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Module 4 Content

AOverview of DRGR
AAction Plans
ADrawdowns
AQuarterly Reports

This Module describes capabilities and requirements of Release 6.3 of the Disaster Recovery Grant Reporting
(DRGR) system. The system was developed specifically faedigzevery grantees. The NSP prografi@Ta

disaster recovery program but the DRGR system was the best suited existing system at HUD to use for NSP. As you
know it was, and is, critical that HUD act quickly to get the NSP funding to work to stadmitizeunities. That is

why HUD did not take additional time to commission a new system specifically for NSP. We have made

adjustments to the DRGR system so that it has the capacity to accept data and produce reports for the NSP
program.

As you use DRGR fgour NSP grant reporting, keep in mind that it was developed for a different grant program. If
you are wondering why some of the field labels and other titles seem a bit different than the terminology in the
NSP program, that is probably the reason.

Ths module will help you to use DRGR to do the following:

adJnder the Overview topic you will learn some high level information about what DRGR is and how information
flows in the system.

odnder System Administration you will learn how to open an account and kvhat authorizations are required.

You will also see how to logon and navigate the first few screens.

odnder Action Plans you will see how to create and amend Action Plans. You will learn what projects and activities
are under the NSP eligible uses anavto set them up and edit them.

oWe will also cover entering Quarterly Progress Reports and generating reports from the system.

ol astly we will cover drawdowns and creating vouchers.
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Overview

What is DRGR?
How does info flow in DRGR?
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Overview What is DRGR?

DRGR is an online computer system for HUD staff
and grantees. Grantees can use DRGR to:

A Submit information on activities funded under
Action Plans (APs) and Amendments

A Group and track activities by Projects

A Create and approve vouchers to draw down
funding for activities as needed

A Submit Quarterly Performance Reports (QPRS)

HUD staff can review and comment on DRGR APs
and QPRs
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Disaster Recovery CDBG Program and other special appropriations. Data from the system is

used by HUD staff to review activities under the program and for required quarterly reports to
Congress.

The system llows grantees to identify activities funded under Action Plans and Amendments

along with budgets and performance goals for those activities. Grantees can group and track
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approved, grantees can submit quarterly reports summarizing obligations, expenditures,

drawdowns, and accomplishments for all their activities.

This latest version being reviewed today is DRGR 6.3. which was released in January of 2009
contains sveral improvements over previous versions. For example, this updated version
automatically updates and reconciles grant award amounts, drawdown information, and current
balances from the Line of Credit Control System (LOCCS) via the DRGR systenowlUsess n

the capability to view financial data based upon actual grant obligations and grantee draws. The
presentation will also highlight changes in Release 6.4 scheduled for July of 2009.
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Overviewr How Does Information
Flow iIn DRGR?

Grant and
Activity
Setup/Funding

Activity
Obligation &
Drawdown

Reporting

[ SGQa 4 | ®Boklat hawAinfodratidn flovas in the DRGR system. There are three
primary grant administration functions in the system.

w Grant & Activity Setup/Funding is the first step. This is where the Action Plan is created
including project and activity descripiis and budget information

(2) Activity Obligation & Drawdown is the next primary function. In this step you obligate funds
to each activity, create vouchers, and drawdown funds.

(3) The Quarterly Progress Report, or QPR, is where grantees repoigsdgward
accomplishment goals and objectives.
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Overview How Does Information Flow in DRGR?
(CONTINUED)

DRGR Grant Lifecyle - Proposed (Mockup) Key:
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flow chart. On the flow chart you will notice four rows. Each row represmsitens

that are either performed by you as the grantee or by HUD. In the first row the grantee
performs functions outside of DRGR including publishing the action plan amendment

and executing the grant agreement. The second row contains HUD actioaspeyto

setting up your grant in LOCCS and later approving and processing draw requests. The
third row contains a series of steps you will perform as grantee in administering your

grant with DRGR. The fourth row shows actions performed by HUD incjrdwiding
grant/grantee information after submission of the Action Plan and review and approval

of the Quarterly Progress Report (QPR).

In order to perform any work within DRGR grantees must complete the Grant & Activity
Setup/Funding screens. To dostyou take your Action Plan information (in this case
the NSP substantial amendment) and enter that data in the DRGR system. There are



four essential steps to follow in submitting Action Plan (NSP substantial amendment)
information in DRGR: (1) InputyoAction Plan narrative, (2) Enter Project information,

(3) Enter specific activities with budgets and performance measures and assign each
activity to one of the Projects you set up. Note: If Project information is to be grouped
under one general cagory (either because you do not yet know what the specific

groupings will be or because there will only be one overall Project for your grant) use the
YEYAY3A y2YSYy Ot 0dzNB a. dzO1 S t Ne2SOi¢d 2 §
project setup process works later in this module (4) Once your Action Plan is

completed you then submit it to HUD for approval. If you later have new activities to be
added or changes need to be made, repeat stegsabove to update your Action Plan.

Activity Obligatio & Drawdown is the next major action required of grantees. Grantees
with authorization to request the drawdown of funds will obligate funds to each activity
and create vouchers, and then a different person in your organization authorized to
approve drawswill provide internal approval of the draw. Grantees-spta draw

request by first selecting the Project and the Activity (ties) to be funded and then
creating a voucher (an electronic invoice). Once a voucher request is confirmed the
DRGR system autortieally updates Project/Activity budgets and amounts available for
draws.

Finally reporting is done quarterly and annually. Grantees create the Quarterly Progress
Report, or QPR, and submit it to HUD for review and approval. The process and
timetables br submitting QPRs will be discussed later.
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DRGR ACTION PLAN / REPORTING
PROCESS
allies HUD
rantee I
DRAFT REJECT
Original in Progress Rejected; Await for
Modification
/EDIT \ ~ APPROVE
Modified ¢ Resubmit I . Reviewed and
When Ready Approved
DRAFT REJECT
Original in Progress ! Rejected; Await for
Modification
/EDIT ~ APPROVE
Modified ¢ Resubmit Reviewed and
When Ready . Approved
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Although DRGR Action Plans and QPRs are two different types of documents, both of them have

the same status categories that indicate whether actions are needellédbgrantee vs. HUD

staff. When a grantee first drafts an action plan, the status of the action plan will be shown in
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identified changes that need to be made to an action plan, they will reject the action plan and

return it to the grantee for editing. The status of the action plan will then be shown as

A o s oA~

The grantee can then edit the action plan and make the changes that have been requested. At
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plan has been reviewed by HUD staff and founceatable, the status will then change to
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These steps are then repeated for each quarterly report. The status of these reposis ikal

same as the ones used for action plans. However, grantees can add and edit quarterly reports
before action plans are in approved status.
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Requesting a Grantee DRGR Accoun

Send following information to CPD Field Office staff:
A User Name

A Grantee

A Address, Phone/Fax, and Email

A 5-digit number you can remember for your PIN

A Your roles (a) Grantee System Admin, (b) Request d
ApproveDrawdowns

If you already have a C ID for IDIS, please provide this

CPD Field Office staff will forward authorized requests
DRGR_Help@hud.gov

Before any information can be entered, grantee staff need talssenequest for user accounts
to your CPD field office staff person. You will need to submit the following information in your
request:

o~ull name

wGrantee

wAddress,Phone number with extension, and Fax number

oEmail address

oA 5digit number you can remembdor your PIN

uWhether you will be the primary DRGR system administrator for your community or just a
regular user that edits documents. You will also need to indicate whether you will be requesting
or approving drawdowns. No individual can have both roles.

Please provide your C ID if you already have an IDIS account. After DRGR accounts are created
for your grant a spreadsheet is sent to your administrator that shows all the individuals who

were established as a user. The system administrator in yoweafiust authorize access to

each grant for your account. Know who your local DRGR administrator is because that person
will have to take this action before you can use the system.
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Logon to DRGR

https://drgr.hud.gov/IDRGRWeb/

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B C€ommunity Development Systems
Disaster Recovery Grant Reporting Sstem (DRGR)

utilities
- Hel - -
Hep Disclaimer

Links Review Data Collection Policy
- PDF Viewer
R ?u Orft You are accessing a U.S. Government information system. System usage may be monitored, recorded, and
- CPD Home . " . : . . s L
— subject to audit. Unauthorized use of this system is prohibited and subject to criminal and civil penalties.
Use of this system indicates consent to monitoring and recording.

Help?

Select an option below.

IAccept | | [ IDONOT Accept

g

Once you have access to DRGRogbe website found on this slide.
¢ K I hitg®:#drgr.hud.gov/DRGRWeb/

After the page loads, you will be asked to accept a disclaimer statement.
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

DRGR Release 6.3
Jan 2009

WCommunity Development Systems
Disaster Recovery Grant Reportthem (DRGR)

Login

Unique User ID and PWSs ls=a ™
assigned and managed:.:

- Print Page

by HUD HQ DRGR staff -

Welcome!

Username:

Password:

(Sbm)  (Ress)
DRGR Release 6.4 Conmty P Dot
July 2009 DRGR Login
Please enter your Username (C***** or H*****) and Password to log in.
Username: |
Password:

HUD Single Sigm -
User ID and PWs
assigned and managec
across HUD systems

FRv)
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accounts and password resets on
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the left navigation bar. Under Release 6.3, user accounts are

assigned and managed by HUD HQ DRGR staff that also assist with login troubleshooting and

password resets.

Under Relea8 ¢ ®n
0KS YIFIAYy 1!'5 KS
see your grant the most probable
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reason is that your local grantee system attatoridas not

assigned you authorization yet. Ask your local grantee system administrator if your account has
been set up and if he or she has made you an authorized user.
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DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

I Community Development Systems
Disaster Recovery Grant Reporti@tem (

i o ncionpirs | prowioun | om | hapons
Welcome to the Help?

DRGR Disaster Recovery Grant Reporting System

- Action Plans

- QPR DRGR News: Warning!

- Drawdown Misuse of

- Reports SYSTEM UPDATE: A new version of DRGR will be released on Jan. 5, 2008 that includes a Federal

- Grants drawdown module. Any existing DRGR accounts that need to be modified to allow users to  Information at

request or approve draws should have their supervisors email their CPD field office and this Web site

Utilities DRGR_Help@hud.gov to update their acco_unt. Training resources for DRGR are located at falls _under the

- Print Page _http:,v‘,-‘www.hud.gow’ofﬂcesfcpd,’c_ommunltydeve\op!'nent,v‘programsfdrsu’drgrs.cfm: Thesg provisions o_f

_ —g_ProﬂIe include a flash video and PDF versions of a powerpoint presentation on working with Action Title 18, United

_ H_Tg Plan_s_ and Qu_art_erly Performance Reports (QPRs). For NSP grantees, HUD has also posted States Code,

- Loaout additional guidelines and resources at http://www.hud.gov/nsp. '_srt;ctl‘on 1030.

e —— is law
Reports PLEASE be sure to update your profile (Utilities menu on the left) and include a current specifies
email address. DRGR ends email reminders of report deadlines and submissions, so having penalties for

Links current emails will help make sure this information gets to you. If you have trouble exceeding

- PDE Viewer accessing any part of DRGR or need a password reset, you can send an email to authorized

- Support DRGR_Help@hud.gov. Otherwise, you can call in a trouble ticket to the Help Desk at 1-866- access,

- CPD Home HUD-CPD1 (B66-483-2731). alteration,

- HUD Home damage, or
destruction of
information
residing on
Federal

11

A Welcome screen is displayed witews and general information about the system, along with
another warning regarding system misuse and also that the system will time out after 20
minutes if left idle.
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems

Disaster Recaovery Grant Reportiq@tem (DRGR)
Main Navigation Bar

Role:Grantes Action Plans Drawdown PR Reporis
Module Action Plans Module Title
Navigatlion Menu
(Vl'ew All Action Plans]— Screen Title [Help? }— page Help

Action Plan
- View All 1 Page 2 >
Projects i
e State | Grantee Name Grant Number %5 gtc:t:'; - QPR
- Search

MD State of Maryland B-05-DJ-24-0001 Active Reviewed and Add/Edit QPRs
Utilities Approved
- Print Page
- Profile MD State of Maryland B-08-DN-24-0001 Active | Reviewed and Add/Edit QPRs
- Help } Help Index Approved
= Logout
- Reports

AUse Main Navigation Bar to Select Module
AUse Module Navigation Menu links to select screens
AUse Page Help on Right or Help Index on Left

12

Every DRGR screen displays the Main Idtwig Bar across the top of the screen. Users can
access information by clicking one of the 6 areas located at the top of the screen on the main
navigation bar. Each item on the bar is called a module. The illustration shows 6 modules for a
3 NJ y SR @dimin5Aatibn Plan, Drawdown, QPR, Reports, and Grants. Click on the Grants
module at the top right of the Main Menu to see the View All Grants screen. The module and
screen title should display just below the main navigation bar. The navigatioridirtke

module will display in the left frame of the webpage. Help topics specific to the webpage can
be access through the help link on the right side of the page and a main help index can be
FO0OSaaSR UKNRdAAK (KS KSt LA AMIAAYIA S\&yQ GOKASH £ SSaF

T N
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Main Navigation Bar vs. Module Links

m Admin Link Only shows for
~ Grantee Admin Grantee Admin Users
Action Plan .
_ - View Al Links show for ALL
Projects Grantee Users
- Add
- Search
Activity Dblfg_a?:iorl SearCh VOUCh@’Link
'D —MT“ Activit shows fpr ALL Users
- r:u"‘:-l-;;l'gl:‘t'-r..]-'-:uLlcl1e|' Other Llnk$ Only for
- Create Voucher Users with Draw Rights
PR QPRs Link shows for ALL
ﬂ - 1 N ”
—— Grantee Users
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It is important to remember that the links that show depend on which module you are in and

the rights that we established when your DRGR account was set up. Only DRGR Grantee system
adminigrators will see the ADMIN links. All grantee users should be able to see Action Plan and
QPR links. All grantee users can also search vouchers, but only grantees that are authorized to
create or approved vouchers can see links for updating obligation®king with vouchers.
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DRGR SYSTEM TIPS

A Navigate using DRGR Links

AbSOSNJ dzaS O0NR G A&SNRA

A Logout using the Logout link in Utilities

A System times out after 20 minutes

A Save early, save often

Ab{t 3INF YO ydzyosibii KI ¢
I Example: B)8-UN-24-0110

CKSNBE INB | FTS¢ aAYLIX S (ALlA e2dzff ySSR G2 NB
uNever use the back button on the Web browser.

wWhen exiting the program please remember to logosing the link on the left side: If you

Oft2al8S GUKS ad2aidSYy gAlK2dzi f233Ay3 2dzisx @&2dzQf f
still cannot get into the system, you will have to contact the DRGR system administrator.

of you are inactive inthegyli SY F2NJ Hn YAydziSa 2N Y2NB GKS ae
will lose any unsaved information entered. Allow sufficient time to complete certain functions.

For example, entering project and activity data requires that you also select performance

measues on the second input screen. You will not be able to save project/activity information

unless you fill in the performance measurement screen.

uRemember to click the SAVE button frequently while working in the system. Save early, save

often!

GAlsomake sNB G KIF G AF &2dzQNB 62Nl Ay3 2y |y B{t 3TN
position.
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Grantee Admin Module and Links

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

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

. Action Plans Drawdown PR

Role:Grantee Admin - :
Admin

Admin .

- Grantee Admin View All Grants Help?

Utilities

- Print Page Please select the appropriate grant to assign and remove users.

- Profile

- Help Grant Number Grant Status

- Logout

- Reports B-05-DJ-12-0001 Active

Links B-06-DG-12-0001 Active

- PDF Viewer

- Suppert B-08-DN-12-0001 Active

Another important thing to remember is the DRGR grantee system administrators need to
authorize each user for everyamt they will work on. If the system administrator forgets to do
this, grantee users will not be able to see and work on Action Plans, QPRs or draws for grants.
The View All Grants screen contains a table with rows listing all disaster grants for your
jurisdiction
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

I Community Development Systems
Disaster Recovery Grant Reportiqwétem (DRGR)

Role:Grantee Admin

Admin
Admin .
- Grantee Admin Assign and Remove Users Help?
Litilities
- Print Page Grant Number: B-06-DG-01-0001

- Brofile
- Help Authorized Users: vailable Users:

- Change Password AL - Donaldson, Sandra - COT:0( - State of Alab << Assign )L-HELMS.MICHAEL-CD‘I)OO(-State of Alab

- Logout AL - Jones, Al - COTXX - State of Alabama

AL - Olia, Shabbir - CO1XC - State of Alabama
AL - Patterson, Elaine - COTXXX - State of Alabama

Links

- PDF Viewer
- Support

- CPD Home

- HUD Home

Save Changes ] [ Cancel ]

16

When your grantee system administrator, or administrators, access the Admin link from the
main navigation bar in the DRGR system, this is the screen they see. It allows the administrators
to authorize the users to work on specific grants. At the beginning all users are listed in the

right box and your administrator has to move them into the left box for that user to be able to
view that grant.

One or more grantee administrators is designatedttban then assign or remove grantee users
that are authorized to work on action plans and quarterly performance reports. It is important
to remember to use the SAVE CHANGES button at the bottom of the screen. Otherwise,
changes made in this screen widit be saved.
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ACTION PLANKEY STEPS

A Add Plan/Confirm Grant

A Enter Narrative on
CommunityLevel Needs

A Add/Edit Projects
A Add/Edit Activities

Next we will review the basic steps of the DRGR Action Plan and highlight some of the newer
features in our January and July 2009 DRGR releases.

Action Plans are needed in DRGR to establiss$t of activities which grantees will draw funds

for and which will also be used for quarterly performance reports. DRGR Action Plans can be
updated when new activities are identified in Action Plan amendments or as programs proceed
through RFPs, RF@4¢.

Your DRGR substantial amendment will be input in DRGR as an Action Plan. When you create an
Action Plan in DRGR you are establishing a template for information that goes in the QPR. The

basic steps include adding a DRGR Action Plan by confirmigggifite#, entering narrative on

communit)f SPSE Yy SSRaAZ FRRAY3I YIF22N) LINEINF Y 3INRdzLIA
activities which will be assigned to these projects.

It is important for grantees to work with their CPD representatives to enthaeDRGR projects

and activities are set up in a way that will track required information for each appropriation

such as Disaster Recovery CDBG funds and NSP. Please note that thevdlystenv a grantee

to erroneously fund an ineligible activity &void this, many grants start off with their funds

block or restricted from drawdowns and your DRGR action plan will have to be approved before



you will be able to submit a quarterly report in DRGR. Drawdowns are also made based on the
activities you setip in the DRGR Action Plan, however gogiable to execute a drawdown

before your Action Plan has been approved. If you feel your DRGR Action Plan is ready for
draws, you should work closely with your CPD representative to ensure that your DRGR projects
and activities are set up well so they can recommend funding be unblocked to allow

drawdowns.
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Adding an Action PlanConfirm Grant

-

-

18
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t [ ! b{¢& O2blalksthgal ¥cHon Plang for your jurisdiction is generated showing the

grant number, the status of the action plan, and a link to QPRs. Notice again that the cells of

this table have active links that can take you to Action Plans and Quarterly 8sdgeports

from this page. DRGR Action Plans can be accessed by the links on the Action Plan Status in the
row for that grant. Before an Action Plan has been added for a grant, this status will show as
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