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1 Introduction

The Integrated Disbursement and Information System (IDIS) OnLine system is sponsored by the Office of
Community Planning and Development (CPD) within the Department of Housing and Urban
Development (HUD). IDIS OnLine is a real-time, web-based computer application that provides financial
disbursement, tracking, and reporting activities for the CPD formula grant programs. IDIS OnLine enables
HUD grantees to drawdown program funds and report on the activities and accomplishments outlined in
each jurisdiction’s Consolidated Plan. IDIS OnLine provides timely performance information regarding
accomplishments achieved with the use of program funds, pursuant to the Government Performance
and Results Act of 1993 (GPRA) and the specific requirements of the formula programs administered by
CPD. IDIS OnLine programs include the Community Development Block Grant (CDBG) Program, HOME
Investment Partnership Program (HOME), Emergency Shelter Grants (ESG), and Housing Opportunities
for Persons with AIDS (HOPWA). IDIS OnLine also supports the American Recovery and Reinvestment
Act (ARRA) grant programs Tax Credit Assistance Program (TCAP), CDBG Recovery (CDBGR), and
Homelessness Prevention and Rapid Rehousing Program (HPRP). NOTE: HPRP grantees use IDIS OnLine
for drawing funds only.

1.1 IDIS OnLine System Overview
IDIS OnLine is used by three different types of users:

e 1,100 CPD formula grant program participants located throughout the US
e HUD’s 42 Field Offices (FOs)
e HUD Headquarters (HQ) staff

There are more than 14,000 active IDIS OnLine users.

IDIS OnLine Roles of Organization include the following:

Grantee — any organization receiving grant funds directly or indirectly from HUD to perform HUD-
approved program work. A grantee is the “owner” of the program funds and is responsible for
performance of the approved, CPD-funded projects and activities. All grantees are given a Unit of
Government code and number (UOG CD and UOG NM) to identify them. Grantees can delegate some or
all of their project activities to subrecipients, who are organizations that may or may not have access to
IDIS OnLine. For example: in the HOME program, CHDOs do not have access to IDIS OnLine. Grantees
can delegate some or all of their project activities to subgrantees, who receive funds for this work and
who update these activities using IDIS OnLine. The HOME program has special rules and regulations for
state subgrantees regarding usage of grant funds.

Other Entity is a special subgrantee organization receiving a subgrant and is identified as an Other
Entitiy on the system.
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Community Housing Development Organization (CHDO) is a special type of grantee that receives a set-
aside subgrant.

CPD’s formula grants management process includes the following seven steps:

CPD 7-Step Grants Management Process

Step Grants Management Process Description

Step 1 Develop and gain approval of 3 to 5 year Consolidated Plan that serves as:

e A planning document for the jurisdiction

e Asingle application for federal funds under HUD’s formula grant programs
e Astrategy to be followed in carrying out HUD’s performance government

e An action plan that provides the basis for assessing performance

Step 2 Annually, create and gain approval of an Action Plan that describes the projects and
assigns budget amounts for the upcoming plan year

Step 3 Receive Annual Funding under HUD formula grant programs and other sources

Step 4 Designate detailed Activities and related annual budgets under each project that can be
measured to assess progress for the work being done

Step 5 Commit Funds for a given activity
Step 6 Drawdown and Disburse committed funds for an activity
Step 7 Report on program year accomplishments and performance

The role of IDIS OnLine in Grants Management is to begin supporting the grants management process
after the planning stage. After a grantee signs a grant agreement with HUD, grant funds are then
reported to IDIS OnLine and the grantee is ready to set up activities, drawdown funds, and report on the
progress of each activity. IDIS OnLine supports the process through the transaction and performance
reporting stage and feeds information into other CPD systems (Line of Credit Control System — LOCCS
and Grants Management Process System — GMP).

1.2 IDIS OnLine User Technical Support Resources

If a user needs assistance while working on IDIS OnLine, there are several resources available. In
addition to getting help from their local Field Office, they may also contact the following:

Page 4




IDIS OnLine Quick Tips User Guide

Technical Assistance Unit (TAU) Hours of Monday — Friday 8:15 a.m. - 7:00 p.m. (Eastern)
Operation:

TAU Support Contact Information

Toll Free Help Line 1-877-483-8282

Fax Number 1-703-553-8444

E-mail Idis.help@hud.gov

IDIS ID/Password Resets HUD National Help Desk

Toll Free: 1-888-297-8689, Option 3

Additional information about IDIS OnLine http://www.hud.gov/offices/cpd/systems/idis/index.cfm

IDIS OnlLine login instructions http://www.hud.gov/offices/cpd/systems/idis/idis.cfm

The IDIS OnLine Quick Tips User Guide serves to walk IDIS OnLine users step-by-step through the major
IDIS OnLine system functionalities. The major functionalities covered in this guide include:

e Adding, Search/Edit, View, and Copy Projects
e Adding, Editing, and Funding Activities

e Creating and Approving Drawdowns/Vouchers
e Adding Receipts

e Search/Edit Receipts

e View Receipts

e View Receipt Accounts

e Adding Subfunds and Subgrants

e Editing a Grantee User Profile

e Editing Existing User Roles

e Viewing Existing User Roles
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2 Logging into IDIS OnLine

1) Go to the Log on to IDIS web page:

http://www.hud.gov/offices/cpd/systems/idis/idis.cfm

2) Click the word here to get to the login screen.

Homes &
Communitie

g

Community
Planning and
Development

FIDIS
= Log on to IDIS
= Getling Started
= Training
* Reporting and
Guidance
= Library

HUD news
Homes
Resources
Communities
Working with HUD

Tools
Webcasts

Mailing lists

En espanol | Contact Us | Text only | Search findex

Community Planning & Development

Log on to IDIS

@_‘f Information by State
% Print version

IDI1S Online Data Download Documentation

Howr to Bun Reports in IDIS Online

B Email the CPD Web Team
2009 Formula Grant Allocations

The official 200% farrnula grant allocation amounts .
are now posted on HUD's web site. The Security Issues

announcerment letters of these allocations are being

rnailed by HUD to the chief alected officials of each L4 Eeeping Your IDIS Account
formula grantee. Active
prieE=Renn, b ID and Password Assistance

} Separation of Duties

To Il:lg on to IDIS OnLinE, click here, m

Phone the IDIS helpdesk 877-483-8282 or email T e e —— .
idis.help@hud.gov for help to IDIS, Hours: Mon 1-288-297-2629
— Fri, 8:15 &M — 7 PM EDT ¥ Technical Assistance Unit

877-483-B262
Round 3 grantees go live in IDIS OnLine 1 day

earlier than scheduled: Tuesday 9/15. .
However, please note that EOF functionality will
not be avallable untl 8am Wednesday 9416, » Access the IDIS Legacy

Pseudo Region

oot o AL _NNAT T oo

3) IDIS Login page will appear (https://www21.hud.gov/idis)

4) Enter Username and Password

Grantee users will use their C# as their Username. Their temporary password is
the first initial capitalized and the last name with first letter capitalized. For
example, if your name is ABRAHAM LINCOLN your temporary password will be
Alincoln. They will be prompted to change their password immediately upon
login. The new password must contain the following:

e At least 8 characters

e At least one capitalized letter

e Atleast one lower case letter

e Atleast one number

e At least one special character (any symbol, such as $#*@!&)
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1. HUD staff will use their regular H# as their Username with their regular network
password

5) Next, click the Login button

Homes &
Communities

Community Planning & Development

IDIS Login

Community
Planning and
I lopment Please enter your Username (C***** or H*****} and Password to log in.
* Logon to IDIS Username:
* Getting Started
= Training
* Reporting and Password:

Guidance

EQIA Privacy Web Policies and Important Links Home @
.

U.5, Department of Housing and Urban Development

I |||||[]‘°'». 451 Tth Street 5.W., Washington, DC 20410
- “ || *! Telephone: (202) 708-1112 TTY: (202) 708-1455
“ﬁ’l Il L; Find the address of a HUD office near you

o et

6) IDIS Disclaimer page will appear
7) Read disclaimer statement and click | accept button if you agree to the disclaimer.

8) If you have multiple profiles, the Profile Selection page will be displayed with all of your
available profiles listed. Select your appropriate profile, next click Select Profile button
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

Community Development Systems
Integrated Disbursement & Information System (IDIS)

Utilities Disclaimer
- Brint Page
- Help Review Data Collection Policy
You are accessing a U.S. Government information system. System usage may be monitored, recorded, and
Links subject to audit, Unauthorized use of this system is prohibited and subject to criminal and civil penalties. Use of
- PDF Vigwer this system indicates consent to monitoring and recording.
- Support
- CPD Home ][accept] | |IDO MNOT accept
= HUD Home

I

9) Welcome to the Integrated Disbursement and Information System page will appear

10) Congratulations - you are now in IDIS OnLine!

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
Community Development Systems

Integrated Disbursement & Information System (IDIS)

wintegrated Disbursement& nfoimationsystem(ois)  Swlded

User Role: Grantee

Organization:
Bogm. Welcome to the

Integrated Disbursement and Information System

- Logout
PR M . .
utilities IDIS News Warning! Misuse of Federal Information at this Web
- Home Mo news to display. site falls urjder the provisions ofTu_t!e 18, Unm_ed States
- Data Downloads pay Code, section 1030. This law specifies penalties for
. exceeding authorized access, alteration, damage, or
- Print P ! " . » 8l s g
| Hrll|1__aq;e destruction of information residing on Federal
s computers,
Warning! Your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- PDF Viewer server. The system will provide a warning and prompt
- Support you if you need more time 3 minutes priar to the
- CPD Home expiration of the current session.
= HUD Home

To work with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link on the
1DIS Reports page.

Content updated Now 14, 2008

U.%, Department of Housing and Urban Development
451 Tth Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TT¥: (202) 708-1455
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NOTE: CPD posts important news items about IDIS OnLine in the NEWS section. News may related to
system outages, reports, tips, known errors, holiday hours, etc. Please take a moment to
read the NEWS each time you login; it may answer many of your
questions!

3. Projects

3.1 Add Projects

1) Click the Projects/Activities tab at top of screen

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems
Integrated Disbursement & Infermation System (IDIS)

User ID: CO1133 jec y Funding/Drawdown Grantee/P1 m

User Role: Grantee

Organization:
MILW ALKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Wweb
- Home B site falls under the provisions of Title 18, United States
- Data Downloads No news to display. Code, section 1030, This law specifies penalties far
i a exceeding authorized access, alteration, damage, or
_ Enrt SRR destruction of infarmation residing on Federal
— computers.

Warning! Your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- PDF Wigwer server. The system wiII_ pro\ridr:_l a warning and prompt
- Suppart you if you need mare time 3 minutes prior to the
_ CPD Home expiration of the current session.
- HUD Home

To work with IDIS MicroStrategy Reports, you must first
close any remaining Microstrategy windows from prior
sessions, and open a new window using the link on the
IDIS Reports page.

Content updated Mow 14, 2008

.5, Departmant of Housing and Urban Dauelop
451 Tth Street S, Washingten, DC 20410
Telephone: (202) 708-1112 TT: (202) T08-1455

I — -
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2) Click the Add link on left side under Project
3) Enter in required data of Program Year and Project Title

4) Enter in additional information as needed, including Add New Program Year,
Grantee/PJ Project ID, and/or Description

5) Click the Save button
e Project
- Logout Add Project

o |

- Search

*Indicates Required Field
Project Grantee/PJ Name:
- add MILWALKEE
- Search
- Copy Program Year

m Year: [ add New Program vear:
w

Utilities l:l
- Home (emi yyyy)
- Data Downloads
- Print Page IDIS Project ID:
- Help

*Project Title:
Links ‘
- PDF Vigwer
- Support Grantee/PJ Project ID:
- CPD Home ‘
- HUD Horme

Description:

Allow Another Organization to Set up Activities under this Project: (4p)

Select Organization
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3.2 Search/Edit Projects

1) Click the Projects/Activities tab at top of screen

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT nii.0.1
I Community Development Systems

sement & Infermation System (I1DIS)

. ooheeselediebeisieis T, e R ————m—t
User ID: CO1133 jec : ie Funding/Dravdown Grantee/P] M

User Role: Grantee
Organization:
MILWAUKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS Newis Warning! Misuse of Federal Information at this Web
- Home ; site falls under the provisions of Title 18, United States
- Data Downloads Mo news ta display. Code, section 1030, This law specifies penalties for
— pri a exceeding authorized access, alteration, damage, or
_ E'rlrt SERC destruction of information residing on Federal
Heln computers.
warning! your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- PLF Wiewer server, The system will provide a warning and prompt
- Support you if you need mare tima 3 minutes prior to the
~ CPD Home expiration of the current session.
- HUD Horme

To wark with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link on the
ID1S Feports page.

Content updated Mov 14, 2008

.5, Department of Housing and Urban Development
451 7th Street 5.W., Washington, DG 20410
Telephone: (202) 702-1112 TTY: (202) 702-1455

—————————————————————
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2) Enter applicable Search Criteria, including Program Year, Program, Project Title, IDIS
Project ID, Grantee/PJ Project ID, and/or Status

3) Click the Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Infaermation System (IDIS)

—  cheesleledletteliir e, e R —————— ——S—
User ID: CO1133 Projects f Activities Funding{/Dravedown Grantee/P] m

User Role: Grantes
Organization:

MILYW & UKEE Project
- Logout Search Projects

' Search Criteria
Activit . -
- Acli‘c‘i” ¥ Program Year: Program: Project Title:
- Search o4 b/

IDIS Project ID: Grantee/P] Project ID: Status:

Project Select v
- Add
- Search
- Copy

Dl

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- PDF Vigwer
- Support

- CPD Home
- HUD Home
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4) Search Results Page will appear
5) Click Edit under Action column to make any changes to the Project information

User ID: CO1133 Projects / Activities Funding/Drawdown Grantee/P] Admin Reports

User Role: Grantee

Organization: .

MILWALKEE Project

- Logout Search Projects

i Search Criteria

??&:Itv Program Year: Program: Project Title:

- Search 2008 v o
IDIS Project ID: Grantee/P] Project ID: Status:

Project 14 Select v

- Add

- Search

- Copy
|

Utilities

- Home

- Data Dowrlosds Results Page 1 of 1

- Print Page

- Help Program IDIS Grantee/P] Project Title Project Owner Status Action
Year Project ID Project ID

. 2008 14 testing MILWALIKEE, W1 Open Edit | Migw

Links

- PDF Wiewer

- Support

- CPD Home

- HUD Horme
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6) User may now edit Project Title, Grantee/PJ Project ID, and/or Description
7) After making edits to project click the Save button
oTguTnZOToaT =
MILW AUKEE Project
- Logout Edit Project
fitd“éltv [Save] | [Return To Projeds] | | Cancel Project
- Search
*Indicates Required Field
Project Grantee/PJ Name:
- add MILWALKEE
T fenh Program Year:
i 2008 ’
. 1DIS Project ID:
Utilities 14
- Home
- Data Downloads Status:
- Print Page Open
- Help *Project Title:
|testing
Links
- PDF Viewer Grantee fP] Project ID:
- Support
- CPD Home
- HUD Home Description:
Allows Another Organization to Set up Activities under this Project: (4p)
Select Organization
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3.3 View Projects

1) Click Projects/Activities tab at top of screen

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT n11.0.1
I Community Development Systems

sement & Infermation System (IDIS)

User ID: CO1133 jec tivitie Funding/Dravedown Grantee/P1 m

User Role: Grantes

Organization:
MILYW & UKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Web
- Home B site falls under the provisions of Title 18, United States
- Data Downloads Na news to display. Code, section 1030. This law specifies penalties for
i q exceeding authorized access, alteration, damage, or
_ Enrt Faas destruction of information residing on Federal
— computers,

Warning! yvour IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- PDF Wiewer server, The system WiII_ provide_ a warning and prompt
- Support you if you need more time 3 minutes prior to the
- CPD Home expiration of the current session.
- HUD Horme

To work with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link on the
IDIS Reports page.

Contentupdated Mow 14, 2008

.5, Department of Housing and Urban Development
451 Tth Street 5.0, Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455
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2) Enter applicable Search Criteria, including Program Year, Program, Project Title, IDIS
Project ID, Grantee/PJ Project ID, and/or Status

3) Click the Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

el e, et D ——S—
User ID: CO1133 Projects f Activities Funding/Dravedown Grantee/P1 M

User Role: Grantes
organization:

MILW AUKEE Project
- Logout Search Projects

i Search Criteria
Activit : .
~ add ¥ Program Year: Program: Project Title:
- Search - b

IDIS Project ID: GranteefP] Project ID: Status:

Project Select v
- Add
- Search
- Copy

|
Utilities

- Home

- Data Downloads

- Print Page

- Heln

Links

- PDF Vigwer
- Support

- CPD Home
- HUD Home
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4) Search Results Page will appear
5) Click the View link under Action column of applicable project
User ID: C0O1133 ProjectsfActivities Funding /Drawdown Grantee /P] Admin
User Role: Grantee
Organization: .
MILW AUKEE Project
- Logout Search Projects
i Search Criteria
_AC;;;IW Program Year: Program: Project Title:
- Search 2008 (v o
IDIS Project ID: Grantee fPJ Project ID: Status:
Project 4 Select w
- odd
- Search
- Copy
|
Utilities
- Home
- Data Downloads Results Page 1 of 1
- Print Page
- Help Program IDIS Grantee/P1 Project Title Project Owner Status Action
Year Project ID Project ID
) 2008 14 testing MILWALUKEE, WI Open Edit | Migw
Links
- PDF Yiewer
- Support
- CPD Home
- HUD Home
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6) View Project page will appear
- Logout View Project

_AE'W Feturn To Projects

- Search
Grantee/PJ Name:
MILWALIKEE

Project

- Add Program Year:

- Search 2008

R IDIS Project ID:
14

utilities Status:

- Home Open

- Data Downloads ) .

- Print Page 1I:Z'rnt]_lal:t Title:

- Heln asting
Grantee/P1 Project ID:

Links

- PDF Viewer Description:

- Support

- CPD Home

- HUD Home

Allow Another Organization to Set up Activities under this Project:

Estimated Amount {Including Program Income)

CDBG £500,000.00
HOME $£0.00
ESG +0.00
3.4 Copy Projects
1) Click Projects/Activities tab at top of screen

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Information System (IDIS)

Funding/Dravedoyen Grantee/P]

User ID: CO1133
User Role: Grantes
Organization:

Welcome to the

MILWAUKEE . .
Integrated Disbursement and Information System
- Logout
Utilities IDIS News warning! Misuse of Federal Information at this wehb
- Home ; site falls under the provisions of Title 18, United States
- Data Downloads Mo news to display. Code, section 1020, This law specifies penalties for
_ exceeding authorized access, alteration, damage, or
_ W@ destruction of infarmation residing on Federal
aslp computers.

Warning! Your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
server. The system will provide a warning and prompt

- PDF Wiewer 'f a i M N ior to th
- Support you if you need mare time 3 minutes prior to the
- CPD Home expiration of the current session.,

- HUD Home

To work with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link on the
IDIS Reports page.

Content updated Now 14, 2008

U5, Department of Housing and Urban Developrant
451 7th Street 5.1, Washington, DS 20410
Telephone: (20Z) TOS8-1112 TTY: (202) TO8-1455
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2) Next, click the Copy link on left side under Project

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C0O1133 Projects /Activities Funding /Drawdown Grantee/P]

User Role: Grantes
Organization:

MILWAUKEE Project
- Logout Search Projects

[ Search Criteria
Activit : .
" add ¥ Program Year: Program: Project Title:
- Search ol o

IDIS Project ID: Grantee/P] Project ID: Status:

Project Select v
- Add
- Search
- Copy

T

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- PDF Wiewer
- Support

- CPD Home
- HUD Home
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3) The Copy Project page will appear
4) Select Program Year in dropdown menu of the Copy Project to Program Year field
5) In the Copy column of the Results Page, place a check by the project(s) you wish to copy
6) If user would like to Copy Project to New Program Year, click the applicable box and
type in year within the Program Year section
7) Click the Copy Projects button
- Logout Copy Project
?Eity Copy Projects
- Search
*Indicates Required Field
Project Search Criteria
- fdd Program Year: Program: Project Title:
- Search 2008 v 2
- Copy
IDIS Project ID: GranteefP] Project ID:
utilities
- Home (et nnnn (2st #-nnnn-wsnn)
- Data Downloads
- Print Page I
- Help
Links ) Program Year
: — *Copy Project to Program Year: Copy Project to New Program Year:
s o
- CFD Home 4
- HUD Home (an: pyuyl
Results Page 1 of 77
Program IDIS Grantee/P1 Project Title *Copy
Year Project 1D Project ID
2008 1 MRSA SRES #1 0
2008 2 MRSA SRES #2 0

a [ ATat=s oc A OOeACeT 40 TC ST LICCE TR Annn —
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8) Project(s) Copied page will appear

- Logout Copy Project
+ Project{s) copied.
Activity
- Add
- Search
Copy Projects
Project
- add *Indicates Required Field
- Search s h Criteri
_ earch Criteria
Copy Program Year: Program: Project Title:
|
Utilities . :
— Home IDIS Project ID: Grantee/P] Project ID:
- Data Downloads
- Print Page (=i nnnn) (ex: #-nnnn-mxnnl
- Help
|
Links
- POF Wiewsr
- Support
~ CPD Home Program Year
- HUD Home *Coii Project to Program Year: Copy Project to New Program Year:
h
(ent yyyy)
Results Page 1 of 54
Program IDIS Grantee /P] Project Title *Copy
Year Project 1D Project ID
2009 1 FAIR HOUSING (BOSTOMN FAIR HOUSING COMMISSION] F
- I} coocoen —
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4. Activities

4.1 Adding Activities

1) Select Projects/Activities Tab at top of screen

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

sement & Infermation System (IDIS)

e W, e iy ———————ti
User ID: CO1133 Funding /Dravedown Grantee/P] M

User Role: Grantee
Organization:
MILW ALKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS Newis warning! Misuse of Federal Information at this Wweb
- Home ; site falls under the provisions of Title 18, United States
- Data Downloads No news to display. Code, section 1030, This law specifies penalties for
— pri a exceeding authorized access, alteration, damage, or
_ Erlrt SEEC destruction of information reéiding on Federal
Heln computers.
Warning! Your IDI1S working session will time out after
Links 20 minutes if there is no interaction with the application
- PDF Wiewer server. The system will provide a warning and prompt
- f you need more time 3 minutes prior to the
Support YOU Ty |
_ CPD Home expiration of the current session.
- HUD Home

To work with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link an the
IDIS Reports page.

Content updated Mow 14, 2008

U5, Department of Housing and Urban Development
451 Tth Street 5., Washington, DC 20410
Telephone: (202) 70S-1112 TTY: (202) TO8-1455

I —————_
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2) Click the Add link on left side under Activity

3) Enter required data: Activity Owner, Activity Name, Program Year, IDIS Project
ID/Project Title, Activity Category and Environmental Assessment

4) Enter other additional information as needed

5) Click Save

Activity Save | Cancel

- Add
- Search *Indicates Required Field
* Activity Owner: * Activity Name:
Project MILWALIKEE, Wyl
- Add
- Search *Program Year:
- Copy Select v Grantee/P] Activity ID:
+1IDIS Project ID/Project Title:
utilities Select w
- Home
- Data Downloads
- Print Page -
~ Hel Activity
Program * pctivity Category Ready to Fund Setup Detail

Links CDBG None v L Add CDBG
- PDF Viewer
- Support ESC None v Ho Add ESG
- CPD Home

- Sl Hnms e Nane v No Add HOME
HOPWA MNone v Mo Add HOPYA,
*Environmental Assessment: Allow Another Organization to Access this Activity: (tp)
O underway
O Exempt Select Organization
O Complete
Activity Description:
< >
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6) The new activity has been saved message will appear

7) To continue setup of the activity, click the applicable program to add under the Setup
Detail column.

LW ALIKEE
Edit Activity
ogout
+ The new activity has been saved.
tivity
dd

e |

hject *Indicates Required Field
hdd

isarch Activity Owner:

Activity Status:
Lopy MILWAUKEE, W1

IDIS Activity ID:

liti o986 Completion Date:
Select Date
Dme *Program Year:
ata Downloads o008 Cenr mmdddfyuyy)
- L
ﬂ;g Eage Grantee/PJ Activity ID:
*IDIS Project ID/Project Title: | \
| 14testing (2008) v
ks Initial Funding Date:
OF Viewer *Activity Name:
upport |testing activity
PD Home
Lt o Activity

Program | * Activity Category (tip) Ready | Funded Setup Detail | Accomplishment

to
Fund
CDBG || 05 - Public Services (General) v |MNo Mo Add CDBEG

ESG [Mane ~| Mo |No Add ESG
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4.2 Editing Activities

1)
2)

3)

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

P Community D

Integrated Disbursement & Infarmation System (IDIS)

User ID: C15581
User Role: Grantee
Organization:
LOUISYILLE - JEFFERS
COUNTY METRO GOWT

- Logout

Activity
- Add
- Search

Project
- Add

- Search
- Copy

Utilities

- Home

- Data Downloads
- Print Page

- Help

Links

- PDF Vigwer
- Suppott

- CPD Home
- HUD Home

Click the Projects/Activities Tab at top of screen

Enter applicable Search Criteria for the activity

Click the Search button

evelopment Systems

Projects /Activities

on | Activity

Search Activities

Search Criteria
Program:
All v

Activity Name:

Program Year:
Select ¥

Search Feset
|

Status:
All v

IDIS Project ID:

IDIS Activity ID:

Grantee fPJ Activity ID: Activity Owner:
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4) Search results will appear
5) Choose the applicable activity by clicking Edit under the Action column on the right side
of page
o - —
LOUISVILLE - JEFFERSON | Activity
COUNTY METRO GOVT
Search Activities
- Logout
Search Criteria
Activity Program: IDIS Project ID: Status:
- Add HOME All A4
- Search
Activity Name: IDIS Activity ID:
Project
- Add Program Year: GranteefP] Activity ID: Activity Owner:
- Search Select v
- Copy
utilities I
- Home
- Data Downloads
- Print Page
- Help Results Page 1 of 281
Activity Name Program |IDIS Grantee/P1 Status | Activity Owner Action
Links Year/ Activity ID | Activity ID
- PDF Wiewer Broject 1D
- Support TBRA VMARIOUS CLIENTS | 2008/32 23798 Open | LOUISWILLE - JEFFERSON | Edit | Wiew
- CPD Home JULY'S RENT & LGE COUNTY METRO GOMT, KY
- HUDH .
e——— GRAHAM, PAULINE 20065 23790 HOME REPAIR Open | LOUISWILLE - JEFFERSOMN | Edit | Wiew
COUMNTY METRO GOWT, KY
COOPER, SHAQUILLA 2006740 23774 DAaP Open | LOUISWILLE - JEFFERSON | Edit | Wiew
COUNTY METRO GOWT, KY
MINOR, ALMA 2006740 23773 Open | LOUISWILLE - JEFFERSON | Edit | Wiew
COUNTY METRO GOVT, KY
HURRIGAN, REMITA 2006/40 23772 Dap Open | LOUISWILLE - JEFFERSON | Edit | View
COUNTY METRO GOWT, KY
CALHOUM, WILBERT 2006740 23771 NEWBURG-DAP | Open | LOUISWILLE - JEFFERSON | Edit | Wiew
COUNTY METRO GOWT, KY
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6) Make the necessary changes to the Activity, including Activity Status, Completion Date,
Program Year, IDIS Project ID/Project Title, Grantee/PJ Activity ID, and/or Activity
Name

7) Next click the Save button

8) If program edits are needed, click applicable program button under Setup Detail (Edit

HOME button for example shown below)

Organization: Activity
LOUISYILLE -
JEFFERSOM Edit Activity
COUNTY METRO
GOWT
- Logout |
R . ’
Activity Indicates Required Field
- Add
- Search Activity Owner: Activity Status:
LOUISWILLE - JEFFERSOMN COUNTY METRD GOWT, KY Open -
Praject ;gg&;anctwlty 1D: Completion Date:
- Add
- Search *Program Year: sslectDate
_ o 2008 | . (e mmdddiyyyy)
Grantee/PJ Activity ID:
it *IDIS Project ID/Project Title:
E't;' ities 32/HOME - HOME TEMNANT BASED RENTAL ASSISTANCE PROGRAM (2008 +
DggeDownloads Initial Funding Date:
T = LR Igs 07/25/z2008
- wﬁ * fctivity Name: 25t
T dee TBRA-ARIOUS CLIENTS JULY'S RENT &
Links Activity
- PDF Vigwer
- Suppart Program | *Activity Category (up) Ready | Funded | Setup Detail |Accomplishment
- CPD Home o
- HUD Home
CDBG Mone v |Ma Ma Add CDBG
ESG Mone v MO HO AddESG
HOME || TenantBased Rental Assistance (TBRA) v Mo Mo Edit HOME
unowa || Mone v Mo Mo Add HOPWA)
< >
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9) If program button under the Setup Detail column is selected from previous page, the
program specific Setup Detail page will be displayed (Edit HOME Setup Detail is the
example shown below)

10) Make the necessary edits to the Activity setup detail, including Performance Objective,
Will this activity be carried out by a faith-based organization and/or Performance
Outcome

11) In addition, user can also edit, add or delete required data at bottom of page

12) Then click the Save button

v | Activity
JEFFERSON COUNTY
METRO GOWT Edit HOME Setup Detail
- Logout Tenant-Based Rental Assistance (TBRA)
Activity
- ada |
- Search
* Indicates Required Field
Project
- add GranteefPJ Activity ID: Activity Name: Program Year/Project ID:
- Search M/ TBRA VARIOUS CLIENTS 2008/32
_ r JULY'S RENT & LGE
L0y IDIS Activity ID: Project Title:
23798 Activity Owner: HOME - HOME TENANT BASED
LOUISVILLE - JEFFERSOM REMTAL ASSISTANCE
utilities COUNTY METRO GOWT PROGRAM
- Home
- Data Downloads
: %Pq_ ::mﬁ *Performance Objective: will this al:ti_vitv_he carried out by a faith-
- Help (Edit) Create suitable living environments % based organization?
O ves ® Mo
*Performance Outcome:
Links Awvailabilityfaccessibility »
- POF YWiewer
- Support
- CPD Home Beneficiary Units Total: 1
- HUD Home

Page 1 o0f 1
Monthly Rent Household Tenant Contract Action
Last # of Bdims  Security | Tenant | TBRA | Total | Percent | Hispanic/ | Race | Size Type Paid Newly | Months
Name Deposit | Rent | Subsidy | Rent | Area Median | Latine To Assisted
Income
DAMZY | 3 bedrooms $0 $0 | $177 $177 30+ toS0% Mo White | 2 persons | Single Parent | Cwner Mo 24 dit | Delete

Add TBRA Beneficiary
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4.3 Funding Activities

1) Select the Funding/Drawdown Tab
2) The Activity Funding page will appear
3) Enter applicable search criteria

4) Click the Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C32177 jec tivitie Funding /Dravdovin Grantee/PJ

User Role: Grantee
Organization:

BOSTON Activity Funding
- Logout Search for Activities to Fund
i : Search Criteria
Activity Funding Program: IDIS Project ID: Activity Status:
- Search
All hd All v
Drawdown Activity Name: IDIS Activity 1D: * Activity Owner:
- Lreate voucher BOSTON, M, v
- Search Woucher
- Approve Voucher Program Year: GranteefP] Activity ID:
Al
Receipt

- Add

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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5) The Search Results page will appear

6) Select Add-Edit under the Action column

User ID: C32177 Funding/Drawdowvn Grant Grantee/PJ
User Role: Grantee
Organization: - .
Bt':'gTON Activity Funding
- Logout Search for Activities to Fund
- : Search Criteria
Actlvity Funding Program: IDIS Project ID: Activity Status:
- Search ) |
All b All v
Drawdown Activity Name: ) IDIS Activity ID: *Activity Owner: )
- Create Voucher | ] _1 4626 | | BOSTOM, MA v
- Search Voucher
- Approve Voucher Program Year: Grantee/PJ Activity ID:
(Al v
Receipt
- Add
ot |
- Search Accounts
Results Page 1 of 1
utilities
- Home Activity Name Program Year/ IDIS Grantee/PJ Activity Status  Activity Owner  Action
- Data Downloads IDIS Project ID  Activity ID | Activity ID
- @Mﬁ BELLA LUNA RESTAURTANT | 2008/17 14626 Open BOSTON, MA Add-Edit
- Help
Links
- PDF Viewer
= Support
- CPN Hnme
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7) The Edit Activity Funding page will appear

8) Select Add-Edit-View under the Action column for the appropriate activity

User ID: 52177

User Role: Grantee

Organization:
BOSTOM

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- Approve Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Wiewsr
- Support

- CPD Home
- HUD Home

—Prolecs/Acivines
Activity Funding

Edit Activity Funding

Funding/Dravwdovn

[ Return to Search for Activities ta Fund

*Indicates Required Field

Activity Owner:
BOSTOM, M&

IDIS Activity ID:
14624

Activity Name:
26 WOODDALE AVENLUE

Funding Sources
Recipient Name:
All Recipients

Available Funds

Recipient Name Program

—|n
=
=

==Y

BOSTOM, M

Source Name

HOME AD HUD

Program Year/Project:
2008/3

Total Funded:
$105,500.00

Total Draven:
$£0.00

Program:
|| All Programs &

Grant Grantee/H]

Fund Type:
All Fund Types »

Source |Available for |Funded Drawn
Type Funding Amount Amount
MC +634,603.05 | $100,000.00 £0.00
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9) The Add-Edit Funding Line Item page will appear
10) Enter dollar amount in Funded Amount field, Grant Year field is optional

11) Click the Save button

organrzacion,

BOSTON Activity Funding
- Logout Add-Edit Funding Line Item
Activity Funding = =
B— [ Return to Add-Edit Funding ]

Activity Owner: Program Year/Project:
Drawdown BOSTON, Ma, 2008/3
- Create Youcher
- Search Youcher IDIS Activity ID: Total Funded:
- Approve Voucher 14624 £105,500.00

Activity Name: Total Drawn:

. 26 WoOODDALE AVENUE £0.00

Receipt
- Add
- Search i
- Search Accounts Funding Source

Program | Fund Source Source Recipient Available for Drawn Funded

Type Name Type Mame Funding Amount Amount

Utilities
- Home HOME AD HUD MC BOSTOM, Ma £634,803.05 $0.00 $100,000.00
- Data Downloads
- Print Page Current Funding for This Source
- Help Grant Year (tp) | Funded Amount Drawn Amount
- 2007 £ 100,000.00 $0.00
Links
- PDF Wiewer
- Support
_CPD Home Add Grantear| | |Save| | | Cancel
- HUD Home

| RetumtoAddEditFunding |
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12) Activity funded successfully message will appear

User ID: C32177
User Role: Grantee
Organization:
BOSTON

- Logout

Activity Funding
- Search

Drawdown

- Create Voucher
- Search Voucher
- Approve Voucher

Receipt

- &dd

- Search

- Search Accounts

utilities

- Home

- Data Downloads
- Print Page

- Help

Links
- PDF \Viewer

- Support
- CPN Hame

Activity Funding

Add-Edit Funding Line Item

« Activity funded successfully.

| Reeturn to Add-Edit Funding |

Activity Owner:
BOSTOMN, M&

IDIS Activity ID:
14624

Activity Name:
26 WOODDALE AVENUE

Funding Source

Program Fund Source Source
Type MName Type
HOME AD HUD MC

Current Funding for This Source
Grant Year (tp) Funded Amount

2007 | g 100,000.00,

Program Year/Project:

2008/3

Total Funded:

$105,500.00

Total Drawn:

$0.00
Recipient Available for Drawn Funded
MName Funding Amount Amount
BOSTOMN, M& $634,803.05 $0.00 $100,000.00

Drawn Amount
$0.00
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5. Drawdowns/Vouchers

5.1 Creating Drawdowns/Vouchers

1) Select Funding/Drawdown Tab

2) Click Create Voucher link on the left side under Drawdown

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

I Community Development Systems
Integrated Disbursement & Infermatian System (IDIS)
User ID: C32177 Projects /Activities Funding fDravedoven Grantee/PJ

User Role: Grantee
Organization:

BOSTON Activity Funding
- Logout Search for Activities to Fund

Activity Funding Search Criteria

- Search Program: IDIS Project ID: Activity Status:

All hs All w
Drawdown Activity Name: IDIS Activity 1D: * Activity Owner:
- Create “Woucher BOSTON, M v
- Search Woucher
- Approve Woucher Program Year: GranteefP] Activity ID:

Al
Receipt

- Add

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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3) Create Voucher-Select Activities page will appear
4) Voucher Created For and Activity Owner fields will be auto-populated
5) Enter IDIS Activity ID number(s)

6) Click the Continue button

User ID: C32177
User Role: Grantee
Organization:
BOSTON Drawdown

Funding/Dravedovin Grantee/PJ

- Logout Create Voucher - Page 1 of 4 (Select Activities)

Activity Funding -
- Search

o 4 * Indicates Required Field
rawdown
- Create Voucher *Youcher Created For: (tip) Requested LOCCS Submission Date: (tp)

- Search Youcher | BOSTON, A W ” Select Date
- Approve Youcher (en mm/dd/yyyy)

*Activity Owner: (tip
Receipt HOSTON, ey “w
- Add . B
- Search IDIS Activity ID

- Search Accounts e || | | | | I | |
| | | | | I | |
- Home

|

|

| | | | | I | | |

- Data Downloads |
|

|

Utilities

- Prntpage | | I | | | | |

|
|
[
i | I | I I | I I |
|
|

Links
- PDF Viewer

- Support —
_ CPD Home [SearcthrAcﬂvmes] | [Reset]

- HUD Home
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7) Create Voucher — Drawdown Amounts page will appear

8) Enter Drawdown Amount

9) Click Confirm Voucher button

USET FOTe. GTarTee
Organization:
BOSTON

- Logout

Activity Funding
- Search

Drawdown

- Create Voucher
- Search Woucher

- Approve Woucher

Receipt

- Add

- Search

- Search Accounts

Utilities
- Home
- Data Downloads

Links

- PDF Viewer
- Suppart

- CPD Home
- HUD Home

Drawdown

Create Voucher - Page 2 of 4 (Drawdown Amounts)

Feturn to SeleﬂAmvities] | [Conf\rm\/’oucher] | [Cﬁnce\\/uucher]

Activity 1 of 1
IDIS Activity ID:
14629

Youcher Created For:
BOSTOM, Ma

Activity Ovner:
BOSTOM, Ma

Available Drawdown Amounts for This Activity

Recipient Program |Fund Source Source
MName Type MName Type

BOSTON, M&  CDBG EN HUD MC

Progress by Activity ID
Entered:

Mot Entered: 14629 (#1)
Invalid:

Activity Name:
22 FERMBORO STREET

Grantee/P] Activity ID:

Prior  Funded Available to  |Drawdown Amount
‘Year Amount Draw

O e e —

Feturn to SelemAcﬂvities] | [Conf\rm\/oucher] | [Cance\\/oucher
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10) Create Voucher — Confirmation page will appear

11) Click the Generate Voucher button to complete voucher creation

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C32177 Fundina/Dravwdown Grantee/PJ
User Role: Grantee
Organization:
BOSTON Drawdown
- Logout Create Voucher - Page 3 of 4 (Confirmation)
e Click "Generate Youcher" to complete voucher creation

Activity Funding
- Search

Generate\/ou:her] | [Cance\\/oucher
Drawdown
- Create Voucher L.
_ Search Voucher Youcher Created For: Requested LOCCS Submission Date:
- Approve Woucher BOSTON, Ma Select Date

Activity Owner: (et mm/ddfyyyy)

BOSTOM, M
Receipt
- Add Voucher Details
- Search Line 1DIS Activity Program |Grant Fund |Source |Source |Recipient |Prior |Drawdown
- Search Accounts Item # |Actv ID Name Year Type Name Type Name Year |Amount

1 14629 22 FERMNBORO | CDBG 2007 EN  [HUD MC BOSTOMN, M $1,000.00

. STREET MA

utilities Tatal|  $1,000.00
- Home
- Data Downloads
- Print Page
- Help Generate Vuu:her] | [Cance\\/uucher

12) Voucher created successfully message will appear

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M Community Development Systems

Integrated Disbursement & Information System (IDIS)

User Role: Grantee
Organization:

BOSTON Drawdown
- Logout Create Voucher - Page 4 of 4 (View)

- " + Youcher created successfully
Activity Funding

- Search
Feturn to Create Youcher
Drawdown
- Create ¥ h
B m Voucher Created For: IDIS Youcher #:
T BOSTOM, Ma 5000208
- Approve Youcher
Activity Owner: Created By:
BOSTOM, Ma C3217%7
Receipt . .
- add Requested LOCCS Submission Date: Creation Date:
- Search 06/17/2009

-5 h 2 I8 o
——— VYoucher Details

Line 1DIS Activity Program Grant | Fund Source | Source | Recipient | Prior | Drawdown
Utilities Item # | Actv ID Name 9 Year | Type MName Type Name Year Amount
- Home 22 FERMBORO BOSTOMN,
_ Data Downloads 1 14629 STREET CDBG 2007 EN HUD MC e M $1,000.00

Total|  $1,000.00
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5.2 Approving Drawdowns/Vouchers

1) Select the Funding/Drawdown Tab

2) Click Approve Voucher link on the left side under Drawdown

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I C€ommunity Development Systems

Integrated Disbursement & Infermation System (IDIS)
User ID: C32177 jec tivitie: Funding/Drawdown Grantee /P]

User Role: Grantee
Organization:

BOSTOM Activity Funding
- Logout Search for Activities to Fund

Activity Funding Search Criteria

- Search Program: IDIS Project ID: Activity Status:

All v Al v
Drawdown Activity Name: IDIS Activity ID: * pctivity Owner:
- Create Woucher BOSTOM, b b4
- Search Woucher
- Approve Woucher Program Year: Grantee/PJ Activity 1D:

Al v
Receipt

Sl |

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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3) The Search Vouchers page will appear

4) Enter the IDIS Activity Number in the IDIS Activity ID field, and select the applicable Activity

Owner

5) User may also search vouchers by IDIS Voucher #, Earliest Creation Date and/or Line Item Status

6) Click the Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M Community Development Systems

User ID: C32177

Organization:
BOSTON

- Logout

Activity Funding
- Search

Drawdown

- Create Youcher
- Search Youcher
- Approve Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help

User Role: Grantee

Integrated Disbursement & Infermation System (IDIS)

Drawdown

Search Vouchers

Search Criteria
*Indicates Required Field

IDIS Youcher #:

Earliest Creation Date:

Select Date

fext mmfdd/pyyy)

[seart] | [Fet

Funding/Dravedovin Grantee/PJ

IDIS Activity ID: *activity Owner:
BOSTOM, MA A4

Line Item Status:
Select v
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7) The search results will appear

8) Click Maintain-Approve link under the Action column

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT ion 11.0.1_
B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C32177 Funding/Dravedoven Grantee/PJ

User Role: Grantee
Organization:
BOSTOM Drawdown
- Logout Search Vouchers For Approval
Activity Fundi Search Criteria . o
_ SE::II’CE unding IDIS Youcher #: IDIS Activity ID: Activity Owner:
— 14529 BOSTOMN, MA
Dravdown Earliest Creation Date: Line Item Status:
- Create Woucher Select Date Open
- Search Woucher fex: mmiddfyyyy)
- Approve Voucher
(Search]
Receipt
- Add
- Search Results Page 1 of 1 (1 voucher line items found)
- Search Accounts Line
1DIS Line Creation 1DIS Activity Item Drawdown Action
Voucher # | Item # Date Actv 1D Name Amount
Status
Utilities 20
- Home 5000190 1 06/10/2009 14629 FERMBORO Open £12,200.00 | Maintain-Approve | Yiew
- Data Downloads STREET
- Brint Page
- Heln
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9) The Maintain and Approve Voucher page will appear

10) Click the Approve link under the Action column or click Approve All Line Items button to approve
multiple line items, if applicable

11) The user may also Cancel, Revise, and/or View the voucher from the Voucher Details box if not
ready for approval

. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
ymmunity Development Systems

egrated Disbursement & Infermation System (IDIS)

D: C01133 jec tivitie: Funding/Dravidown
Role:

2e

ization: Drawdown

DM
Maintain and Approve Voucher

oLt

rch
Voucher Created For: IDIS Voucher #:
BOSTOM, Ma 5000190

Hown

e Woucher Activity Owner: Created By:

[eh Voucher BOSTON, M& 32177

rove Voucher Creation Date:

06/10/2000
pt voucher Details
ch Line | IDIS | Activity |p o |Grant Fund Source Source Recipient Prior Drawdown II;:I::I Submission Action
ch Accounts Item # Actv ID Name 9 Year Type Name Type Name |Year| Amount status Date
22
1| 14629 FERNBORO| CODBG | 2007 | EN  HUD mc [BOSTON, |y l¢12.20000) Open 08/i0/z009 S0DIOYE | Revise
es MA Cancel | Wiew
A STREET
\ Downloads -
Page [ Approve AllLine lems |

<

Page 41



IDIS OnLine Quick Tips User Guide

12) The Confirm Voucher Line Item Approval page will appear

13) Click Approve This Line Item button

14) The user can also click the Return to Maintain and Approve Voucher button if approval is not

ready

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher

- Search Woucher

- Approve Voucher

Receipt

- Add

- Search

- Search Accounts

ke Batch #:
IJt}_||I|t|es Batch Date: Confirmation Code:
- Home : .
- Data Downloads I‘;QCCS Control an Metrgd_t
- Print Pags . . ayment Date:
el LOCCS Status: Blank Schedule #:
Voucher Update Reschedule:
N Youcher Updated By: C32177 Effective Date:
Links Date Updated: 06/10/2009
- PDF Viewer Special Remarks:
- Support
- CPD Home
- HUD Home Line Item
IDIS Activity Program Grant Fund  Source | Source |Recipient | Prior | Drawdown IIE';'; Submission
Acty ID Name 9 Year Type| Name Type Name |Year | Amount @ cobo Date
22 BOSTON 06/10/2003
14629 | FERMBORO | CDBG 2007 | EN HUD MC A ! N £12,200.00 Open
STREET Select Date

Confirm Youcher Line Item Approval

[Approve This Line Item] | [Return 0 Maintain and Approve \/oucher]

VYoucher Created For: IDIS Voucher # £ Line Item Grant #:
™

Transaction Type:

BOSTOM, Ma H BO7MC250002 Payment
500019041

Activity Owmner: Approved By: Pay To:

BOSTOM, Ma Created By: BOSTON, MA&
C32177

IDIS Information

IDIS Status: woucher created but not yet
approved in IDIS

Approval Date:
Creation Date:
06/10/2009

LOCCS Confirmation Information
Confirm Batch #:
Confirm Batch Date:
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15) Voucher item approved successfully message will appear

Grantee
Organization: Drawdown
BOSTON
Maintain and Approve Voucher
- Logout

e Voucher item approved successfully

Activity Funding

- Search
Return to Search “Youchers

D d

_ Igiargatgb\jzucher Voucher Created For: IDIS Voucher #:

T BOSTON, Ma 5000190

- Search Youcher

- Approve Youcher | pctivity Owner: Created By:
BOSTON, Ma C32177

Receipt Creation Date:

- add 06/10/2009

- Search

- Search Accounts Voucher Details

Line

Line IDIS Activity Grant Fund  Source Source |Recipient | Prior | Drawdown Submission |

— Item # Actv ID| Name | PT09M | oor | Type| Name | Type | MName |Year| Amount Slttetm Date Acti
utilities atus
- Home 22
- Data Downloads 1 14620 FERMEORO| CDBG | 2007 | EN |HUD me (BOSTON | o le15.900.00 approved |06/17/2009 R‘g"iw\eﬂe'
- Print Page STREET o
- Helg

[ Approve All Line tems ]

Links
- PDF Viewer Fieturn to Search Youchers
- Support
- CPD Home
- HUD Home
< >
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6. Receipts

6.1 Add Receipts

1) Click Funding/Drawdown tab at top of screen

I Community Development Systems

Integrated Disbursement & Infarmation System (IDIS)

User [D: CO1133 jec tivitie Funding/Dravdown Grantee/P1 m

User Role: Grantee
Organization:

MILW AUKEE Activity Funding
- Logout Search for Activities to Fund

Activity Funding Search Criteria

Program: IDIS Project ID: Activity Status:
- Search

Al hd All b
Drawdown Activity Name: IDIS Activity ID: *pctivity Owner:
- Create WVoucher MILWALKEE, Wl
- Search Voucher
- Approve Voucher Program Year: Grantee/PJ Activity ID:

Al w
Receipt

el |

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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2) Click the Add link on left side under Receipt
3) Add Receipt page will appear

4) Enter required data, including Program, Program Year, Source Type, Fund Type and
Amount

5) Enter applicable information as needed, including Receipt Type, IDIS Activity ID, Matrix
Code, Estimated Amount, Grantee Receipt #, and/or Comments

6) Click the Save button

CTYUIITE GO

MILYW & UKEE Receipt

- Logout Add Receipt

Activity Fundi
“searh |

*Indicates Required Field

Drawdown
- Create Youcher Receipt Created For: Receipt Status:
- Search Voucher MILWALIKEE Original

- &pprove Voucher

Receipt
Receipt
- Add *Program: Receipt Type:
_ Search Select Program % Select Type v
- Search Accounts
*Program Year: IDIS Activity ID:
Utilities
- Home *Source Type: Matrix Code:
- Data Downloads Select Source v Select Code v
- Print Page
- Help *Fund Type: Estimated Amount:
Selact v +/0.00
Links *Amount: Grantee Receipt #:
- POF Vigwer ¢[00
- Support
- CPD Home
- HUD Horme
Comments:
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7) Message will appear stating receipt is posted and receipt number

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- Approve Vioucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Vigwer
- Support

- CPD Home
- HUD Home

Add Receipt

» PROGRAM INCOME Receipt posted. Please note Receipt # 5000045 and Grant # M-08-MC-55-0204.

e | (Feey

*Indicates Required Field

Receipt Created For:

MILWALKEE

Receipt
*Program:
Select Program v
*Program Year:
*Source Type:
Select Source v
*Fund Type:

*Amount:

§

Comments:

Receipt Status:
Original

Receipt Type:
Select Type v

IDIS Activity 1D:

H

Matrix Code:

Select Code

Estimated Amount:

$

Grantee Receipt #:
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6.2 Search /Edit Receipts

1) Click Funding/Drawdown tab at top of screen

B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: CO1133 Funding/Dravwdown Grantee/P1 m

User Role: Grantee
Organization:

MILW AUKEE Activity Funding
- Logout Search for Activities to Fund
i f Search Criteria
Activity Funding Program: IDIS Project ID: Activity Status:
- Search
All v All v
Drawdown Activity Name: IDIS Activity ID: *Activity Owner:
- Create Voucher MILWAIIKEE, Wl
- Search Voucher
- Approve Youcher Program Year: Grantee fP] Activity ID:
Al v
Receipt

- Add

- Search Accourts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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2) Click the Search link on left side under Receipt

3) Search Receipts page will appear

4) Enter applicable Search Criteria, including Program, Program Year, Fund Type, Receipt

Number, Amount, Date Created, Receipt Status, and/or Receipt Created For

5) Click Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
P Community Development Systems

Integrated Disbursement & [nfermation System (IDIS)

Projects fActivities

User ID: C0O1133
User Role: Grantee
Organization:
MILWALUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Voucher
- Search Woucher
- Spprove Voucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Receipt

Search Receipts

Search Criteria
Program:
Al ~
Receipt Number:

Receipt Status:
All ~

Search Reset
I

Funding fDrawdown

Program Year: Fund Type:
Al
Amount: Date Created:

Select Date

(ext mmddd/yyyy)
Receipt Created For:
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6) Search results page will appear

7) Click Edit under Action column to make any changes to the Receipt information

Entes -
ganization: Receipt
L\ AUKEE

Search Receipts
Logout

Search Criteria
tivity Funding Program: Program Year: Fund Type:
sarch HOME — » Al v
Receipt Number: Amount: Date Created:

lawdown Select Date
reate Voucher (e mmdddfyyyy)
iearch Voucher Receipt Status: Receipt Created For:
pprove Youcher All v
ceipt I
rdd
search

earch &ccounts
Results Page 1 of 13

lities Receipt Number | Program | Program Year |Fund Type | Receipt Created For | Amount Date Created | Receipt Status | Action

ome 5000045 HOME 2008 P1 MILWAUKEE +4,000.00 | 06/10/2009 | Original Edit | wiew

ats Downloads

rint Page 243462 HOME 2008 PI MILWAUKEE +4,998.00 | 07/28/2008 | Original Edit | wiew

el 242158 HOME 2002 PI MILWALIKEE $44,250.98 |07/07/2008 Original Edit | Wiew
241865 HOME 2003 F1 MILWALIKEE $49,458.90 | 06/30/2008 Original Edit | Wiew

ks 240706 HOME 2008 P1 MILWAUKEE +2,261.00 | 06/16/2008 | Original dit | Wigw

DF Wigwer

upport 240291 HOME 2008 F1 MILWALIKEE $46,385.54 | 06/10/2008 Qriginal dit | igwr

PO Home

WD Horme 237602 HOME 2008 Pl MILWALKEE $1,650.00 | 04/28/2008  Original dit | Migw
236644 HOME 2002 PI MILWALIKEE $80,764.20 | 04/14/2008 Qriginal dit | Migwr

< >
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8) Edit Receipt page will appear
9) Enter changes as needed

10) Click the Save button

Organization:

MILW A UKEE Receipt
- Logout Edit Receipt

Activity Funding
- Search

[Save] | [Returntu Search Receipts

*Indicates Required Field
Drawdown

- Create Woucher

- Search Voucher Receipt Created For: Receipt Status:
P —— MILWALIKEE todified
- Approve YWoucher

Receipt Number:

S000045 Associated Grant #:

Receipt M-08-MC-55-0204
- Add
- Search Receipt
- Search Accounts Program: Receipt Type:

HOME
Utilities ggggram Year: IDIS Activity ID:
- Home
- Data Downloads Source Type: i
- Print Page M Matrix Code:
- Heln

Fund Type:

! Grantee Receipt Number:
Links ) * Amount:
- PDF “igwer
- CPD Home
- HUD Home c ts:
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6.3 View Receipts

1) Click Funding/Drawdown tab at top of screen

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
P Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C01133
User Role: Grantee
Organization:
MILWAUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- &pprove Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Funding/Drawdown

Activity Funding

Search for Activities to Fund

Search Criteria
Program: IDIS Project ID:

Al v

Activity Name: IDIS Activity ID:

Program Year: Grantee/P] Activity ID:

Al

(Sewrch] | (Fesa]

Activity Status:
All A

*pctivity Owner:
MILWALIKEE, W1+
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2) Click the Search link on left side under Receipt

3) Search Receipts page will appear

4) Enter applicable Search Criteria, including Program, Program Year, Fund Type, Receipt
Number, Amount, Date Created, Receipt Status, and/or Receipt Created For

5) Click Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

I Community Development Systems
Integrated Disbursement & Infermation System (IDIS)

User ID: C01133

Organization:
MILW AUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- &pprove Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help

User Role: Grantee

Receipt

Search Receipts

Search Criteria
Program:

All v
Receipt Number:

Receipt Status:
All ~

Search Reset
|

g

Funding/Dravedown

Program Year: Fund Type:
Al w
Amount: Date Created:

Select Date
(e mmdddfyyyy)
Receipt Created For:
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6) Search Results Page will appear

7) Click View under the Action column for a summary of Receipt information

Entes -
ganization: Receipt
LW ALKEE

Search Receipts
Logout

Search Criteria
tivity Funding Program: Program Year: Fund Type:
aarch HOME  + Al
Receipt Number: Amount: Date Created:

lavwdown Select Date
reate Voucher (ex: mmiddiyyyy)
earch Voucher Receipt Status: Receipt Created For:
pprove Youcher All hd
ceipt |
rdd
search

earch Accounts
Results Page 1 of 13

lities Receipt Number | Program |Program Year Fund Type |Receipt Created For | Amount Date Created |Receipt Status | Action
ome 5000045 HOME 2008 PI MILWAUKEE £4,000.00 | D6/10/2009 | Original Edit | wiew
ata Downloads
rint Page 243462 HOME 2008 PI MILWALKEE £4,998,00 | 07/26/2008 | Original Edit | wiew
el 242158 HOME 2008 PI MILWALKEE +44,250.98 |07/07/2008 Original Edit | Wiew
241865 HOME 2008 PI MILWALKEE £49,458.90 | 06/30/2008 Original Edit | Wiew
ks - h
OF Wiewar 240706 HOME 2008 PI MILWALKEE £2,261.00 | 06/16/2008 Criginal Edit | Wiew
bUpport 240291 HOME 2008 PL MILWALUKEE £46,385.54 | 06/10/2008 Original Edit | Wiew
PO Home - 5
LD Home 237602 HOME 2008 PI MILWALUKEE £1,650.00 | 04/28/2008 Original Edit | Wiew
236644 HOME 2008 PI MILWALKEE £80,764.20 | 04/14/2008 Criginal Edit | Wiew
< >
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Organization:
MILWALIKEE

- Logout

Activity Funding
- Search

Drawdown

- Creats Woucher
- Search Woucher
- Approve Woucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home

Receipt

View Receipt

Return to Search Receipts

Receipt Created For:

MILWALKEE

Receipt Number:

5000045

Receipt
Program:
HOME

Program Year:
2008

Source Type:
MC

Fund Type:
P1

Amount:
£4,000,00

Comments:

Receipt Status:
Qriginal

Associated Grant #:
M-08-MC-55-0204

Receipt Type:

IDIS Activity ID:

Matrix Code:

Grantee Receipt #:
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6.4 View Receipt Accounts

1) Click the Funding/Drawdown tab at top of screen

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: CO1133 jec tivitie Funding/Drawdown Grantee /P]J -

User Role: Grantee
Organization:

MILW & UKEE Activity Funding
- Logout Search for Activities to Fund

Activity Funding Search Criteria

Program: IDIS Project ID: Activity Status:
- Search

Al v All b
Drawdown Activity Name: IDIS Activity ID: * Activity Owner:
- Create Woucher MILWALKEE. Wl &
- Search Youcher
- Approve Woucher Program Year: Grantee/P] Activity ID:

Al w
Receipt

- Add

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln
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2) Click the Search Accounts link on left side under Receipt
3) View Receipt Accounts page will appear

4) Enter applicable Search Criteria, including Program, Program Year, Fund Type, and/or
Receipt Created For

5) Click Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems ]

Integrated Disbursement & Infermation System (IDIS)

User ID: CO1133 Projects{Activities Funding/Dravdown Grantee/P1

User Role: Grantee
Organization:

MILYW AUKEE Receipt
- Logout View Receipt Accounts

Activity Funding Search Criteria

_ Search Program: Program Year: Fund Type:
All v All
Drawdown Receipt Created For:

- Create Woucher
- Search Woucher

Receipt
- Add
- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Page 56



IDIS OnLine Quick Tips User Guide

6) Search Results Page will appear

antee -
rganization: Receipt
LW AUKEE
View Receipt Accounts
Logout
Search Criteria
ttivity Funding Program: Program Year: Fund Type:
Eaarch COBG  + Al
Receipt Created For:
awdown

Create Voucher

Eearch Voucher |

Bpprove Voucher

pceipt
had Results Page 1 of 3
@1 Program | Source Type Program Year | Fund Type | Estimated Amount | Receipt Created For | Amount Drawdown Amount
Eearch Accounts
CDBG M 2008 PI $500,000.00 | MILWALKEE $324,519.41 $266,548.23
it CDBG MC 2008 EL $10,000.00 | MILWAUKEE t61,483.19 $55,179.77
ilities
Home CDBG MC 2007 PI +1,000,000.00 | MILWAUKEE +562,116 37 +541,344,82
pata Downloads | [eppg (e 2007 RL $200,000.00 | MILWAUKEE £62,161.90 $61,011.90
Erint Page
Help CDBG MC 2006 PI $1,150,000.00 | MILWALKEE $977,075.76 $977,075.76
CDBG MC 2006 EL $250,000.00 | MILWALKEE $183,494.50 $181,994.50
hks COBG MC 2005 PI +1,500,000.00 | MILWAUKEE $1,139,659 96 $1,138,659.96
POF Wiswer
Eupport CDBG MC 2005 REL $500,000.00 | MILWALKEE $251,627.98 $251,627.98
[CPD Home CDBG MC 2004 PI +1,200,000.00 | MILWAUKEE £1,318,763 20 £1,318,763.20
duUD Home
CDBG MC 2004 EL $100,000.00 | MILWALKEE $216,463 83 $216,463.83
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7. Subfunds

7.1 Add Subfunds

1) Click Grant tab at top of screen
2) Click Add link on left side under Subfund
3) Enter applicable Search Criteria, including Program, Fund Type, Grant # and/or Grant Year

4) Click the Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
BeCommunity Development Systems

Integrated Disbursement & Infermation System (IDIS)

UserID: CO1133 Projects /Activitie Funding/Dravedown Grant Grantee/P] M

User Role: Grantee
Organization:

MILWAUKEE Subfund
- Logout Add Subfunds

Search Criteria
Program: Fund Type: (tp) Grant #: (up)
All = Select v

Grant
- Search

Subfund Grant Year: (tip)
- add Select v

- Search
|

Subgrant
- Add
- Search There are no results to display.

Utilities

- Home

- Data Downloads
- Prnt Page

- Help

Links

- PDF Wiewesr
- Support

- CPD Home
- HUD Home
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5) Search results will appear

6) Click the Add link in the Action column

Organization:

MILW AUKEE Subfund

- Logout Add Subfunds

Grant Search Criteria

_ Search Program: Fund Type: (up) Grant #: (tip)
HOME  + Select ¥

Subfund Grant Year: (tp)

- Add Select

- Search

Subgrant
- add
- Search Results Page 1 of 2
Grantee/P] Name Program Grant Year Grant # Fund Type Authorized Amount Action
utilities
- Home MILWAUKEE HOME 2008 M-08-MC-55-0204 CR $1,860,000.00 Add
- Data Downloads MILWAUKEE HOME 2007 M-07-MC-55-0204 CR $1,832,251.08 Add
- Brint Page
- Help MILWAUKEE HOME 2006 M-06-MC-55-0204 CR $1,528,183.81 Add
MILWAUKEE HOME 2003 M-05-MC-55-0204 CR $1,080,000.00 add
Links MILWAUKEE HOME 2004 M-04-MC-55-0204 CR $1,080,279.79 add
- EDE Viewer MILWAUKEE HOME 2003 M-03-MC-55-0204 R £1,066,350.80  Add
- Support
- CPD Home MILWAUKEE HOME 2002 M-02-MC-55-0204 CR $1,410,300.00 add
CLh L MILWAUKEE HOME 2001 M-01-MC-55-0204 CR $1,746,557.00 Add
MILWAUKEE HOME 2000 M-00-MC-55-0204 CR $1,272,600.00 Add
MILWAUKEE HOME 1999 M-99-MC-55-0204 CR $1,166,871.00 Add

1 2 MNext 10 Results
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7) Add Subfund page will appear

8) Enter new amount in the Authorized Amount for this Subfund box

9) Click the Save button

User ID: C01133 Funding/Dravsdovin Grant Grantee/P] m
User Role: Grantee

Organization:

MILWAUKEE Subfund
- Logout Add Subfund
Grant

_ gearch E | Feturn to Search Subfunds

subfund Indicates Required Field

- Add Grantee /PJ Name: Grant #: (tp)

- Search MILWALUKEE , WI M-02-MC-55-0204
Program: (tp) Grant Status: (+p)
HOME Active

Subgrant

- Add Grant Year: (tip) Grant Blocked: (tip)

- Search 2008 No
*Fund Type: (tip)

Utilities Select Option v | | Check Balance

- Home

- Data Downloads

- Brint Page Source Fund: CR

- Heln
Subfund Amount

Links Minimum Authorized Amount Required

- POF Viewer Maximum Authorized Amount Allowed

- Support

- CPD Home Available to Subfund

- HUD Home
Authorized Amount far this Subfund (tp) 4

Save| | | Retumta Search Subfunds
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8. Subgrants

8.1 Add Subgrants

1) Click the Grant tab at top of screen
2) Click Add link on left side under Subgrant

3) Enter required data, including Program, Grant Year, Grant #, Fund Type, Subgrant to
Organization, New Subgrant Amount, and Banking

4) Click Select Organization button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B C€ommunity Development Systems e

Integrated Disbursement & Infermation System (IDIS)

User ID: C01133 Projects/Acti H Funding/Drawdown Grant Grantee/PJ

User Role: Grantee
Organization:

SOUTH DAKOTA Subgrant
- Logout Add Subgrant
Grant *Indicates Required Field
- Search
*Program (tip) *Grant Year (tip) *Grant # (tp) *Fund Type (tip)
Subfund Select ¥ Selact ¥ Select v Selact v
- add
- Search
*Subgrant to Organization Maximum Subgrant *New Subgrant *Banking
Amount Amount
Subgrant
- Add 3 O Yes

- Search Select Organization ® No
Check Balance Save Feset
e | !

- Home

- Data Downloads
- Print Page

- Help

Show Availability
Program: (tip) Grant Year: (tip) Grant #: (tip) Fund Type: (tip)

Links Select = Select v Select = Select ¥
- PDF Viewer

- Support

- CPD Home

- HUD Home
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5) Select Organization page will appear

6) Enter applicable Search Criteria, including Organization Name, City, DUNS #, and/or
EIN/TIN #

7) Click the Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B C€ommunity Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: CO1133 Projects/Activities Funding/Dravwdown Grant Grantee/P] m

User Role: Grantee
Organization:

MILWWAUKEE Subgrant
- Logout Select Organization

i

Search Criteria
Subfund Organization Name: City: DUNS #: EIN/TIN #:

(ex! nn-nnn-nnnn) (2#: nR-nARAARNY

- add
- Search

Utilities

- Home
- _EI_Data Pane —
- Print Page

- Helo

Links

- PDF Miewer
- Support

- CPD Home
- HUD Home
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Choose correct Organization Name by clicking the applicable radio button

Swarch| |

Subigrant bo:
Results Page 1 of 100

Craanization Name

) 30TH STREET ICC
Q AOTH STREET INDUSTRIAL CORRIDOR
COPR

30TH STREET INDUSTRIAL CORRIDOR
CORP.

<) ABBOTSFORD

@ ACAP,INC

ACCESS TO INDEPENDENCE
22 NORTH SECOND STREET

O AcTS
T} ADAMS COUNTY
ADOPTA-NEIGHRORHOOD, INC

ADVOCAP

Select| | |Cancel| | |Add Orgonization

Clty

MILWALIKEE COUNTY CONSORTIUM

MILWAKEE

MILWALKEE COUNTY CONSORTIUM

ARROTSEORD

WALKESHA COUNTY CONSORTIUM

MADISON

MILWALKEE

ADAMS COUNTY

ADOPT-A-NEIGHBORHOOD, INC

MNECMNAH

LOCCS Banking
Access

o

HNo

No

N

No

Mo

No

No

DUNS & | CIN/TIN &

10) Enter New Subgrant Amount and Banking option

11) Click the Save button

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & [nfermation System (IDIS)

User ID: C0O1133 Projects/ac s Funding/Drawdown
User Role: Grantee
Organization:
MILW AUKEE Subgrant
- Logout Add Subgrant
Grant *Indicates Required Field
- Search
*Program (up) *Grant Year (tp)
Subfund HOME + 2008
- Add
- Search
*Subgrant to Organization
Subgrant
- Add ADOPT-A-NEIGHBORHOOD, INC
- Search
ADOPT-A-MEIGHBORHOOD, INC, W1
Utilitios Change Organization
- Home
- Data Downloads Check Balance | |
- Print Page
- Help
Links Show availability
- PDF Viewer Program: (tip) Grant Year: (tp)
- Support Select - Select v
- CPD Home
- HUD Home

Grant

*Grant # (sp)

MOBMCEED209 |+

Maximum Subgrant

Amount

+0.00

Grant #: (tip)
Select -

*Fund Type (tip)

CR

*New Subgrant

Amount

§

Fund Type: (tp)
Select v

*Banking

O ves
® No
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9. Admin Functions

HQ Administrators — editing a users profile

1 when prompted to select a profile select Headquarters

al

ft Internet Explorer

P
(=1

rites Tooks Help i

| @ Oseadh [sberavries | B A B Bl %

121 Foad.gov s flogin.dofe bmit=LoginS508een serParamiiame =5 _|LEER _"'_' 3 e
v|Goo B 2 B~ ff Bockmarkse P . S hed v = i s Send o o Gettingse

wlSarthWeh - B - @antSpy @ SMall - SShopping - @by Yahoo! - Bidkws - BiGames - SMEk - L
LS DEPARTMENT OF HOUSI MG AMD URRAM DEVELOPMENT

Integrated Disbursement & Irlfmrrniim System (IDIS)

| user 10z HO180 Login

| Uswr Role:
Orgpanieatian: Profile Selaction
] Select Grantes P Profile:

Soled Drantes ™) w
DR

Sdiect HO) Profile:

- FnokPaos
Limks T J b |
. g |
4 N
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2 choose Admin from upper toolbar

ft Internet Expluur =/

ries Tools Help i

1128 & | O Saareh Sy Favories () [ o B =3

121 hud gowidisfogin.do * EGe
»Gov® & B - | fF Bockmarks- P95 W heck - - [al = = Send to= JS;I.‘[H‘!EE-

¥ Shopping = @My Yahoo! - € J i 2

elopment Systems
Inl_er_]rat-er.i sbursement é‘.-__lnfmmm Sy

Wsor ID: HO140] L iwitiesy fxramt

User Role: Headguarters
Ornganization:
Heatiquar ters Welcome to the
Integrated Disbursement and Infoarmation System
= Lot

—
G i
TR Warnlngl Misuse of Federal Inform.stion at ths
oS urdes !hl. provaions of Tde 18, Unded S2a 5

ID.fI:IEl.f 2009

sk @3 panakias for ax
2 i avgrlabie Laiing Eom toreght

oz n-d ACORES, MEur r.-n:n damage, or destr
L0 05 3005 mfcemnatedn rsdhng on lcdur.l oampLiters

Mraming| Your 1005 workad sassion wil timg ol
mm}nnuq minutes f thers i no interackian with the sppic

e Beport Ba Thee dystisn will pravude 5 warning and prompt y
meind Moee D 3 MERUDES BROP TH TR @sgraton of rlup
lu.rm,f:umq CLHTENL SORESIon.
A SRR I0ER0 To widfi with 015 Mcrofisatagy REports, you must first
nadandsing Choi@ any femaming MoroStratagy windows from priore
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3 choose “search user profile” from right hand side of screen

t Internet Explorer K

thes Tools Help &

1': ; # Search ‘ Farecrites {: L. o (2] L__,-: i'i.
21 b ooy disadmin,menu, B = nGD-
w|Go o & B = | ¥ Bockmarks- PR % Chedk - 4 = (il = e Send hoe o Settings=

* Dfhopping = @My Yahoo! = Dikews = @Games » SMEc = L4

Wsar 10: HOE401 P cilies | FundinadDeavedovn Grant Granbee Pl Eepars
Usor Roln: Hoadguarters
rganieaion:
Headguartor Admin
Lo Add User Profile (Page 1)
nelr E =
i._ur.'ﬁ
= b
\
\ll]wr Tim;
""""" * Assigm User Role:
Sdakus Madified Drate: SeleciFcie )|
10 R00e
. wter Infarmation
= *FiFst Mame: Department:
Middle Inixial: Seperviser's 10
Lt N Paisin #: (i) 1l
*Emall: Faue {ng)

4 enter users name or User i1d to search

9.1 Grantee - Editing a User Profile

1) Click the Admin tab at top of screen
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S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT N 1101
M C€ommunity Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C15581 Projects /Act es Funding /Dravidown - Grantee /P]

User Role: Grantee
Organization:
LouisvILLE - JerFerson | Welcome to the

COUNTY METRO GOYT Integrated Disbursement and Information System
- Logout

— IDIS News warning! Misuse of Federal Information at this Web
Ve No news to display. 2ot secir 1050 Thie low speciics penalties for -

exceeding authorized access, alteration, damage, or

- Data Downloads destruction of information residing on Federal

- Print Page

computers,
- Helo
Warning! Your IDIS working session will time out after
20 minutes if there is no interaction with the application
Links server. The system will provide a warning and prompt
- BDF Yiewer you if you need more time 3 minutes prior to the
- Support expiration of the current session.
- CPD Home

To work with IDIS MicroStrategy Reports, you must first
- HUD Home close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link an the
IDIS Reports page.

Content updated Hov 14, 2005

U.S, Department of Housing and Urban Development
451 Trh Street S04, Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

-

2) Search User Profiles page will appear

3) Enter applicable Search Criteria, including User ID, First Name, Last Name, Select Role,
Organization name, and/or Status

4) Click the Search button
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M C€ommunity Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C15581 Projects /Activities Funding /Dravidown Grantee /P] Admin

User Role: Grantee

Organization: .
LoutsvILLE - Jerrerson | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria .
Admin User ID: First Name: Last Name:
- Search User Profiles
- Table Maintenance (ex: xnnnnn)
Select Role: Organization name: Status:
All v Select Status v
utilities

 Dats bawnisads [Search ] | [Reset]

- Print Page
- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

N

5) Search results page will appear

6) Click Edit under Action column to make any changes to the User Profile
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disburse ment & Infermation System (IDIS)

e . e e R Ey—w————""
User ID: C32177 3 Funding /Dravidoven Grantee fP] Admin

User Role: Headguarters
Organization:

Headguarters User Profile
- Logout Search User Profiles
Admi Search Criteria i
- Ardr:j"l]Jser Profile User ID: First Mame: Last Name:
- Search User Profiles 15581
- HOME Mateh Liahility Rate (ex: wnnnnn)
- Tahle Maintenance Select Role: Organization name: Status:
All v Select Status v

Utilities
|
- Data Downloads

- Print Page
- Help

Results Page 1 of 1

User ID First Name Last Name Status Action

Links
- PDF Viewer C15581 TONY PLULLIAM Active dit | Wiew
- Support

- CPD Home

- HUD Home

7) Edit User Profile page will appear

8) Enter changes as needed
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9) Click the Save button

FUSET ROE: Hedugaar er
Organization:

Headguarters Admin

- Logout Edit User Profile {(Page 1)

Admin

- Add User Profile | (Cancet] | (Histary] \ [Reset Status

- Search User Profiles

B — . . .

HOME Match Liability Rate Mthh Liahility Rate *Indicates Required Field

- Table Maintenance
*User ID:

Utilities [rrrp— Existing User Roles:

- Home

- Data Downloads *Status: Headguarters

- Print Page Active Field Office

o

. Grantee

Status Modified Date:
06/18/2009

Links

- PDF Viewer .

- SLpport User Information

- CPD Home *First Name: Department:

- HUD Home \ |
Middle Initial:

Supervisor's ID:

*Last Name: Phone #: (tip) Ext:
\ | | | |
*Email:

Fax: (4p)

9.2 Grantee - Editing Existing User Roles
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1) Click the Admin tab at top of screen

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M Community Development Systems

Integrated Disbursement & Information System (IDIS)

Funding/Drawdovn Grantee /P] Admin Reports

User ID: C15581
User Role: Grantee
Organization: )
LOUISVILLE - JEFFERSON | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

Admin User ID: First Name: Last Name:

- Search User Profiles
- Table Maintenance {awt wnnnnn)

Select Role:; Organization name:; Status:

All b Select Status | v
Utilities

:gzgeDownmads |

- Print Page
- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

- A

2) Search User Profiles page will appear
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3) Enter applicable Search Criteria, including User ID, First Name, Last Name, Select Role,
Organization name, and/or Status

4) Click the Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I C€ommunity Development Systems

Integrated Disbursement & Infermatian System (IDIS)

User ID: C15581
User Role: Grantee
Organization: B
LOUISVILLE - JEFFERSON | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

Admin User ID: First Name: Last Name:

- Search User Profiles
- Table Maintenance {awt wnnnnn)

Select Role:; Organization name:; Status:

All v Select Status ¥
Utilities

:gggeDown\oads |

- Print Page
- Help

Links

- POF Viewer
- Support

- CPD Home
- HUD Home

A

5) Search results page will appear
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6) Click Edit under Action column to make any changes to the User Profile

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I C€ommunity Development Systems

Integrated Disburse ment & Infermation System (IDIS)

W, e R R y—wt et
User ID: C32177 Projects / Activities Funding /Dravidown Grantee fP1 Admin

User Role: Headquarters
Organization:

Headquarters User Profile
- Logout Search User Profiles
Admi Search Criteria
- Agé;rbser Profile User ID: First Name: Last Name:
- Search User Profiles 15581
- HOME Match Liability Rate (2 unnnnn)
- Table Maintenance Select Role: Organization name: Status:
All hd Select Status v

Utilities
|
- Data Downloads

- Print Page
- Help

Results Page 1 of 1

Links User ID First Name Last Name Status Action

- PDF Viewer C15581 TOMY PULLLAM Active Edit | Wi
- Support

- CPD Home

- HUD Haome

7) Edit User Profile page will appear

8) Click Grantee link under Existing User Roles

USET RUIe. A=dULLUdriEr
Organization:

Headgquarters Admin
- Logout Edit User Profile {(Page 1)
—Ag?d"bser Profilz \ (Cancet] | (Histary] | [Reset Status

- Search User Profiles
- HOME Match Lisbility Rate

~ Tabls Maintenance Indicates Required Field

*User ID:
Utilities [r— Existing User Roles:
- Home
- Data Downloads * Status: Headguarters
- Print Page Active Field Office
- Help
. Grantee
Status Modified Date:
06/18/2009
Links
- PDF Vigwer .
- Support User Information
- CPD Home *First Name: Department:
- HUD Home
Middle Initial: Supervisor's ID:
*Last Name: Phone #: (tip) Ext:
*Email: Fax: (tp)

9) Edit Grantee/PJ User Profile page will appear
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10) Grantee/PJ User Profiles can be changed to Active, Inactive, or Delete from the drop-down
menu under the Status column

11) Click the Save button

12) To edit Grantee/PJ User Profile Privileges click Edit Access link under Action column

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
W C€ommunity Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C15581 Projects fActivities Funding/Dravedown Grantee/P1 Admin

User Role: Grantee
Organization:

VERMONT Admin
- Logout Edit Grantee/PJ User Profile (Page 2)
Admin

- Search User Profiles ‘

- Table Maintenance

*Indicates Required Field

utilities User ID:

Name:

- Home C15581 TONY PULLIAM

- Data Downloads

- Print Page Assigned User Role:

- Grantee

Help

Grantee fP] Profiles

Links . -

_ PDF Viewer Grantee/PJ Name City State EIN/TIN # | Status Action

- Support LOUISVILLE - JEFFERSON COUNTY METRO LOUISVILLE (44 32-0049006 |Active Mo Access

- CPD Home GOVT

- HUD Home
VERMONT MOMTPELIER  |%T | 03-8000274 |[arfive | Editfccess
MACOMN

CITY OF MACON | GA 58-6000612 |Active No Access

13) Edit Grantee/PJ User Profile page will appear
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14) Grantee/PJ User Profile Privileges can be selected or removed

15) After all selections have been made click the Save button

User ID: C15581
User Role: Grantee
Organization:
YERMONT

- Logout

Admin

- Search User Profiles

- Table Maintenance

Utilities

- Home

- Data Downloads
- Print Page

- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

Projects /Activities

Funding /Dravidown

Admin

Edit Grantee/PJ User Profile (Page 4)

[Save] | [ Cancel ] | [ History ]

User 1D:
C15581

Assign User Role:
Grantee

Grantee /PJ Mame:
VERMOMT

Program Privileges
CDBG

ESG

HOME

HOPW,

Administrative Privileges
Adrinistration

Repart
Table Maintenance
Add Subordinate

Edit Subordinate

Grantee/P]

Name:
TOMY PULLIAM

Status:
Active v

Activity Privileges
Set up Activity
Update Activity
Wiew Activity

Drawdown Privileges
Drawdown Approval
Request Drawdown
view Drawdown
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9.3 Grantee - Viewing Existing User Roles

1) Click the Admin tab at top of screen

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C15581
User Role: Grantee
Organization: .
LOUISVILLE - JEFFERSON | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

admin User ID: First Name: Last Name:

- Search User Profiles
- Table Maintenance [ex: snnnnn)

Select Role: QOrganization name: Status:

All v Select Status v
Utilities

" Dot Downloads (Search] | [Feset]

- Print Page
- Helo

Links

- POF Viewer
- Support

- CPD Home
- HUD Home

"
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2) Search User Profiles page will appear

3) Enter applicable Search Criteria, including User ID, First Name, Last Name, Select Role,
Organization name, and/or Status

4) Click the Search button

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I C€ommunity Development Systems

Integrated Disbursement & Infermation Syste m (IDIS)

User ID: C15581 Projects fActivities Funding/Dravdown Grantee/PJ Admin

User Role: Grantee

Organization: .
LOUISVILLE - JEFFErson | User Profile
COUMTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

Admin User ID: First Name: Last Name:

- Search User Profiles
- Tahle Maintenance [ext #nnnnn)

Select Role: Organization name: Status:

All A4 Select Status ¥
Utilities

jEEEZIEDDWn\uads |

- Print Page
- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

N
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IDIS OnLine Quick Tips User Guide

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disburse ment & Information System (IDIS)

User ID: C32177
User Role: Headguarters

Organization: -
User Profile

Funding /Dr own Grantee /P]

Admin

Headguarters
- Logout Search User Profiles
Admin Search Criteria i
- Add User Profile User ID: First Mame: Last Name:
- Search User Profiles 15581
- HOME Mateh Liahility Rate (ex: wnnnnn)
- Tahle Maintenance Select Role: Organization name: Status:
Al = Select Status v

Utilities
|
- Data Downloads
- Print Page
- Help

Results Page 1 of 1
Links User ID First Name Last Mame Status Action
- PDF Viewer 15581 TOMNY PULLIAM Active Edit | Wiew
- Support
- CPD Home
- HUD Home

[ temoc: |

7) View User Profile page will appear

Integrated Disburse ment & Infermation System (IDIS)

User ID: C32177

User Role: Headguarters
Organization:
Headquarters

- Logout View User Profile (Page 1)

Admin

- add User Profile

- Search User Profiles

- HOME Match Liability Rate

- i User 1D:
Table Maintenance C15581
Status:
Utilities Active
- Home
- Data Downloads Status Modified Date:
- PrintPace 01/30/2009
- Help
User Information
N First Name:
Links TOMNY
- PDF Viewer
- Support Middle Initial:
- CPD Home
- HuUb Home Last Name:
PULLLAM

Projects / Activities Funding / Drawdown Grantee fP]

User Profile

Admin

Existing User Roles:

Headguarters
Field Office

Grantee

Department:
Supervisor's ID:
Phone #:

Ext:

Fax:

rusor: ]
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10. Logging Out of IDIS OnLine

1) Once the user has logged into IDIS OnlLine, the user can log out anytime by clicking the
Logout button on the top left portion of page:

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User [D: C32177 jec y ] Funding/Drawdown Grantee/P1 m

User Role: Grantee

Organization:
BOSTON Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Wweb
- Home . site falls under the provisions of Title 18, United States
- Data Downloads No news to display. Code, section 1030, This law specifies penalties for
_ o exceeding authorized access, alteration, damage, or
_ %Paqg destruction of information res‘iding on Federal
Help computers,
Warning! Your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- PDF Wiewer server. The system will provide a warning and prompt
- if you need more time 3 minutes prior to the
Support YOUIT ¥ i
_ CPD Home expiration of the current session,
- HUD Home

To work with IDIS MicroStrategy Reports, you must first
close any remaining MicroStrategy windows from prior
sessions, and open a new window using the link on the
IDIS Reports page.

Content updated Mow 14, 2008

.5, Department of Housing and Urban Dreveloprnent
451 7th Street 5.4, Wazhington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

e —-

2) IDIS OnLine Logout page will appear

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
Community Development Systems

Integrated Disbursement & Information System (IDIS)

Links You are not logged in to IDIS

- FDF Viewer

- Support o Touhave been logged out from IDIS and your session has been cleared.

- C'PT} Home

- HUD Home The IDIS login page will be displayed shortly, or click here if the page does not refresh.
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