Submitted Action Status
07/30/2012 Add

04/30/ 2012 04/24/2012 View Download Print Version Reviewed and Approved
01/30/ 2012 01/27/2012 View Download Print Version Reviewed and Approved
10/30/2011 12/01/2011 View Download Print Version Reviewed and Approved
07/30/2011 07/28/2011 View Download Print Version Reviewed and Approved

|
[ Add Missing @PRs | |

6.2.2 Edit QPR

After QPRs are added and saved, the next step is to edit reporting for individual activities. Generally,
grantees will report only on activities that have shown progress (e.g. achieved a national objective,
expended funds) during the reporting period, and may not need to report on every activity established
in the Action Plan. Further, DRGR will not automatically generate an activity for editing in the QPR if
there have been no financial transactions (e.g. obligations, drawdowns) completed in the reporting
period.

However, reporting on activities is at the discretion of the grantee’s CPD Representative. Grantees are
encouraged to coordinate with their CPD Representatives outside of DRGR to understand reporting
expectations.

Note: In addition to the procedures described in this section, grantees can complete a variety of QPR
edit functions using DRGR data upload capabilities. For more information about data uploads. See
Section 9 — Uploads.

6.2.2.1 Procedure: Edit QPR - Edit Activity screen

The first step in editing individual activities in the QPR is to navigate to the “Edit Performance Report —
Activity” screen, which provides the basis for all activity reporting. This section details the process to
navigate to the “Edit Performance Report — Activity” screen. Subsequent sections detail how to report
on “Direct Benefit” (Section 6.2.2.2) and “Area Benefit” activities (Section 6.2.2.3).

Follow the steps below to access the “Edit Performance Report — Activity” screens:
1. Following login and acceptance of the “Disclaimer”, click the <QPR> tab in the navigation bar.

> This action opens the “View All Reports” screen (Figure 6-7).
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Figure 6-7: QPR View All Reports screen

Quarterly Performance Report
View All Reports Help?
Grant Action Plan
State Grantee Name Grant Number Status Status QPR
VA State of Virginia B-96-DR-51-0001 Close Original - In Add/Edit QPRs
Progress
VA State of Virginia B-98-DD-51-0001 Close Reviewed and Add/Edit QPR3
Approved
VA State of Virginia B-97-DU-51-0001 Close Reviewed and Add/Edit QPRs
Approved
VA State of Virginia B-98-DU-51-0001 Close Modified - Resubmit | Add/Edit OPRs
When Ready
VA State of Virginia B-05-0J-51-0001 Close Reviewed and Add/Edit QPR3
Approved
VA State of Virginia B-08-DN-51-0001 Active Reviewed and Add/Edit QPRs
Approved

2. Inthe right ‘QPR’ column, click the <Add/Edit QPR> link for the desired Grant.
> This action opens the “Add/Edit Performance Report” screen (Figure 6-8).

Figure 6-8: Add/Edit Performance Report screen

Performance Report

Add/Edit QPRs - State of Virginia et
Grant Number @ B-08: 08510001 Contradt Star Date: 0371772009

Grant Stalus: Active Contract End Date:

Cermnt Avward Aotz $38, 740 031,00 LOCCS Authorized Amount: $38,749 931,00
Maintain Address(s)

= - Actusl pancd dows not match Ragorting panod

ki Date R porting Pemod At Erate: Seileimaned Type Status SaibiEtter

10730/ 2004  OF01/2014 - O/ 30/2014

O7f30/3014 04/01/3014 - D6 B02014 iy Deramlond Peint Version G OEA03F0 14 Rejected - Awnit for Modsicaticn WHITGA - W
04302014 01012014 - 037312004 View Cecremiloasd Prinl Versicn IS0 B4 Reeviewed and Approned WHITGA - W
ml#30/ 3014 1013013 - 12731120173 WiEw Dommdond Print Versipn DEfLLF2014 Ruwiereed and Approwed WHITGA - W

3. To edit an existing Quarterly Performance Report, click the <Edit> link for the desired QPR reporting
period.

» This action opens the “Edit Performance Report” screen (Figure 6-9).
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Figure 6-9: QPR Edit Performance Report screen

Performance Report

Edit Performance Report
FinkCated Requred Fald

Gerand Number:
B-08-DN-51-000]

Grantee NManme:
State af Wirginda

L Existing Contad
Tranes Mharnyan {soeid(eeanc com)

Mk Barw Conlach

Coniract Start Daie:
O3 2005

Contract End Date:

PR Start Date:
04/01/3014

PR End Dates

Activity Report - Select the Activity bo report on

D6/30/2014

Lipicesd PR Dada

[ = Project # Project Tithe Project Budget
B on Aequisition $52,987,020.58
Grantee Actny Mumber Activiny Titke Responsible Ohrmanization Acthaty Budget
OF-HSP-01 - Loudoin Co, - Aomssition Acaulsith Lowudoun County $4,045, 208, 38
OF-HSP-02 - Coroline/Spolsylvainia - Acqimsition CVHC 6,913, 346,44
B 100-2 Local Adménistraticng $4.870,02%.48
B BoxT Buckost Project/Perotmande Pool $0.00

BT Charachers Lefl

Saw) | | Sebml | | | Concsl

Additional Matching Funds - Repat on Matching Funds not related to any individual nctivity

4. Use the ‘Grantee Activity Number’ links to select the activity you want to edit from the left column
‘Grantee Activity Number.’

Note: Activities are grouped by their associated Project on the “Edit Performance Report” screen.
Users can click the blue arrow icons to hide and show activities within each project.

» This action opens the “Edit Performance Report — Activity Page 1”.

» This screen will be the beginning point for reporting on individual activities in the QPR.

6.2.2.2 Procedure: Edit QPR - Direct Benefit Activities

The QPR will show all performance measures for which the grantee has proposed in the Action Plan. In
addition, the activity designation of ‘Direct Benefit’ and ‘Area Benefit’ in the Action Plan will impact
reporting in the QPR at the activity level. See Section 4 — Action Plan for more information on activity

set-up.

For ‘Direct Benefit’ activities, reporting for households assisted (including race and income information)
should only be done once an end-use has been met (e.g. achievement of a national objective).
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In addition, it is important to note that in the QPR, accomplishments (and expenditure and matching
funds information), should be entered only for the quarterly reporting period.

DRGR calculates all cumulative data entered by the grantee from current and prior reports. These
cumulative totals can be accessed via the “Edit Performance Report — Activity” screen or by generating a
report in the reports module (see Section 7 — Reports for more information).

If users (in error) enter the total/cumulative accomplishments for an activity in each QPR, the system
will aggregate all reported totals and have an inaccurate and inflated accomplishment (or expenditure
or matching funds) value for the activity. This situation will also likely lead to system errors when users
report on the activity in current/future QPRs. These types of errors can typically be addressed using the
“Prior Period Correction” procedure described in Section 6.2.2.4.

Note: To edit a ‘Direct Benefit’ activity in the QPR, follow the steps outlined below.
1. Follow steps 1-4 in Section 6.2.2.1 and select a Direct benefit Activity.

> At the conclusion of these steps, the “Edit Performance Report — Activity Page 1 (for Direct
Benefit activities)” will be displayed (Figure 6-10).

2. Optional but Recommended: click the <View Cumulative Totals> link prior to entering data to
determine what data has already been entered in prior QPRs for the activity.

Figure 6-10: Edit Performance Report (Direct Benefit) — Activity Page 1 screen

Quarterly Performance Report

Edit Performance Report - Activity Page 1 Help?

Granty@“uber: QE™Start Dgte: Completmd ptiniesnct

View Cumulative Totals

*Direct Benefit Data by Households

Race /Ethnicity
Owner Total Households

Race Total Hispanic/Latino | Total Hispanic/Latino
—Select- -
Totals

Female-Headed Households

| Add Another Race by Households

Income Levels

Owner Total
Total Number Low
Total Number Moderate

Total Households

| Save and Continue to Next Screen | | ‘ Save Activity Beneficiaries | | |Cance||

3. Enter ‘Race/Ethnicity’ data by selecting a race from the dropdown menu and entering numeric
values in the Household fields. Values must also be entered for any households that are
‘Hispanic/Latino’ in the designated Household fields.

» Click the <Add Another Race by Household> button to add another race.
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4. Add values for ‘Female-Headed Households’ in the designated fields.
5. Enter values designating the income levels for the assisted households.

Note: Race/Ethnicity, Female-Headed Household and Income fields will include ‘Owner’ and/or
‘Renter’ fields depending upon the selection of Owner and/or Renter housing tenure type proposed
in the Action Plan.

6. If, and only if, the activity is complete (including being marked complete in the Action Plan), enter an

end date in the ‘Completed Activity Actual End Date’ field.

7. Click the <Save and Continue to Next Screen> button (users can also click the <Save Activity
Beneficiaries> button to save the information entered on this screen without moving on).

Note: DRGR will provide the user with an error message upon saving if the cumulative numbers of
total households (including the data entered in the current QPR) do not match across the
‘Race/Ethnicity’, ‘Female-Headed Households’ and ‘Income’ data sections.

» This action opens the “Edit Performance Report — Page 2” screen.

8. On the “Edit Performance Report — Page 2” screen, click the <Add Addresses> button to add
addresses once a property has reached its end use for the activity (Figure 6-11).

Note: Adding addresses into DRGR is not always required for every appropriation. Check with your
CPD Representative if you are unsure whether addressees are required to be entered for your grant.

Note: Addresses should only be entered once in DRGR, and entered only in the quarter when the
property met an end use. Addresses can be managed across QPRs using the ‘Maintain Addresses’
function — see Section 6.2.5 for more information.

Figure 6-11: Edit Performance Report (Direct Benefit) — Activity Page 2 screen — Add Addresses

All Addresses
| CheckAll || UncheckAll |

Select State ‘Address City Zip Status |Accept View Detail View Map
Georgia - | 314 Lemon St Fitzgerald 31750 - 371 y No
Georgia - | 2605 McCoy Ln Albany 30 - 5417 v No
Georgia ~ | 634 Bowman St Macon 31217 -4102 )y No

‘ Add Address | I Validate Selected | ‘ Delete Selected

Actual Accomplishments Actual Total

# nf Qinnlafamihs Hnitc

9. Once address information has been entered, select the added addresses using the checkboxes to
the left of each address and click the <Validate Selected> button (Figure 6-12).

> This action will cause a Geocode Service Center (GSC) to verify the selected addresses and will
result in a match percentage showing in the ‘Status’ column (Figure 6-13).

Figure 6-12: Validate Addresses

All Addresses

[ CheckAll || UncheckAl

Select [State Address City Zip Status |Accept View Detail View Map
F Georgia - | 314 Lemon St Fitzgerald 31750 -3/ ] No

[ Georgia ¥ | 2605 McCoy Ln Albany 31701 - 5417 v No

7 |Georgia -~ | 634 Bowman St Macon 31217 - 4102 Y No

‘ Add A;jdress ‘ ‘ Validate Selected | [ Delete Selected

Actual Accomplishments Actual Total

# of Singlefamily Units
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Figure 6-13: Addresses Validated by HUD GSC

All Addresses
[ CheckAll | [ UncheckAl

Select |State Address City Zip Status |Accept View Detail View Map
Georgia * 314 Lemon St Fitzgerald 3B -3m ) No ‘ View Results J‘! View Map ‘
Georgia ~ | 2605McCoyLn Albany 31701 - 5417 “"(1009%) No | View Resulls Iﬂ ViewMap |
Georgia ~ 634 Bowman St Macan 31217 - 4102 7" (100%) |No | ViewResults || ViewMap |
| Add Address ‘ | Validate Selected 1| ‘ Delete Selected ‘

10. Click the <View Detail> button to see additional information about the address entered.

» GSC details will be displayed (Figure 6-14).

Figure 6-14: HUD GSC Details

GSC Details o

Address Returned: 314 Lemon St,Fitzgerald, GA 31750-3711
Address Submitted: 314 Lemon St,Fitzgerald,GA 31750-3711
Status: Not Match Match Confidence: 0%

Geographical Coding Information:

Latitude: null Longitude: null

GSC Status Message: Multiple Match

11. Click the <Accept> button to accept the address.
12. Optional: users can click the <View Map> button (Figure 6-13) to see the address on a map.

13. Optional: users can select whether or not to have entered addresses display in the QPR (or Action
Plan) PDF download by checking or unchecking the ‘Visible on PDF?’ checkbox (Figure 6-15). Private

residential addresses should not be visible on a PDF. See additional information about QPR PDF
downloads in Section 6.2.4.

> If the box is unchecked, addresses will not be visible on QPR (and Action Plan) PDF downloads.
> If the box is checked, addresses will appear on QPR (and Action Plan) PDF downloads.

Figure 6-15: Example of Optional Accomplishments
All Addresses

CracicAl || Unchcichd

* Plaida inlect Sava QPR Activity bifors cheking e Entar Diti Buttos locatid usder thi Seppact 1af Caluma

Salect  State Asdrsai City i Statwn  Accept  View Dstail Wiaw Mag supgart Tafs Wisible on POFT

i B33 P Bve Exter Rt ] . Wo ]

[

: r = b <
i A Ve cale braed D Grmcied

14. Enter any ‘optional’ Actual Accomplishments for the reporting period on the “Edit Performance
Report — Page 2” screen (Figure 6-16).

Note: ‘Optional’ accomplishments available in the QPR will depend on the proposed
accomplishments in the Action Plan.
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Figure 6-16: Example of Optional Accomplishments

Actual Accomplishments Actual Total
# of Properties

#Energy Star Replacement Windows
#Additional Attic/Roof Insulation
#Efficient AC added/replaced
#Replaced thermostats

#Replaced hot water heaters

#Light Fixtures (indoors) replaced
#Light fixtures (outdoors) replaced
#Refrigerators replaced

#Clothes washers replaced
#Dishwashers replaced

#Units with solar panels

#Low flow toilets

#Low flow showerheads

15. Enter Actual Accomplishments for Housing Units (as applicable) for the reporting period (Figure
6-17).

Note: Accomplishment fields will depend on activity set-up in the DRGR Action Plan.

Note: Cumulative unit values (including entries in the current QPR) must match across household
values entered on the “Edit Performance Report — Activity Page 1” screen. If cumulative values do
not match, a system error will occur when saving the QPR activity edits. See Section 6.2.2.4 for
information on correcting data errors.

Figure 6-17: Example of Housing Unit Accomplishments

Actual Total

# of singlefamily Units

# of Housing Units

16. Enter ‘Total Funds Expended’ (required), ‘Most Impacted and Distressed Expenditures (MID)’ (as
applicable) and ‘Match Contributed’ (as applicable) for the quarter being reported (Figure 6-18).

Grantee users must enter MID expenditures for each activity that will count toward the MID
threshold requirement.

e If an activity is only available in MID areas, the MID expenditures should equal the Activity
expenditures.

e If an activity is available in MID areas and outside MID areas, the MID expenditures should
equal the amount of funds expended in the MID areas.

e [f an activity is not available in MID areas, the MID expenditures should be left blank or
$0.00.

Note: Other financial information on the “Edit Performance Report — Page 2” screen (e.g. Budget,
Obligation, Funds Drawdown and Program Income Received) is automatically pulled and aggregated
from the grantee’s Action Plan entries and Drawdown module transactions in DRGR.
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Figure 6-18: QPR Activity financial information
Total Funds Drawdown $0.00 £2,351,882.82
Program Funds Drawdown: $0.00 £2,351,882.82
Program Income Drawdown: $0.00 £0.00
Program Income Received: $0.00 £0.00
Total Funds Expended: $0.00 £2,351,882.82
Seaside Heights Borough & £2,351,882.82
Match Contributed: & £0,00
Most d and Di pended $0.00

Supporting Documents * Valid file extensions are: .png .gif .jpg .jpeg doc docx s .xlsx .ppt .ppt pdf
None

Add Additional Documents | Remove Selected Document

Activity Narrative

B 7|

Save QPR Activity | | Cancel Edit QPR Activity

17. Optional: grantees can attach documents and images as supporting information for the activity (e.g.
a photo of completed housing rehabilitation) by clicking the <Add Additional Documents> link in the
‘Supporting Documents’ section (Figure 6-19).

» If the attached supporting document is an image file, the image will be displayed in the
Supporting Document section for the activity in the QPR PDF download.

18. Add a narrative describing the progress and status of the activity in the ‘Activity Narrative’ text field
(Figure 6-19).

Figure 6-19: QPR Supporting Documents and Activity Narrative
Supporting Documents * Valid file extensions are: .png .gif .jpa .jpeg .doc .docx .xls .xlsx .ppt .pptx .pdf

Mone

Add Additional Documents | Bemove Selected Document

Activity Narrative

Test

=
b
11
1]
55

Sarve and Ecil Proveouss Soren I Savn GEH Ackvlty =

19. When complete, click the <Save QPR Activity> button to save all entered information.

» This action returns you to the “Edit Performance Report” screen with a “Success: QPR Activity
has been added” message.

» Click the <Edit Previous Screen> button allows you to return to the “Edit Performance Report —
Activity Page 1” to carry out any edits on the values entered on that page.

» The <Cancel> button cancels any of the information entered into the report since the last save
took place and returns the user to the “Edit Performance Report” screen with no changes.
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6.2.2.3 Procedure: Edit QPR - Area Benefit activities

Area Benefit activities differ from Direct Benefit Activities in that beneficiaries of the activity are
determined by the service area entered in the DRGR action plan (via U.S. Census Data or Survey Data).
Therefore, for Area Benefit activities, grantees do not have to enter beneficiaries in the QPR (e.g. race
and income household data); this information is pulled into the QPR from the grantee’s action plan.

In the QPR, grantees will only report on optional and required unit accomplishments, enter addresses,
enter expenditures and matching funds, and add an activity narrative. These reporting functions follow
the same process described in Section 6.2.2.2 for Direct Benefit activities; however, all reporting is
accomplished on one page of the “Edit Performance Report — Activity” screen (there is no page 2 for
Area Benefit activities).

As with Direct Benefit activities, all accomplishment data should be entered only when an end-use is
met for the activity, and all information entered in the QPR should reflect only values for the reporting
period (i.e. do not enter cumulative information).

To edit activity reporting for Area Benefit activities, follow the steps below:
1. Follow steps 1-4 in Section 6.2.2.1 and select an ‘Area Benefit’ Activity.

» At the conclusion of these steps, the “Edit Performance Report — Activity Page 1 (for Area
Benefit activities)” will be displayed (Figure 6-20 and Figure 6-21).

Figure 6-20: Edit Performance Report — Activity Page 1 screen, upper section

Performance Report

Edit Performance Report - Activity Page 1 Help?

Grant Mismilser: QPR S1art Date: Comujleted Activily Actiual End Date:
KT TGSRECTEST 01012012

Grantes Namae: QPR End Date; sis [ans my o YY)

Hate of Loulsiana 037312012

Grantes Activity Number: Activity T
Test?

Mathomasl (lbjective:

ype:
Rehabilitation/reconstruction of a public Impnove
Responsible Organtzation:

LowMod Gulf Coast Housing Partnership
Sam OGP Actnaty || G

¥iew Cumallative Totals L : L Lt
@thckublu after Ope Activily 5 created)

U TG ST £ Aol Totd |

& of Multifamilly Uinits [

# of Housing Lnits [

Actual Total

& of Linear feet of Public Improvement i

# of Limnear milex of Public Improvement i

# of cable feet of publc uiility v

Aucttivity funds eligible for DREF (Tke Only) o
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Figure 6-21: Edit Performance Report — Activity Page 1 screen, lower section

Aqtivity Fussding

Total Budget;

Total DESgated:

Total Fumsds Drassedowin
Program Fumds Dravdown
Program [rcdme Drawdewn

Program Inoome Regeived;

Tatal Projected Budgel Irom & Sources:

Bam 1 theu Mar 31, 2013

Wik

0,00

§0.00

§0.00

$#0.00

§0.00

£0.00

Total Funsds Expensded:

Gull Coast Housing Partnership

Match Contributed;

50.00

Mg

Supparting Doedisments * Yalkd e axtenslons b

ot it e

[Actity Marrather

T Bate

£1,000,00

&1, 06060 ,.000

§0.00

§0.00

$0.00

0,00

§0.00

§0.00

0,00

Sape QPR Aty S

Click the <Maintain Address(s)> link to enter the address(s) where the activity is being conducted
(Figure 6-20).

» Additional information about address entry is found in Sections 6.2.2.2 (entering addresses
within the QPR) and 6.2.5 (entering addresses across QPRs).

Enter Actual Accomplishments in the ‘Actual Totals’ fields for the reporting period (Figure 6-20).
Note: Actual Accomplishment fields will depend on activity set-up in the DRGR Action Plan.

Enter amounts for ‘Total Funds Expended’ (required) and ‘Match Contributed’ (as applicable) for the
reporting period (Figure 6-21).

Optional: grantees can attach documents and images as supporting information for the activity (e.g.
photo of completed housing rehabilitation) by clicking the <Add Additional Documents> link in the
‘Supporting Documents’ section (Figure 6-21).

> If the attached supporting document is an image file, the image will be displayed in the
Supporting Document section for the activity in the QPR PDF download.

Add a narrative describing the progress and status of the activity in the ‘Activity Narrative’ text field
(Figure 6-21).

If, and only if, the activity is complete (including being marked complete in the Action Plan), enter an
end date in the ‘Completed Activity Actual End Date’ field (Figure 6-20).

Click the <Save QPR Activity> button to save all of the information entered about the activity.
» This action returns you to the “Edit Performance Report” screen.

» The <Cancel> button cancels any of the information entered into the report since the last save
took place and returns the user to the “Edit Performance Report” screen with no changes.
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6.2.2.4 Procedure: Prior Period Corrections

For Direct Benefit activities, DRGR will check the cumulative totals for total households from the
race/ethnicity data and compare it to the cumulative totals by income level. Additionally, the system
will check cumulative totals by tenure and by housing unit.

If there is an inconsistency, DRGR will display an error message.

e Example of an error message: “Cumulative sum of income levels for ‘Households - Total’ must
be equal to cumulative sum of ‘Owner — Total’ <Number>”

In the example, the total number of households entered for income levels does not equal the total
number of households entered for total ‘owner’ households. The user will likely need to resolve the
error message through prior-period corrections. DRGR allows users to enter negative values in the QPR
(when necessary) to make prior period connections.

Some common reasons for grantees to need to make prior period corrections are listed below:

e Inthe Action Plan during the quarter, a new benefit type was selected. However, in prior QPRs,
the grantee has already reported accomplishment data.

e Inthe Action Plan during the quarter, benefit measures (i.e. owner/renter, single-family/multi-
family) are added or modified. However, in prior QPRs, the grantee has already reported
accomplishment data.

e Backing out incorrect data.
To make prior period corrections, follow the steps below.
1. Determine the correct actual cumulative data for the activity (regardless of what DRGR shows).

2. Determine the cumulative data showing in DRGR (based on all information entered into all prior
QPRs to-date and including any information entered into the current QPR that is being corrected).

> Use the ‘View Cumulative Totals’ link in the “Edit Performance Report — Activity” screen (Figure
6-22); and/or

» Use the Reports module — PerfReport 1 and PerfReport 6 — to view existing data QPR data in
DRGR. See Section 7 — Reports for more information on accessing reports in DRGR.

Figure 6-22: View Cumulative Totals Link

Grant Number: QPR Start Date:

B-08-MN-99-0103 01/01/2012

Grantee Name: QPR End Date:

Denverdl, CO 03/31/2012

Grantee Activity Number: Activity Type:

NSP1-B A/R MF DHH LH25 Rehabilitation/reconstruction of
structures

[ Save and Edit Previous Screen l [ | Save QPR Activity | [ | Cancel |

View Cumulative Totals
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Figure 6-23 (continued): View Cumulative Totals Link

Beneficiaries Performance Measures
This Report Period Coumulative Actual Total / Expected
Low Mod Total Total Low/Mod®%:

Low od
# of Households 0 o o a- 10600 E 00 100
# Dwner Households L] o ] 0 10E/R01 Al 100

Cumulative Race Total

This Report Period Cumulative Actual Total
B
Owner Renter Total Households Owener Renter Total Households
Direct Benefit Total Hispanic/Latine Total Hispanic/Latine Total Hispanic/Lating |Total Hispanic/Latine Tital Hispanic/Latine [otal Hispanic/Latine
{Households)
white o o o 4] o o 100 38 o o] 100 38
Blsck/african o o o (1] (1] o 10 1 o (1] 10 1
Amearican
Agian o o o ] o [ & o 1] o 4 o
American o o o ] [ [ o -] -] -] ] 0
Indian/Alaskan
Mativa
Native o o o Q 1] [ 1 o o ] 1 o
Haveaiian/Ochar
Pacific Islander
AsianandWhita 0 o o o 0 q of| o o] 1 o
Black/African [} 0 s} L] 1] o 2 o -] [} 2 =]
American and
white
Other multi- o o o (4] 1] O 7 1 o 4] 7 i
racial
Heusehelds [ -] -] 38 -] 38
Female —
S

3. Add the values in Step 1 and 2 (Figure 6-23) to determine the correction values that must be
entered in the current QPR. provides an example of the use of the HUD Exchange prior period
corrections tool

4. Enter the correction values (including negative values) from Step 3 (Figure 6-24) into the current
QPR using the process described in 6.2.2.1 and 6.2.2.2.

Note: The HUD Exchange includes an optional (but recommended) tool to automatically calculate
correction values at: https://www.hudexchange.info/resource/127/drgr-direct-benefit-data-entering-
prior-period-corrections-for-breakout/
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Figure 6-24: Prior Period Corrections tool — steps 1 and 2

Step 1. Identify and enter totals from grantee’s Step 2. Identify data already in DRGR
own data tracking {Use last approved QPR for cumulative totals)
HOUSEHOLDS Rent | Own | Total HOU SHE UNTS Rent own Total HOUSING UNITS
Low Income 24 24| 5F 15 3 3 SF )
Moderate Income 17 117] MF 106 106 MF
TOTAL 1a4] 126 roTaL 14 135 135 TOTAL 135
Rent owni Totd Rent Own Total
HOUSEHOLDS:
Total Hisp Total Hisp Totad Hisp Total Hlsp Total Hp Total Hisp
White 113 ag 115 40 +
Black/ African American 12 1 b 1
[&=ian 2 al

[american indian / Alaska Native

Hative Hawaiian/ Other Pacific . '
Izlander
asian B White 5 1] Bj 1
(american indian f alaska Native B
White
Native Hawaiian/ Other Facific
Izlander & white
Black/ African American & white Fl z
(american indian S Alazka Native &
BlackfAfncan American
TOTAL o [ 1ag 42 135 42

syl B B B B

Figure 6-25: Prior Period Corrections tool — step 3

Step 3. Automatically sums totals for grantee to enter into current QPR
(combines in-quarter data and prior period corrections)

Rent Oheeny Total HOUSING UNITS
a 0 [ SF 14|
a 11 11| MF af
a 11 11 TOTAL 11
Rent Ohen Total
Total Hisp Total Hisp Total Hisp
[ ] a i 115 ad) 119 40
- o il 12 pil iz 1
o il E! 0 4 ol
a a o) O a al
a a A O 1 al
o 0 & pil 8 1
o il o 0 o |
o il o 0 o |
a Q i 0 z 0|
a Q ol 0 1] 0|
o 0 145 43 146 42
-
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6.2.3

QPR Submission

After a QPR is added or edited, the QPR may be submitted for HUD review. The QPR Review Tools
screen provides the following features to users to complete Quality Assurance/Quality Control of the

Action Plan prior to submitting:

> Review Tools (Section 6.2.3.1)

Review Active QPR Flags (Section 6.2.3.2)

>
» QPR Review Checklist (Section 6.2.3.3)
>

QPR Submission Comments (Section 6.2.3.4)

Review Table 6-1 below for QPR Review Features Work Flow for both Grantee and HUD users.

Table 6-1: QPR Review Features Work Flow

LOCATION
GRANTEE

LOCATION
HUD

FEATURE

FUNCTION

Edit QPR -
Review Tools
Screen

QPR Review
Screen

Active Flags

Grantee users can see a summary of flags from the
Review Tools function. Note that grantee users edit
Flags from the HOME module.

HUD reviewers can see all active flags related to the
QPR and provide comments on those flags.

QPR Review
Checklist

Grantee users can view the checklists and see any auto-
populated answers that may warrant fixes prior to QPR
submission.

HUD reviewers can edit the QPR Review Checklists.
Comment boxes are provided and some questions are
auto-completed. Additionally, some questions may be
mandatory and will need to be completed prior to
submission.

View Functions

Grantee users can ‘View’ QPR Submission and Review
Comments, Review Checklists, and Flags in the Review
Tools link.

HUD users can ‘View’ QPR Submission and Review
Comments, Review Checklists, and Flags on the Review
QPR screen.

Edit QPR
Screen

N/A

Submission
Comments

Grantee users can provide submission comments when
they submit their QPR (no change). The submission
comments will enable grantees to provide a summary of
changes in the new or updated QPR, and/or convey any
other information they deem relevant to the HUD
reviewer.

N/A

Review QPR
Screen

Review
Comments

HUD reviewers can provide review comments on QPRs
and activities to communicate information to grantees
or request specific edits to the QPR prior to approving
or rejecting the QPR.

Supporting
Documents

HUD reviewers can attach supporting documents to the
QPR Review to supplement documentation or share
information.

QPR Status

HUD reviewers update the status of an QPR from the
“Review QPR screen” (no change in Release 7.13).
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Note: only DRGR users with the “Submit Action Plan” user role will be able to submit the QPR. See
Section 3 — Admin for information on how to add roles to user profiles.

Grantees should use Review Tools to perform Quality Assurance/Quality Control prior to QPR
submission (Section 6.2.3). HUD Users should use Review Tools to assist with QPR reviews (refer to
(Section 6.2.4). Figure 6-25 shows the basic work flow of QPR submission and review.

Figure 6-26: Grantee QPR Submission Work Flow

Grantee QPR Submission HUD QPR Review
’ , -
REVIEW ACTIVE FLAGS REVIEW ACTIVE FLAGS
Rezolve flags or enter remediation comments. Review active flags and remediation cornments

provided by grantee.

REVIEW THE CHECKLIST COMPLETE THE CHECKLIST

Preview HUD's Review Checklist to identify

Use the checklist to complete a thorough
izsues that need to be addressed. ? g

review.

TARGETED REVIEW
ENTER SUBMISSION COMMENTS
Perform a review, as usual. Target new

Enter submission comments to provide a activities, activities with known issues, and
summary of changes made and to share activities not otherwise identified by the new
impaortant information to assist with review. review toals.
\ A -
-
APFROVE OR REJECT
SUBMIT YOUR QPR! Based on your review, enter Review Comments

and approve or reject the submission.

6.2.3.1 Procedure: Accessing Review Tools

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

> This action opens a default “View All Reports” screen.

2. Click <Add/Edit QPRs> next to the desired grant number (Figure 6-26).
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Figure 6-27: View All Reports

T
Quarterly Performance Report
View All Reports Help?
State Grantee Name Grant Number Grant Status = Action Plan Status QPR
NI MNew Jarsey B-98-DD-24-0001 Close Submitted - Await for Add/Edit QPRs
Review
N1 New Jersey B-DE-DN-34-0001 Active Add/Edit QPRs
N New Jersey B-11-DN-34-0001 Active Reviewed and Approved Add/Edit QPRs
N MNew Jersey B-12-DT-34-0001 Active Modified - Resubmit When Add/Edit QPRs
Ready
N MNew Jersey B-13-D35-34-0001 Active Submitted - Await for Add/Edit QPRs
Revie
N MNew Jersey B-13-DS-24-0002 Active = Add/Edit QPRs
Modification

3. Once “Add/Edit QPR” screens loads, click <Review Tools> link on right of QPR submission (Figure 6-
27). The “Review Tools” link is available for QPRs in “Reviewed and Approved” or “Submitted”
status.

4, QPRsin “Original,” “Modified,” or “Rejected” status show the “Edit” link. Click on the “Edit” link to
load the <Edit QPR> screen. The “Review Tools” link will appear on the left toolbar.

Figure 6-28: Performance Report Review Tools Option

Performance Report

Add/Edit QPRs - New Jersey Help?

Grant Number : B-12-DT-34-0001 Contract Start Date: 10/04/2012
Grant Status: Active Contract End Date:
Grant Award Amount: $15,538,506.00 LOCCS Authorized Amount: $15,598,506.00
Maintain Address(s)

* - Artual peried does net mateh Reporting period

Due Date Reporting Period Action Date Submitted Type Status

10/30/2017  07/01/2017 - 09/30/2017  Add

07/30/2017  04/01/2017 - 06/30/2017 View Download Print Version Edit Original - In Progress
04/30/2017  01/01/2017 - 03/31/2017 View Download Print Version Edit Original - In Progress
01/30/2017  10/01/2016 - 12/31/2016 View Download Print Version Review Tools 01/30/2017 Reviewed and Approved
10/30/2016  07/01/2016 - 09/30/2018 View Download Print Version 10/28/2016 Reviewed and Approved

5. Clicking on the “Review Tools” link reveals Grant Submission Comments, HUD Review Comments,

HUD Review Supporting Documents, Review Checklist links and list of Active Flags (Figure 6-28).

Note: Review Tool features are described in subsequent sections.
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Figure 6-29: QPR Review Tools Screen

Review Tools

Oct 1, 2016 thru Dec 31, 2016 Performance Report

Grant Number:
B-12-DT-34-0001

Granbee Name:
Mew Jergay

Grantee submission Comments

Mone

HUD Review Comment:

Mone

HUD Review Supporting Documents:

Mone

Review Checklist

Review Checklist

Flags
Active QPR Flags:

Mona
Active Project and Activity Flags:

Mone

Clogs |

6.2.3.2 Procedure: Reviewing Active QPR Flags

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

» This action opens a default “View All Reports” screen.
2. Click <Add/Edit QPRs> next to the desired grant number (Figure 6-26).
» This action opens a default “Add/Edit QPR” screen.

3. Click <Review Tools> link on right of QPR submission (Figure 6-27) or click the “Edit” link to load the
“Edit Performance Report” screen. The “Review Tools” link will appear on the left toolbar.

» The <Review Tools> screen will load (Figure 6-29).

4, All “Active QPR Flags” and “Active Project and Activity Flags” are displayed towards the bottom of
the “Review Tools” screen (Figure 6-29).
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Figure 6-30: QPR Review Tools Screen - Flags

Review Tools

Oct 1, 2016 thru Dec 31, 2016 Performance Report

Grant Number:
B-12-DT-34-0001

Granbes Name:
Meaw Jargay

Grantee submission Comments

Mona

HUD Review Comment:

Mona

HUD Review Supporting Documents:

Mona

Review Checklist

Review Checklist

Flags
Active QPR Flags:

Mone

Active Project and Activity Flags:

Mona

Note: Detailed steps and information related to resolving and remediating active flags is described in
Section 2: Basic Navigation and Home Screen of the User Guide.

6.2.3.3 Procedure: Viewing/Downloading QPR Review Checklist

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

> This action opens a default “View All Reports” screen.
2. Click <Add/Edit QPRs> next to the desired grant number (Figure 6-26).
» This action opens a default “Add/Edit QPR” screen.

3. Click <Review Tools> link on right of QPR submission (Figure 6-27) or click the “Edit” link to load the
“Edit Performance Report” screen. The “Review Tools” link will appear on the left toolbar.

» The <Review Tools> screen will load (Figure 6-30).
4. Click “Review Checklist” to access new screen displaying the QPR Review Checklist (Figure 6-31).

5. Click <Download> to create PDF version of the QPR Review Checklist.
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Figure 6-31: QPR Review Tools Screen - Flags

Review Tools

Oct 1, 2016 thru Dec 31, 2016 Performance Report

Grant Number:
B-12-DT-34-0001

Granbes Mame:
Mew larsay

Grantee submission Comments

HMone

HUD Review Comment:

Mone

HUD Review Supporting Documents:

Mone

Review Checklist

Review Checklist

Flags

Active QPR Flags:

Figure 6-32: QPR Review Checklist with Icon Legend

Review Checklist (QPR):
Grant Number: B-08-UN-34-0102

QPR Performance Report Period: 07/01/2013 - 09/30/2013

LEGEND:
A Warning
E"J Pre-calculated
% Manuoal Input
View Supporting Diata
* Mandatory

Status Seq Question Text/Answer/Comments

Section: Overall
Progress Review

Read the Owerall Progress Narrative. Is this sufficient to explain the
o;)rog'mesa or lack of progresa of this grant?

T 1 o =
No

Comments

OIE there are grant conditioms, are they diacussed?

. A Yes
& -
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The following describes Review Checklist icons:

>

>

Mandatory questions are annotated on the edit checklist page with the following icon: (*). Review
checklists cannot be submitted if the user has not entered mandatory questions.

Questions that are mandatory and do not have a response will be displayed with a warning icon as
follows: (')

Some question responses may be auto-computed by the system and are depicted with the following

icon: (E2). If a response to a checklist question is auto-computed, then the system displays a non-
editable answer. Although auto-computed responses may not be edited, the user can add comments.

i
Non-auto-computed question responses are depicted with the following icon: (7).
Some questions can be configured to display the supporting data associated with the question, if
applicable, to show the basis for the auto-computed responses. Auto-computed responses with

supporting data will be annotated with the following icon: ( @). On selection of this icon, the system
will open a new window to display the supporting data.

6.2.3.4 Procedure: Submitting a QPR

Note: only DRGR users with the “Submit QPR” user role will be able to submit the Action Plan. See
Section 3 — Admin for more information.

QPRs start in ‘Original — In Progress’ status when they are added to the system. They will stay in this

status until submitted (when status changes to ‘Submitted — Await for Review’). At this point, HUD CPD

Representatives will review the QPR and either approve or reject it. If rejected, the QPR will be in a
status of ‘Rejected — Await for Modification’” and will be available for grantee edits. Once edited, the
status will change to ‘Modified — Resubmit when Ready’ until the QPR is resubmitted by the grantee.

Once approved, a QPR will show a status of ‘Reviewed and Approved’.

Follow the steps below to submit a QPR:

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

» This action opens a default “View All Reports” screen (Figure 6-32).

Figure 6-33: QPR View All Reports screen

terly Performance Report
View All Reports Help?
State | Grantee Name Grant Number Sl 2J—‘$|’5' Blan QPR
VA State of Virgmia B-06-DR-5] l Close b AL I Agdd/Egit OPRs
VA State of Virgmia B-58-D0-51 ] Close
VA State of Virginia : [Al-51 1 Close Add/Edit OPF
L tate of Ve 8-38-D4)-51-0001 Close Mo -__:' Resubmit | Add/Edit OPRs
VA State of virginia B-05-D1-51-0001 Chose Reviewed 3 Add/Edit OPRs
VA State of Virgmnia B-08-DN-51-0001 Active F cviewed 3

Version 2.0 — August 2017 Page 6-26



N

Yt

User Manual - Section 6 Quarterly Performance Report Module

2. Click <Add/Edit QPRs> next to the desired grant number.
» This action opens a default “Add/Edit QPR” screen (Figure 6-33).

Figure 6-34: Add/Edit QPRs screen

Performance Report

Add/Edit QPRs - New Jersey Help?
Grant Number : B-12-DT-34-0001 Contract Start Date: 10/04/2012
Grant Status: Active Contract End Date:
Grant Award Amount: $15,598,506.00 LOCCS Authorized Amount: $15,598,508.00
Maintain Address(s)

* - Artual periad does not match Reporting period

Due Date Reporting Period Action Date Submitted Type Status

10/30/2017 07/01/2017 - 09/30/2017 Add

07/30/2017  04/01/2017 - 06/30/2017 View Download Print Version Edit Original - In Progress
04f30/2017  01/01/2017 - 03/31/2017 View Download Print Version Original - In Progress
01f30/2017  10/01/2016 - 12/31/2016 View Download Print Version Review Tools 01/30/2017 Reviewed and Approved
10/30/2016  07/01/2016 - 09/30/2015 View Download Print Version Review Tools 10/28/2016 Reviewed and Approved

3. Click the “Edit” link.
» This action opens the “Edit Performance Report” (Figure 6-34).

4, To enter QPR submission comments as a grantee user, enter narrative in “QPR Submission
Comments” text box located at the bottom of the “Edit Performance Report” screen and click
<Save> (Figure 6-33).

Figure 6-35: QPR Submission Comments

Rola:Grantas Admin ] PR
Performance Report
Edit Performance Report bielo:
“inaicates Required Feid
Grant Number: Contract Start Date: QPR St
8-12-DT-24-0001 10/04/2012 01/01/2
Grantes Name:
N;:"J :r: w"“ QPR Submission Commants:
| [ CanceiEdnQPR | | [ Upload GPR Dam
evs QPR Repart "
*Overall Progress Narrative

5. Click the <Submit> button to submit the QPR for HUD review (Figure 6-35).

> This action opens the “Create Email” screen with a “success” message, which allows the user to
email reviewers or other grantee users (Figure 6-36).
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Figure 6-36: QPR Add Performance Report screen

Performance Report

Add Performance Report
*IndCabid Raduarad Fuikd

Grant Number:
B-08-Di-51-0001

Grantee Name:
Stabe of Vieginia

Contract Start Dabe;
03/ 17/ 2005

Contract End Date:

[ sava || Cancad | | | Upload GPR Data

QPR Start Date;
07012014

OPR End Date:
09/30/2014

Figure 6-37: Create email screen

Create Email

@: Action Plan has hc@

"Inidscates Requered Field

srekhifcaci.com

*Subject:

Grant1-EDSC; Stale of \."lrglnlai AP, Subrmittad - Awail Tor Resew,; Vil

Messaqge:

Send || Cancel

Mote: Multiple email addresses must be separated by a semi-colon, For Example: abec@hud.gov; syz@hud.gov

6. Select the <To> or <Cc> button to add additional recipients to the email.

» This action takes the user to the “Email Search” page (Figure 6-37). On this page, users are able

to search for additional recipients to add to the email.

Figure 6-38: Email Search screen

Admin

Email Search

Search Criteria
HILID Office:

Sodict Oplon w

Last Naane:

(] [

5661 Record{s) Displaying 1 throwsgh 10

Select HUD Gifice State

First Praw 123145678910 Mext Last

State f Tertory:
Sabiscll Oplaor L

First Mamie:

Gramtes

Last Namie

Grantee:

First Mamse

Email
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In lieu of being added to an email for notification of QPR submission, DRGR users can create a

subscription to be notified each time a QPR is submitted for review. This process is summarized below:

1. Click the <Subscriptions> link in the Utilities menu (Figure 6-38). This action opens the “Manage

Subscriptions” page.

Figure 6-39: Subscriptions

Utilities
- Print Page
- Profile

2. On the “Manage Subscriptions page, click <Add Subscription>. This action opens the “Add
Subscription” screen (Figure 6-39).

Figure 6-40: Add Subscriptions screen

Add Subscriptions pislp
"Endicwisn Requited Tieid
Logim Bz Umer Hamae
TO=0GA Joe Dos
Subscription Name Ewent Lewed Association opt “submission Date
Acton Plan Apanoval Grant | B-25-DS5-00 In f Dk 0517104

o001 - b

Solect

| Enos

3. On the “Add Subscriptions” screen, the user will need to do the following to add an QPR

subscription:
e Enter a name for the subscription.
e Select <QPR Review> from the ‘Event’ dropdown menu.

e Select <Grant> from the ‘Level’ dropdown menu.

e Associate the applicable grant number with the subscription by clicking the <Select> button,
searching for the grant and clicking the <Assign Selected Grant> button on the “Grant Search”

screen.
e Selecting <In>under the ‘Opt In/Out’ heading.
e Enter a date for the subscription to begin under the ‘Submission Date’ heading.

e Click <Save> to complete the subscription.

6.2.4 HUD Review of QPR

HUD Reviewers must review and reject or approve submitted QPRs. HUD review will be specific to the
grant appropriation and will focus on compliance with grant requirements, accuracy of information and
will also be a means for the HUD Reviewer to understand how the grant program is progressing.
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As part of this review, HUD Reviewers will utilize the Review Screen and “Review Tools” feature to
access the QPR Checklist, provide comments on active activities and flags, enter overall review
comments, and attach supporting documents. Features of the Review Tools are listed below:

Accessing Review Tools (Section 6.2.4.1)
» Complete QPR Checklist (Section 6.2.4.2)
» Entering QPR Review Comments (Section 6.2.4.3)

The following chart includes HUD QPR Submission Review tips (Figure 6-40).
Figure 6-41: HUD QPR Review Work Flow

HUD QPR Review

REVIEW ACTIVE FLAGS

Review active flags and remediation comments
provided by grantee.

COMPLETE THE CHECKLIST

Use the checklist to complete a thorough
review.

TARGETED REVIEW

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

APPROVE OR REIECT

Based on your review, enter Review Comments
and approve or reject the submission.

6.2.4.1 Procuedure: Accessing Review Screen and Review Tools

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the

navigation bar.
> This action opens a default “View All Reports” screen.
2. Click <Add/Edit QPRs> next to the desired grant number (Figure 6-41).

3. Once “Add/Edit QPR” screens loads, <Review Tools> will appear for every QPR that is not in
“Submitted — Awaiting Review” status (Figure 6-42).

4, For QPRs in “Submitted — Awaiting Review” status, click on the “Review” link to load the <Review
QPR> screen. The “Review Tools” link will appear on the left toolbar. Figure 6-43 shows the Review
Tools screen. Figure 6-44 shows the Review screen.
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Figure 6-42: View all Reports for HUD Reviewers

| admin | acionpams | owdewn  [JENNUCIUNNN et | Gams |
Quarterly Performance Report
View All Reports Help?
1Page 2 >
State Grantee Name Grant Number Grant Status Action Plan Status QPR
5] New Jersay B-28-DD-34-0001 Close Review QPRs
N] Mewr Jersey B-08-DN-34-0001 Active Modified - Resubmit When Readvl Review OPRs
Nl Bergen County, NJ B-08-UN-34-0101 Active Modified - Resubmit When Ready] Review QPRs
NI Jersey City, NJ B-08-MN-34-0101 Active Medified - Resubmit When Ready] Review QPRs
N] MNewizrk, ] B-08-MN-34-0102 Active Reviewed and Approved Review QPRs
Nl Paterson, NJ B-08-MN-34-0103 Active Reviewed and Approved Review QPRs
Nl Union County, NJ B-08-UN-34-0102 Active Submitred - Await for Review Revisw QPR
N] MNewzrk, NI B-05-CN-N)-0009 Active Reviewed and Approved Review OPRs
Nl Housing Autharity of Camden City B-09-CN-NJ-0010 Active Reviewed and Approved Review QPRs
NI Camden Redevelopment Agancy B-09-CN-NJ-0008 Activa Modified - Resubmic When Ready| Review QPRs
Figure 6-432: QPR Review Tools for HUD Reviewers
Performance Report
Review QPRs - Union County, NJ Help?
Grant Number : B-08-UN-34-0102 Contract Start Date: 03/09/2009
Grant Status: Active Contract End Date:
Grant Award Amount: $2,601,755.00 LOCCS Authorized Amount: $2,601,755.00
* - Actual period does not match Reporting period
Due Date Reporting Period Action Lare . Type Status
Submitted
07/01/2014 - View Download Print Version |Review Tools Original - In Progress
10/30/2014 09/30/2014
04/01/2014 - iew Download Print Version |Review 09/11/2014 Submitted - Await for
07/30/2014  16,20/5014 Review
01/01/2014 - iew Download Print Version |Review 09/11/2014 Submitted - Await for
04/30/2014 13,3, 5014 Review
10/01/2013 - View Download Print Version |Review 09/11/2014 Submitted - Await for
01/30/2014 12/31/2013 Review
10/30/2013 g;‘;géﬁgig - View Download Print Version |Review Tools | 10/31/2013 Reviewed and Approved

Note: HUD users are able to access the View QPR screen and a PDF version of the QPR to aid in their
review. HUD users must be assigned to the grant and the QPR must be in “Submitted- Await for Review”
status in order to use the following “Review Tool” features (Figure 6-43).

Difference between “Review Screen” and “Review Tools”

Review Screen: Standard screen where HUD Users approve/reject QPR and access/perform review
functions.

Review Tools: “View Only” summary of all grantee and HUD user review actions.
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Figure 6-44: QPR Review Tools Screen

Review Tools

Oct 1, 2016 thru Dec 31, 2016 Performance Report

Grant Number:
B-12-DT-34-0001

Granbese Namea:
Mew Jersay

Grantee submission Comments

Hone

HUD Rewview Comment:

Mone

HUD Review Supporting Documents:

Hone

Review Checklist

Beview Checklist

Flags
Active QPR Flags:

None
Active Project and Activity Flags:

Hone

Close

Review Tools link Figure 6-45: QPR Review Screen

Roletq Admin | ome | admin | Adionblans | Drowdown | Reports
Role:HQ Admin Action Plans Drawdown QPR Reports Gral

QPRs Performance Report
- Search
~iew Review QPR Help?
r - Review Tools
Grant Number: Contract Start Date: QPR Start Date:
B-13-DS-22-0001 02/12/2014 01/01/2017
Change Role

- Grantee Simulator
- Super User - HQ User

Grantee Name: Contract End Date: QPR End Date:
Louisiana 02/11/2016 03/31/2017

Utilities

- print Page

- Profile

- Subscriptions
- Help

- FAQ

- Logout

- Reports

Contact Name: Contact Email:

Status: |Submitied - Awaitfor Review V][ SaveReview | | [  Cancel Review QPR

Links

- CPD Systems Login
- PDF Viewer

- 2pport Submission Comments
- CPD Home
- HUD Home

Update Status
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Figure 6-46: QPR Review Screen continued

Submission Comments

Grantee Submission Comments:
None

HUD Review Comments:

Review Comments

Add documents in support of Review

Mone

Add Additional Documents | Remove Selected Document

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

Review Checklist Review
1. Overall Progress Review i ] Sandy Edit .
Checklist
la. Report Narrative and Timeliness i ] Sandy Edit
1b. Overall Financial Progress Sandy Edit
1c. Progress toward required targets 4 ] Sandy Edit
1d. Program Income [H Sandy Edit
2. Individual Activity Progress Review Sandy Edit
2a. Review of Financial Progress i Sandy Edit
2b. Review of Performance Accomplishments: Sandy Edit
Public Facilities and Infrastructure (area
benefit activities) 4]
2c. Review of Performance Accomplishments: Sandy Edit
Housing (Direct Benefit Activities) 4]
2d. Review of Performance Accomplishments: Sandy Edit
Economic Development Activities
2e. Review of Performance Accomplishments: Sandy Edit
Other Activities (acquisition, relocation
payments, debris removal, etc)
2f. Review of Performance Accomplishments: Sandy Edit
All Activities
Flags Flag and Activity
Search Activities For Adding Comments Comments

Grantee Activity Number:

Flagged Activities: OR Project Number:
|

Review Comments:

Flag SubCategory: Flag Criteria:

Flag Level: Flag Type:

Search Activity | | | Display All Flagged ltems

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

No records are found.

| Edit Activity Comments
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6.2.4.2 Procuedure: Reviewing Active QPR Flags

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

> This action opens a default “View All Reports” screen.
Click <Add/Edit QPRs> next to the desired grant number (Figure 6-41).
» This action opens the “Review QPRs” scree (Figure 4-42).

For QPRs in “Submitted — Awaiting Review” status, click on the “Review” link to load the <Review
QPR> screen.

> This action opens the “Review QPR” screen (Figure 4-44).
To view active flags, click on the “Review Tools” link (Figure 4-43).

To insert comments on individual flags or activities, use the search feature on the review screen and
click “Edit Activity Comments” (Figure 4-44).

6.2.4.3 Procuedure: Completing QPR Review Checklist

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

» This action opens a default “View All Reports” screen.
Click <Add/Edit QPRs> next to the desired grant number (Figure 6-41).
> This action opens the “Review QPRs” scree (Figure 4-42).

For QPRs in “Submitted — Awaiting Review” status, click on the “Review” link to load the <Review
QPR> screen.

» This action opens the “Review QPR” screen (Figure 4-44).
Select the <Edit> link next to each review section.

» This action opens the “Review Checklist — Section” screen (Figure 6-45) where the HUD
Reviewer can complete the checklist.

Answer the questions and enter review comments. Some question may be auto-answered and
cannot be edited. HUD users, however, can enter comments.

Click <Save Checklist> after completing the Review Checklist.
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Figure 6-45: Review Checklist

Review Checklist (QPR):
Grant Number: B-08-UN-34-0102

QPR Performance Report Period: 07/01/2013 - 09/30/2013

LEGEND:
L Warning
E@ Pre-calculated
% Manual Input
Wiew Supporting Data
* Nandatory

Status Seq Question Text/Answer/Comments

Section: Overall
Progress Review

Bead the Owerall Progress Harratiwve._ Is this sufficient to explain the
Opragzess or lack of progresa of this grant?
c'ﬁ-, 1 v’ Yes
- No

Comments
OII' there are grant conditions, are they diascussed?

! Yes
1758

Ty 2

Save Chechklist | | Cancel [ Retumn to Previous Page

The following describes Review Checklist icons:

» Mandatory questions are annotated on the edit checklist page with the following icon: (*). Review
checklists cannot be submitted if the user has not entered mandatory questions.

» Questions that are mandatory and do not have a response will be displayed with a warning icon as
follows: (/--! ).
> Some question responses may be auto-computed by the system and are depicted with the following
icon: (E2). If a response to a checklist question is auto-computed, then the system displays a non-
editable answer. Although auto-computed responses may not be edited, the user can add comments.
Lih
> Non-auto-computed question responses are depicted with the following icon: ( /).

» Some questions can be configured to display the supporting data associated with the question, if
applicable, to show the basis for the auto-computed responses. Auto-computed responses with

supporting data will be annotated with the following icon: ( @). On selection of this icon, the system
will open a new window to display the supporting data.

6.2.4.4 Procedure: Approving/Rejecting QPR

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <QPR> link in the
navigation bar.

> This action opens a default “View All Reports” screen.
2. Click <Add/Edit QPRs> next to the desired grant number (Figure 6-41).

» This action opens the “Review QPRs” scree (Figure 4-42).
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3. For QPRs in “Submitted — Awaiting Review” status, click on the “Review” link to load the <Review
QPR> screen.

» This action opens the “Review QPR” screen (Figure 4-44).

4. Change the status of the QPR to “Reviewed and Approved” or Rejected Awaiting Modification” and

click <Save Review>.

6.2.5

6.2.5.1 Procedure: View QPR

To view a QPR, follow the steps below.

View / Download / Print QPR

All users can view and download QPRs. Downloading the QPR can be an easy way for grantees to share
the QPR with community stakeholders and the public (e.g. by posting the downloaded QPR on the
grantee’s website).

1. Following login and acceptance of the “Disclaimer”, click the <QPR> tab in the navigation bar.

» This action opens the “View All Reports” screen (Figure 6-46).

Figure 6-46: View All Reports screen

State

VA

VA

VA

VA

VA

VA

Quarterly Performance Report

View All Reports

Grantee Name

State of Virginia

State of Virginia

State of Virginia

State of Virginia

State of Virginia

State of Virginia

Grant Number

B-96-DR-51-0001

B-98-DD-51-0001

B-97-DU-51-0001

B-98-DU-51-0001

B-05-DJ1-51-0001

B-08-DN-51-0001

Close

Close

Close

Active

Help?
Action Plan
Status QPR
Original - In Add/Edit QPRs
Progress
Reviewed and Add/Edit QPRs
Approved
Reviewed and Add/Edit QPRs
Approved

Modified - Resubmit

Add/Edit QPRs

When Ready

Reviewed and

Add/Edit OPRs

oved

Appr

Reviewed and

Add/Edit QPRs

Approved

2. Click on the “Add/Edit” link in the ‘QPR’ column.
» This action opens the “Add/Edit QPRs” screen (Figure 6-47).
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Figure 6-47: Add/Edit QPRs — (Grantee Name) screen

Quarterly Performance Report

Add/Edit QPRs - GranteeP1, ESDC Help?
Grant Number: Grantl1-ESDC Contract Start Date: 09/15/2003
Grant Status: Active Contract End Date:

Grant Amount: $783,000,000.00

Due Date Date Submitted Action Status Submitter
01/30/2011 Add

10/30/2010 View | Download Print Version Edit Original - In Progress

07/30/2010 08/05/2010 View Download Print Version Reviewed and Approved

04/30/2010 06/04/2010 View Download Print Version Reviewed and Approved

01/30/2010 04/08/2010 View Download Print Version Reviewed and Approved

10/30/2009 11/30/2009 View Download Print Version Reviewed and Approved

e i I T R T e e i el a et

3. To View a Quarterly Performance Report, click the <View> link in the ‘Action’ column for the QPR
desired.

» This action opens the “Performance Report” view screen for the quarter, including current and
cumulative totals for financial and performance measure information (Figure 6-48 and Figure
6-49).
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Figure 6-48: Quarterly Report View screen

Jul 1, 2010 thru Sep 30, 2010 Performance Report

Grant Number: Obligation Date:
Grant1-ESDC 09/15/2003
Grantee Name: Award Date:

GranteeP1, ESDC

Grant Amount: Contract End Date:
$783,000,000.00

Grant Status: Reviewed By HUD:
Active Original - In Progress
QPR Contact:

No QPR Contact Found

Disasters:
Declaration Number

FEMA-DR-1391-NY

Disaster Damage:

The Lower Manhattan Development Corporation was created in the aftermath of September 11, 2001 by Governor Pataki and then-Mayor Giuliani to help plan and
coordinate the rebuilding and revitalization of Lower Manhattan, defined as everything south of Houston Street. The LMDC is a joint State-City corporation governed by
a 16-member Board of Directors, half appointed by the Governor of New York and half by the Mayor of New York. LMDC is charged with ensuring Lower Manhattan
recovers from the attacks and emerges even better than it was before. The World Trade Center attacks resulted in a staggering loss of life and extensive physical
destruction to Lower Manhattan. Approximately 30 million square feet of commercial space was damaged or eliminated, and seven buildings in the World Trade Center
site were completely leveled. Critical transportation infrastructure was disrupted or obliterated, including the PATH station, the 1/9 subway line and sections of Route 9A
and Church Street. Vehicular access to the area south of Canal Street was prohibited for seven days. As a result of the tragedy, residential occupancy rates in the
immediate region dropped to 60%, over 100,000 jobs were displaced, and small and large businesses struggled to maintain viability. The World Trade Center attacks
Jfictes widespread destryction upon the snergy (slectic gas, and steam) and telecommunications utity infiasucture, resulong in sxtensive dituptions n servie o

AL ER R sy s TR SR 0 PRIy PP hib bR g b

Figure 6-49: View QPR Cumulative Totals section

Grantee Activity ID: Projected Start Date:
BC-14A 08/20/2005

Activity Category: Projected End Date:
Rehabilitation/reconstruction of residential structures 08/19/2007

Activity Status: National Objective:
Under Way Low/Mod

Responsible Organization:
Bravard County

This Report Period To Date

Total Projected Budget from All Sources N/A 935,000

Total CDBG Disaster Recovery Grant Funds Budgeted N/A 935,000

Obligated COBG DR Funds 0 935,000

Expended CDBG DR Funds 30,000 60,000

Match Contributed 0 0

Program Income Received 0 0
Performance Measures

This Report Period Cumulative Actual Total / Expected

Low Mod Total Low Mod Total

# of housing units 0 0 0 0/0 0/0 0/34

# of Households benefitting (1] 0 0 o/o 0/34 0/34

R T Y T Y T L P PR R R N S T LT S A Ay e
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6.2.5.2 Procedure: Download / Print QPR
To download a PDF print version of a QPR, follow the steps below:
1. Follow Steps 1 and 2 in Section 6.2.4.1.
> These steps result in the “Add/Edit QPRs” screen being displayed.
2. Click the <Download Print Version> link in the ‘Action’ column.

> This action opens the QPR in PDF printable format (Figure 6-50).

Figure 6-50: Print PDF Version of QPR screen

Grantee: GranteeP1, ESDC
Grant: Grant1-ESDC

July 1, 2010 thru September 30, 2010 Performance Report

Letant Mwmber; wbigation Lave:
Grant1-ESDC 52003
Grantes Mame: Award Date:

GranteeP1, ESDC

Grant Amount: Contract End Date:
STE3, 000, 000 .00

Grant Status: Review by HUD:
Actiog Oraginal - In Progress
QPR Contact:

Mo OFR Cortact Found

Disasters:

Declaration Numbier
FEMADR-1381-NY

Marratives
Drinasber Damage:

rh_c Lower If.m.'pnr I}g"n:iwnl ':I;?I_P.‘ll’l'}:'ﬂ WA :.-_r:m:ﬁ o T afwrmath of Ed_‘TQ'm.'\(:I I_1 MI by l:_i:c\plrn’ F:r.'n_h and rr::r'\LnTw ) _

Total LowNod®

This Hepor Peried Cumislative Actel Total | Expecied
Low Mod Toaal Low Mo
& of Houssholds Bansfitting 5 5 35 54 512 3505
£ of Cramar Units 3 3 ! 35 kL pil}
& of Renter Units 2 2 12 23 25 T

Activity Locations
No Activity Locations found.

Other Funding Sources Budgeted - Detail
Heo Other Match Funding Sources Found

Cxhar Funding Sources
Mo Ot Fusding Sources Found
Tootal Oher Funding Sounces

s
2609
By
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6.2.6 Additional Function - Maintain Address(s)

As discussed in Section 6.2.2.2 and 6.2.2.3, addresses can be entered on the edit activity screen.
However, address data can also be added, deleted and moved across performance reports regardless of
performance report status from the “Add/Edit QPRs” screen. When addresses are added or managed
from this screen, performance reports are not required to be submitted or approved again.

6.2.6.1 Procedure: Add Address

To add addresses using the ‘Maintain Address’ link, follow the steps below:

1. Following login and acceptance of the “Disclaimer”, click the <QPR> tab in the navigation bar.
» This action opens the “View All Reports” screen.

2. Click the “Add/Edit” link in the ‘QPR’ column.
» This action opens the “Add/Edit QPRs” screen (Figure 6-51).

Figure 6-51: Maintain Addresses option

Performance Report

Add/Edit QPRs - State of Virginia Help?
Grant Number : B-08-DN-51-0001 Contract Start Date: 03/17/2009
Grant Status: Active Contract End Date:
Grant Award Amount: $38,749,931.00 LOCCS Authorized Amount: $38,749,931.00

I Maintain Address(s I

* - Actual period does not match Reporting period

Due Date Reporting Period Action Date Submitted Type Status

10/30/2014 07/01/2014 - 09/30/2014  Add

07/30/2014 04/01/2014 - 06/30/2014 View Download Print Version Edit 05/02/2014 Rejected - Await for Modification
04/30/2014 01/01/2014 - 03/31/2014  View Download Print Version 05/02/2014 Reviewed and Approved
01/30/2014 10/01/2013 - 12/31/2013 View Download Print Version 02/11/2014 Reviewed and Approved

3. Click the <Maintain Address> link.
> This action opens the “Maintain Addresses Across QPRs” search screen.

4. Optional: enter search criteria or leave search fields blank and click the <Search> button.
» This action will refresh the screen and show all matching search results.

5. Click the <Add Address > button.
» This action opens the “Add Address” screen (Figure 6-52).

6. Enter all address information on the “Add Address” screen.

Note: Because this add address method is used across QPRs, the user must specify the ‘QPR’ period
and ‘Activity #, in addition to entering address information.

7. Click the <Save Address> button to save the new address.

8. Once the address is saved, users can select saved addresses and ‘Edit’, ‘Validate’, ‘Delete’ and
‘Move’ addresses using the buttons on the “Maintain Addresses Across QPRs” screen.
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Figure 6-52: Add Address screen

Maintain Addresses Across QPRs Help?

Grant Number: B-08-DN XX-0001

Maintain Addresses - Search

Responsible Organization: Grantee Activity #: Earliest Performance Report Begin Date:

Add Address

Address: City: State: - Grant £: B-08-DN-51-0001
Select Opth!’I T *QPR: 01-JUL0 30-SEP-10 *
*Activity #: Solpct -
*Address:
Maintain Addresses ‘;’:’

* pPlease validate the address before proceeding to View Detail or View Map. Visible on POF?: © ves © Mo

Save MIess Retum to Maintain Addresses
670 Record(s) Displaying 91 through 100
First Prev 567891011 12 13 14 Next Last
Select QPR Start Date State Address City Zip Status Accept View Detail View Map Support Info

Activity Number:08-NSP-17 - Chesapeake - Acquigi##®h Activity Title:Acquisition

B 04/01/2010 NA 4609 _ i View Detail ][ View Map ][ Enter Data

=1 n4/01/2010 07 omar I u YT I N YT Y T B =Yy Sy |

Add Address EditAddress || Validste Selected | [ Delete Selected | [ Move Selected |

6.2.6.2 Procedure: Move Address across Performance Reports

The Maintain Address functionality allows addresses to be moved from one QPR reporting period to
another. This may be useful to make corrections for an address entry without entering a duplicate

address for an activity.
To move an address, follow the steps below:
1. Follow steps 1-3 in Section 6.5.2.1.

> This action opens the “Maintain Addresses Across QPRs” search screen (Figure 6-53).
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Figure 6-53: Maintain Addresses across QPRs
Maintain Addresses Across QPRs

Help?
Grant Number: B-08-DN-51-0001

Maintain Addresses - Search
Responsible Organization: Grantee Activity #: Earliest Performance Report Begin Date:
Select{mm/dd/vvvv)

Address: City: State: Zip:
Select Option

[ Seareh | [Reset || Add Address

736 Record(s) Displaying 1 through 10

First Prev 12345678910 Next Last

Activity Number:08-NSP-01 - Loudoun Co. - Acquisition Activity Title:Acquisition

07/01/2009 NA 118 Sterling 20164 i View Detail View Map Enter Data No
Farmington ) b :
Lane

07,/01/2009 NA 10620 Bent Fredericksburg 22407 i View Detail View Map Enter Data No
Trea Drive ) b :

07/01/2009 NA 5211 Magnelia Fredericksburg 22407 i View Detai View Map Enter Data No
Place : . |

07/01/2009 NA 608 Patsy Lane Ruther Glen 22546 i View Detail View Map Enler Data No

07/01/2009 NA 812 Myrick Fredericksburg 24401 i View Detail View Map Enter Data Mo
Street :

07/01/2009 NA 215 Howison  Fredericksburg 24401 i View Delail View Map Enler Data No
Avenue )

07,/01/2009 NA 1505 Alrport Fredericksburg 24401 i View Detail View Map Enter Data No
Avanua ) b :

07/01/2009 NA 215 Glover Fredericksburg 24401 i View Detai View Map Enter Data No
Street : . |

07/01/2009 NA 13 E. Mary Bristol 24201 I View Detail View Map Enler Data No
Street !

07/01/2009 NA 903 W. Mary Bristol 24201 i View Detlail View Map Enler Dala No

Street

Edhl Addrass Vahdale Selecled Delale Selecled Move Salecled

2. Enter search criteria to locate the address to be moved, or leave all search fields blank.
3. Click the <Search > button.
» The search results display on the “Maintain Addresses Across QPRs” search screen (Figure 6-57).

4, Select an address from the search results and click the <Move Selected> button to move this
address to another Performance Report.

» This action opens the “Move Selected Address” screen (Figure 6-54).

Figure 6-54: Move Selected Address

Move Selected Address

Address can only be moved across same Activity but to different QPR

Grant #: B.05.0N-51-0001

QPR: 01-JUL-10/ 30-SEP-10 R

[ Sawl Retum to Maintan Addresses

5. Select a QPR (to identify where to move the address to) from the dropdown list.

6. Click the <Save> button.
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6.2.6.3 Procedure: Add Post Closeout Address Support Info

With certain grant programs, such as NSP, grantees are required to submit reports on the use of
program income (Pl) and document the affordability periods for certain properties funded under the
NSP program after grant closeout.

DRGR supports entering post-closeout address information on individual ‘Closeout’ QPRs or across QPRs
using the ‘Maintain Address’ functionality. Grantees are able to provide required information on
affordability periods as well as the Activity Type and National Objective for the end use of a property.

To enter post-closeout address support information via ‘Maintain Address’, follow the steps below:
1. Follow steps 1-3 in Section 6.5.2.1.
» This action opens the “Maintain Addresses Across QPRs” search screen.
2. Enter search criteria to locate the desired address for reporting.
3. Click the <Search> button.
» The search results display on the “Maintain Addresses Across QPRs” search screen (Figure 6-55).

Figure 6-55: Maintain Address search results
736 Record(s) Displaying 1 through 10

First Prev 12345678910 Next Last

Select QPR Start Date State Address City Zip Status Accept View Detail  View Map Support Info Visible on PDEE
Activity Number:08-NSP-01 - Loudoun Co. - Acquisition Activity Title:Acquisition

07/01/2009 NA 118 Sterling 20164 A View Detail View Map Enter Data No
Farmington :
Lane

07,/01/2009 NA 10620 Bent Fredericksburg 22407 A View Detail View Map Enter Data No
Tree Drive :

07/01/2009 NA 5211 Magnelia Fredericksburg 22407 i View Detai View Map Enter Data No
Place .

07/01/2009 NA 608 Patsy Lane Ruther Glen 22546 i View Detail View Map Enler Data No

07/01/2009 NA 812 Myrick Fredericksburg 24401 i View Detail View Map Enter Data Mo
Street :

07/01/2009 NA 215 Howison  Fredericksburg 24401 i View Delail View Map Enler Data No
Avenue :

07,/01/2009 NA 1505 Alrport  Fredericksburg 24401 A View Detail View Map Enter Data No
Avenue :

07/01/2009 NA 215 Glover Fredericksburg 24401 i View Detai View Map Enter Data No
Street :

07/01/2009 NA 13 E. Mary Bristol 24201 i View Detail View Map Enler Data No
Street :

07/01/2009 MA 903 W. Mary  Bristol 24201 i View Detai View Map Enler Data No
Strest )

Edhl Addrass Vahdale Selecled Delale Selecled Move Salecled

4. Click the <Enter Data> button.

> This action opens the “Edit Address Support Information” screen (Figure 6-56).
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Figure 6-56: Edit Address Support Information screen
Enter Required Address Info - Post Closeout

Edit Address Support Information
Grant Activity Number:

Grant Number:
B-08-DN-XX-0001 _ —
Activity Type: Activity Title:

Acquisition - general Acquisition

*Property Status: Affordability Start Date: Affordability End Date:

UnderWay ~ 09/19/2013 09/19/2013
Select Date (ex: mm/dd/yyyy) Select Date (ax: mm/dd/yvyyy)
Description of Affordability Method (Resale, Recapture, Rental or Other):

*Activity Type for End Use: Projected Disposition Date: Actual Disposition Date:
Rehabilitation/reconstruction of residential structures  ~  09/19/2013 0901972013
Select Date (ex: mm/dd/yyyy) Select Date {ex: mm/dd/yyyy)

*National Objective for End Use: Date National Objective is met: Deadline Date:
NSP Only - LH - 25% Set-Aside ~  09/19/2013 09192013

Select Date  (ex: mm/dd/yyyy) Select Date (ex: mm/dd/yyyy)

Description of End Use:

Total Expenditure Amount #:

[ Save Address Info ] | |Cance| |

5. Required: Select ‘Property Status (affordability period)’, ‘Activity Type for End Use’ and ‘National
Objective for End Use’ information from the respective dropdown menus and enter associated

dates.

6. Optional but recommended: Enter a ‘Description of End Use’ narrative and ‘Total Expenditure

Amou

7. Clickt

nt’.

he <Save Address Info> button to save the address support information.
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Appendix 1 - Closeout Checklists

DRGR supports the following workflow for HUD users to review and closeout a grant:

1. CPD Reps can enter the closeout checklist, provide comments, and attach relevant documents
during the closeout document review.

2. CPD Reps notify the appropriate Field Office Managers and Super Users that the Review Checklist

has been completed and is ready for their review.

Note: CPD Reps cannot edit the Review Checklist after they have submitted the Review Checklist, or

when the Grant status is changed to “Ready to Close” or “Closed”.

3. Field Office Managers and Super Users can review checklists, provide approver comments, and
attach relevant documents:

> On Field Office Managers rejection of the Review Checklist, the system allows CPD Reps to once
again modify the Review Checklists.

> On Field Office Managers approval of the Review Checklist, the system changes the status of the

Grant to “Ready for Closeout” and notifies HUD Super Users.

4. Super Users are only allowed to change grant status.

Entering Review Checklists

CPD Reps can enter checklists, provide comments, and attach relevant documents during the closeout

document review.
The process for entering Closeout Review Checklists is provided below:
1. After logging in and accepting the “Disclaimer,” click the <Grants> link in the navigation bar.

» The “View All Grants” screen is displayed (Figure A-1).

Figure A-1: View All Grants screen

Login ID:HONGSU

Role:Super User - HQ User

Grants

[==earch

Change Role
- Grantee Simulator

- Super User - HO User

Utilities

- Print Page

- Profile

- Subscriptions
- El N

2B

- Logout
- Report

—
=}

)
]
7

Links

- CPD Systems Login
- PDF Viewer

- Support

- CPD Home

- HUD Home

~admo | actonvns | Doawiown | am | |

Grants

View All Grants

1 Page 2 =

State

ND

ND

ND

ND

ND

5D

IL

Grantee Name

North Dakota-DOC

Devils Lake/Ramsey County, ND

Fargo, ND

Cass County, ND

Grand Forks, ND

South Dakota

Ilinois

Grant Number

B-97-DU-38-0001

B-97-NU-38-0005

B-97-MU-38-0001

B-97-NU-38-0001

B-97-MU-38-0002

B-97-DU-46-0001

B-897-DU-17-0001

2. Click the <Search> link under Grants in the left column navigation box.

» The “Search” screen is displayed (Figure A-2).
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Figure A-2: Search (for Grants) screen
Search
Search

Search for:

® Grant
) Grantee
HUD Office: State/Territory: Grantee Name:
| Select Option V| Select Option |
Program Name: Appropriation:
_Seleci Option %
P Enter search | |
Grant Number: criteria, and then Grant Status: Obligation Date:
click <Search> Select Option v from:[ |
Select Dut= {3z mm/dd/yyyy)
T ]
Saiact Date [e3x: mm/dd/yyyy)
Disaster:
| Select Optigs” v
e
G=)

3. Enter search criteria, or leave all fields blank.
4. Click the <Search> button.
» The “Search Grant Results” screen is displayed (Figure A-3).

Figure A-3: Search Grants Results screen

Grants
Search Grant Results Help?
+ Search by [State/Territory VA]
Grant Action Plan
State Grantee Name Grant Number Status Status QPR
VA State of Virginia B-96-DR-51-0001 Close Original - In Review QPRs
Progress
VA Prince William County, VA B-08-UN-51-0002 Active Submitted - Await | Review QPRs
for Review
VA State of Virginia B-97-DU-51-0001 Close Reviewed and Review QPRs
Approved
VA State of Virginia B-05-DJ1-51-0001 Close Reviewed and Review QPRs
Approved

5. Click a link in the ‘Grant Number’ column of the grant for which you want review for closeout.

> The “View Grant” screen is displayed (Figure A-4).
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Figure A-4: View Grant screen

Grants

View Grant

| Close | | | View Grant History | |

View Review Checklist ‘ | | Review Checklist PDF | | | Grant Closeout Checklist

Grant Number :
B-08-UN-34-0102

Grant Name:

NSP1

Grant Award Amount: Contract Effective Date:
$2,601,755.00 03/09/2009

LOCCS Authorized Amount: Appropriation:
$2,601,755.00 NSP

CFDA Number:

6. Click the <Grant Closeout Checklist> button. Only CPD Reps for the Grant, Field Office Managers,
and Super Users see the “Grant Closeout Checklist” button.

» The “Review Checklist page” is displayed (Figure A-5).

Figure A-5: Review Checklist displayed page

Review Checklist

Help?
Review Checklist Name: NSP Grant Closeout
Effective Date: 06/23/2014
Grant Number: B-08-UN-34-0101
B3 section 1 @ NSp Edit

|_Submitted Date: Submitted By:
[] submit For Approve

Review
Comments:

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

None

Add Additional Documents | Remove Selected Document

Approved Date: Approved By:

O Approve O

7. Select the <Submit For Approve> checkbox

> Checking this checkbox will notify the appropriate Field Office Managers and Super Users that
the Review Checklist has been completed and is ready for their review.

Note: Once the CPD Rep Submits for Approve, they cannot access the Checklist for editing.

8. Select the <Edit> link next to any listed review sections.

» The “Review Checklist — Section” screen (Figure A-6) is displayed. CPD Reps can provide answers
and comments to the checklist questions.

Note: In cases where there are no sections for editing, questions will not be displayed but the user
can still provide comments and attach documents.
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Figure A-6: Review Checklist page after Edit link

Review Checklist:
Grant Number: B-08-UN-34-0101
Checklist Name: NSP Grant Closeout

Section Name: Section 1

LEGEND:

- = i, o A
L Warning E: Pre-calculated “.! Manual Input @\new Supporting Data * Mandatory

Please Answer the following questions

Status Seq Question/Answer and User Choices References and Data View Links

. 1 Has the Field Office submitted to the grantee the Closeout Packet?
@') (provide date sent in explanation)

O Yes

O No
O NA

Comments

Has the Grantee submitted the NSP Closeont Checklist? (provide date

2
% qu.bmitted in explanation)
O

Yes
O No
O NA
Comments

The following describes Review Checklist icons:

» Mandatory questions are annotated on the edit checklist page with the following icon: (*). Review
checklists cannot be submitted if the user has not entered mandatory questions.

> Questions that are mandatory and do not have a response will be displayed with a warning icon as
follows: (4%).

» Some question responses may be auto-computed by the system and are depicted with the following
icon: (E2). If a response to a checklist question is auto-computed, then the system displays a non-
editable answer. Although auto-computed responses may not be edited, the user can add comments.

L
» Non-auto-computed question responses are depicted with the following icon: ( /).

» Some questions can be configured to display the supporting data associated with the question, if
applicable, to show the basis for the auto-computed responses. Auto-computed responses with

supporting data will be annotated with the following icon: ( @). On selection of this icon, the system
will open a new window to display the supporting data.

9. CPD Reps must complete the “Review Checklist — Section” page per guidelines.

> Guidelines can be accessed by selecting the URLs associated with the Sections or each
associated question.

» Checklists are not solely question and answer based, and may require user inputs.
10. Click the <Save Checklist> button.
» This action returns the user to the “Review Checklist” screen (Figure A-6).

11. Click the <Save Review Checklist> once all review sections are completed.
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Approving Review Checklist

Field Office Managers and Super Users can review checklists, provide approver comments, and attach
relevant documents. On Field Office Manager’s approval of the Review Checklist, the system changes

the status of the Grant to “Ready for Closeout” and notifies Super Users via email that the Grant status
has been modified.

To approve a Review Checklist, follow the steps below:
1. Follow steps 1-6 of the ‘Entering Review Checklist’ process.
> At the conclusion of these steps, the “Review Checklist” page is displayed.

2. Field Office Managers can provide comments in the Approve Comments narrative section (Figure A-
7).

Note: If the CPD Rep is also the Field Office Manager then the system allows the user to enter
‘Review’ and ‘Approve’ comments.

3. Select the <Approve> or <Reject> radio button.

> Selection of <Approve> changes the status of the Grant and locks the screen for any further
edits.

Figure A-7: Review Checklist - Approve Comments narrative section

Review Checklist Help?

Review Checklist Name: NSP Grant Closeout
Effective Date: 06/23/2014
Grant Number: B-08-UN-34-0101

E3 section 1 © NSP

m
=N
=4

Submitted Date: Submitte_d By:
[] submit For Approve

Review
Comments:

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

None

Add Additional Documents | Remove Selected Document

Approved Date: Approved By:

O Approve O

4. Click the <Save Review Checklist>.

View Reviewer Checklist
All users have access to view Closeout Checklists, using the following steps.
1. Follow steps 1-5 of the ‘Entering Review Checklist’ process.

» At completion of these steps, the “View Grant” screen is displayed (Figure A-8).
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2. Clickt

Figure A-8: View Grant — View Review Checklist button

Grants

View Grant

[Close] | l Wiew Grant History ] | l Vigw Brrriss Choclligt ] | l

Grant Closeout Checklist

Grant Number:
B-08-DN-40-0001

Grant Name:
NSP1

Grant Award Amount: Contract Effective Date:

%$21,758,198.00 03/20/2009
LOCCS Authorized Amount: Appropriation:
$21,758,198.00 NSP
Approved Date: 11/17/2013 Approved By: Hillard Berry
% Reject
Apprave
Approve Rejecting
Comments:
| Save Revew Checidsi | | Carcel Revew Checiist | [ Return 1o Previous Page J

he <View Review Checklist> button.

» The system displays the review checklist with the answers, reviewer/approver comments,

and attached documents (Figure A-9).

Figure A-9: View Review Checklist

Review Checklist:
Grant Number: B-08-UN-34-0101
Checklist Name: NSP Grant Closeout

Section Name: Section 1

LEGEND:
F N Warning

= £
EZ pre-calculated 4 Manual Input @ view Supporting Data * Mandatory

Status

o

T

Please Answer the following questions

Seq Question/Answer and User Choices
1 Has the Field Office submitted to the grantee the Closeount Packet?
(provide date sent in explanation)

(| Yes
O No
O NA
Comments
2 Has the Grantee submitted the NSP Closeout Checklist? (provide date

osubmitted in explanation)

O Yes

(] No

(] NA
Commentis

References and Data View Links

None

Comments

Cose

Supporting Decuments

3. Click

the <Close> button to exit the screen.
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