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1 Introduction

The Integrated Disbursement and Information SystenS)@nLine systei sponsored by the Office of
Community Planningnd Development (CPD) within the Department of Housing and Urban

Development (HUD). IDIS OnLine is atiesd, webbased computer application that provides financial
disbursement, tracking, aneporting activities for the CPD formula grant programsSIDhLine enables

HUD grantees to drawdown program funds and report on the activities and accomplishments outlined in
SIOK 2dzNARARAO(GAZ2Y QA [/ 2yaz2tARIGSR tflyd L5L{ hy[AY
accomplishments achieved with the ugkprogram 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
Invesment Partnership Program (HOME), Emergency Shelter Grants (ESG), and Housing Opportunities
for Persons with AIDS (HOPWH)IS OnLine also supports the American Recovery and Reinvestment

Act (ARRA) grant programs Tax Credit Assistance Program (TCAPR&D®#ry (CDBGR), and
Homelessness Prevention and Rapid Rehousing Program (HREGPE: 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 pn@gn participants located throughout the US
e 11504 nH CAStR hFTFAOSAE o6Chavo
¢ HUD Headquarters (HQ) staff

There are more than4,000activelDIS OnLine users.

IDIS OnLine Roles of Organization include the following:

Granteec¢ any organization receiving grant fds directly or indirectly from HUD to perform HUD

F LILINE SR LINPINIY g2N)l ® ! INFryiSS Aa GKS G286y SNE 2
performance of the approved, CROnded projects and activities. All grantees are given a Unit of

Government cod@and number (UOG CD and UOG NM) to identify them. Grantees can delegate some or

all of their project activities tgubrecipients who are organizations that may or may not have access to

IDIS OnLine. For example: in the HOME program, CHDOs do not haga@tbé®OnLine Grantees

can delegate some or all of their project activitiestidgrantees 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 regding usage of grant funds.

Other Entily is a special subgrantee organization retcegva subgrant and is identifiets an Other
Entitiy on the system.
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Community Housing Development Organization (CHI¥C) special type of grantee that receives a set
asidesubgrant.

/t5Qa F2NXNdzE I ANIYdGa YIyYylFr3aSyYySyid LINROSaa AyOf dzRSa

CPD 7Step Grants Management Process

Step Grants Management Process Description

Step 1 Develop and gain approval of 3 to 5 y&onsolidated Plathat serves as:

e A plaaning document for the jurisdiction

ax

o | Ay3ES FLILXAOFGAZ2Y F2NJ FSRSNI £ Fo
e | A0GNIGS3Ee G2 0SS F2tit26SR Ay OF NNEBJ

e An action plan that provides the basis for assessing performance

Step 2 Amually, create and gain approval of Antion Planthat describes the projects and
assigns budget amounts for the upcoming plan year

Step 3 ReceiveAnnual Fundinginder HUD formula grant programs and other sources

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

Step 5 Commit Funddor a given activity

Step 6 Drawdown and Disburseommitted funds for an activity

Step 7 Reporton program year accomplishmenand 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 IDISDnLineand the granteed 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 imfimation into other CPD systems (Line of Credit Control Syste@CCS

and Grants Management Process SysteGMP).

1.2 IDIS OnLine User Technical Support Resources

If a user needs assistance while working on MiBine there are several resources available. In
addition to getting help from their local Field Office, yhmay also contact the following:
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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 1-703553-8444

Email Idis.help@hud.gov
IDISID/PasswordResets HUD National Help Desk

Toll Free: 888-297-8689, Option 3

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

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

The IDIS OnLine Quick TipetJSuide serves to walk IDIS @m@_users stefpy-step through the major
IDIS OnLine system functionalities. The major functionalities covered in this guide include:

e Adding Search/Edit, View, and Copyojects

¢ Adding Editing, and Fundingctivities

e Creatingand Approvindrawdowns/Vouchers
¢ Adding Receipts

e Search/Edit Receipts

¢ View Receipts

e View Receipt Accounts

e Adding Subfunds and Subgrants

e Editing a Grantee User Profile

e Hliting Existing User Roles

e Viewing Existing User Roles
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2 Logging into IDIS OnLine
1) Go to theLog on to IDISveb page

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

2) Click the wordhere to get to the login screen.

Homes &
nities
IR

. . E fiol | Contact Us | Textonly | Search /ind
Community Planning & Development n espafiol | Contact Us | Text only | Search /index

Log on to IDIS

Community

Planning and

Development
s IDIS Online Data Download Documentation

C@f Information by State
% Print version

How to Run Reports in IDIS Online

2 Email the CPD Web Team
* Log on to IDIS 2009 Formula Grant Allocations

= Getting Started The official 2009 farrmula grant allocation armounts .
= Training are now posted on HUD's web site, The Security Issues

announcement letkers of these allacations are being

) Ee%orting and mailed by HUD to the chief elected officials of each 4 KEE_PiI'II?I Your IDIS Account
_u' ance farmula grantee. Active
* Library more... b ID and Password Assistance
» . .
HUD news Separation of Duties

To log on to IDIS OnLine, click here.
AETES Helpful Numbers

Phone the IDIS helpdesk 877-483-8282 or email

Resources o P IDIS Password Reset
idis.help@hud.gov for help to IDIS, Hours: Man 1-888-297-5659
Communities — Fri, 8:15 AM — 7 PM EDT b Technical Assistance Unit

B77-483-8282
Working with HUD Round 3 grantees go live in IDIS OnLine 1 day

garlier than scheduled: Tuesday 9/15.
Tools Howewer, please note that £OF functionality will HElEEE IMFETE I
Webcasts not be available untll gam Wednesday 9716, P Access the IDIS Legacy
Mailing lists Pseudo Reqgion

LoV S g p Tanm il AL o LIAT T ok

3) IDIS Logimpage will appeathttps://www?21.hud.gov/idis)
4) EnterUsernameandPassword

I.  Grantee usersvill use their C#r B#as their UsernameTheir temporary
password is théirst initial (lowercase), anthe lastinitial Jowercase) plus the
last 4 digits of the Social Security NumbeFor example, if your name is
ABRAHAM LINCOLbLy temporary password will bal1234 Youwill be
prompted to changegour password immediately upon logiithe new password
must contain thefollowing:

e Atleast8 characters

e At least one capitalized letter

e At least one lower case letter

e At least one number

e At least one special character (any symbol, such as $#*@!&)
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[I.  HUD employees access IDIS with their requiid Hnd regular network
password.There is no need to change your IDIS password as it is linked and
G8YOKNRYAT SR (2 GKS 55 A%Iongas Soyirliequar a ! OG A O
network ID and password work, you will have access to Wig&never you
change your network password, yorl§ password will change automatically.

5) Next, click thd_oginbutton

Community Planning & Development

IDIS Login
Please enter your Username (C***** gr H*****} and Password to log in.

Username:

* Getting Started

= Training

* Reporting and
Guidance

Password:

= Library

FOIA Privacy Web Policies and Important Links Home @
S, U.5. Department of Housing and Urban Development
I % 451 Tth Street 5.W., Washington, DC 20410
I‘ Telephone: (202) 708-1112  TTv: (202) 708-1455
&  Find the address of a HUD office near you

6) IDIS Disclaimepage will appear
7) Read disclaimer statement and clickcceptbutton if youagree to the disclaimer.

8) If you have multiple profiles, therofile Selectiorpage will bedisplayed with all of your
available profiles listed. Select your appropriate profile, next Salect Profilebutton
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

Community Development Systems
Integrated Disbursement & Information System (IDIS)

utilities Disclaimer

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 Viewer this system indicates consent to monitoring and recording.

- Support

- CPD Home

D e [I accept] | [|DO NOT acoept]

I -

9) Welcome to the Integrated Disbursement and Information Syst@age will appear

10) Congratulations you are now in IDIS OnLine!

DEPARTMENT OF HOUSING AND URBAN DE
Community Development Systems

Integrated Disbursement & Info

——— .
User ID: C32177 e , undina | Grantee/es | _admin |

User Role: Grantee

Organization:
BogTON Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Web
- Home i site falls under the provisions of Title 18, United States
- Data Downloads No news/to display, Code, section 1030. This law specifies penalties for
exceeding authorized access, alteration, damage, or
-p L : : 2.ql s ’
k W destruction of information residing on Federal
Hden 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
S - he
- Support you if you need more time 3 minutes prior to t
- 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 Nov 14, 2008

U.S. Department of Housing and Urban Development
451 7th Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455
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NOTEL: Your IDIS OnLine password will be locked after 3 successive incorrect password atteth#s.
happens, you must cdll888-297-86890ption 3 for a reset.You will be asked several security
questions to verify your identity.

NOTE2: IDIS OnLine pawords expire every 90 daydDIS OnLine will issue a warning each day starting
10 days before your password expires, reminding you to change your password.

Grantee users whhave not beeractive (no logins) for 180 days will be automatically disab@dntee
users who wish to renew a disabled ID mussubmit an IDIS Access Request Form to their CPD
WSLINBASYilIGABSSES AYRAOIFIGAY3I aNBySg fILIEASR L5 ®dE

NOTE3: CPD posts important news items about IDIS OnLine in the NEWS section. News may related to
system aitages, reports, tips, known errors, holiday hours, delease take a momertb

read the NEW®ach time you loginit may answemany of your
guestiong

3. Projects

3.1 Add Projects

1) Click theProjects/Activitiestab attop of screen

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
P Community Development Systems ]
Integrated Disbursement & Information System (IDIS)

User ID: C01133 jec tivitie Funding/Drawdown Grantee/PJ m

User Role: Grantes
Organization:
MILW AUKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Wweb
- Home Mo news to display. site falls under the pravisions of Title 18, United States

- Data Downloads Code, section 1030. This law specifies penalties for
T exceading authorized access, alteration, damage, or

: %Paqg destruction of information residing on Federal
oen 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 wiII_ provide_ a warning and prompt
- Suppart you_n‘ you need moare time 2 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
IDIS Reports page.

Content updated Mov 14, 2008

U5, Department of Housing and Urban Development
451 7th Street S.W., Washington, DC 20410
Telephone: (202) 702-1112 TTV: (202) 702-1455

EEEEEEE————————————————
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2) Click tke Addlink on left side undeProject

3) Enter in required data dProgram YeaandProject Title

4) Enter in additional information as needed, includihdd New Program Year,

Grantee/PJ Project IDgnd/or Description

5) Click theSavebutton
MILWAUKEE Project
- Logout Add Project
sctiuity |
- Search

*Indicates Required Field
Project Grantee /PJ Name:
- Add MILWALKEE
- Search
- Copy Program Year
*Program Year: [ add Mew Program Year:
Utilities
- Home (et yyyy)
- Data Downloads
- Print Page IDIS Project ID:
- Heln
*Project Title:

Links
- PDF Wiewsr
- Support GranteefPJ Project ID:
- CPD Home
- HUD Home

Description:

Allows Another Organization to Set up Activities under this Project: (tp)

Select Organization
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3.2 Seardh/Edit Projects

1) Click theProjects/Activitiestab attop of screen

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

Integrated Disbursement & Infermation System (IDIS)

—_— el e, e e ey ——l
User ID: CO1133 Funding/Dravedown Grantee/P1 m

User Role: Grantee

Organization:
MILW & UKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Weh
- Home site falls under the provisions of Title 12, United States
- Data Downloads No news to display. Code, section 10340, This law specifies penalties for
= Pri a exceeding authorized access, alteration, damage, or
_ Erlrt SEEE destruction of information residing on Federal
= computers.,
Warning! Your IDIS working session will time out after
Links 20 minutes if there is no interaction with the application
- POF Wiewer server. The system will pravide 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
1DIS Reports page.

Content updated Mow 14, 2008

U5, Department of Housing and Urban Dreveloprnent
451 7th Street 5.4, Waszhington, DC 20410
Telephone: (202) 708-1112 TT¥: (202) 708-1455

C_____________________________
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2) Enter applicablé&earch CriterigincludingProgram Year, Program, Project Title, IDIS
Project ID, Grantee/PJ Project IBnd/or Status

3)

Click theSearchbutton

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

Integrated Disbursement & Infermation System (IDIS)

User ID: C01133
User Role: Grantee
Organization:
MILW ALIKEE

- Logout

Activity
- Add
- Search

Project
- Add

- Search
- Capy

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home

Projects/ Activities
Project

Search Projects

Search Criteria
Program Year:
w

IDIS Project ID:

Search Reset
I

Program:
W

Grantee/PJ Project ID:

Project Title:

Status:
Select

A4
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4) Sarch Results Page will appear

5) ClickEditunderAction column to make any changes to the Project information

User ID: CO1133 Projects{ Activities Funding fDrawdown Grantee/P1 Admin Reports
User Role: Grantee
Organization:

MILW AUKEE Project
- Logout Search Projects
i Search Criteria
Activit . -
_ Ad“él ¥ Program Year: Program: Project Title:
- Search 2008 M
IDIS Project ID: Grantee/P] Project ID: Status:
Project 14 Select v
- Add
- Search
- copy
|
Utilities
- Home
- Data Downloads Downloads Results Page 1 of 1
- Print Page
- Help Program 1DIS Grantee /P1 Project Title Project Owner Status Action
Year Project ID Project ID
. 2008 14 testing MILWALUKEE, WI Open dit | Miew
Links
- POF Wiewer
- Support
- CPD Home
- HUD Home

A
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6) User may now ediProject Title, Grantee/PJ Project IBnd/or Description
7 After making edits to project click tigavebutton
MILWAUKEE Project
- Logout Edit Project
?CAtcij;itv [Sa\:e] | [Return Ta Projects] | | Cancel Project
- Search
*Indicates Required Field
Project Grantee/P] Name:
- add MILWAUKEE
- Search
- Copy ggggram Year:
IDIS Project 1D:
Utilities 14
- Home
- Data Downloads Status:
- Print Page Open
Tl *Project Title:
|testing
Links
~ PDF viewer Grantee/P] Project ID:
- Suppart |
- CPD Home
- HUD Home Description:

Allows Another Organization to Set up Activities under this Project: (up)

Select Organization
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3.3 View Projects

1) ClickProjects/Activitiestab attop of screen
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