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1.1

Introduction

The Integrated Disbursement and Information System (IDIS) Re-engineering project is
sponsored by the Office of Community Planning and Development (CPD) within the Department
of Housing and Urban Development (HUD). IDIS-R is a real-time, web-based computer
application that provides financial disbursement, tracking, and reporting activities for the CPD
formula grant programs. Its primary purpose is to enable HUD grantees to drawdown program
funds and report on the activities and accomplishments outlined in each jurisdiction’s
Consolidated Plan. IDIS-R provides timely performance information regarding accomplishments
achieved with 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-
R programs include the Community Development Block Grant Program (CDBG), the HOME
Investment Partnership Program (HOME), Emergency Shelter Grants (ESG), and Housing
Opportunities for Persons with AIDS (HOPWA).

Design and Develop MicroStrategy Reports and Data Download
Functionality

HUD currently has the functionality of 41 uniquely scoped reports. HUD has also identified an
additional nine reports to be included in this re-engineering project. Where possible, the work
already performed on the reports in IDIS Legacy will be leveraged.

The reports provided through use of the MicroStrategy environment will be integrated in a
seamless manner with the operational functionality of the larger IDIS-R product. Thus, once the
user is in IDIS, he or she will be able to perform traditional IDIS functions as well as viewing,
printing, and saving a variety of reports.
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2.1

Accessing the

IDIS-R Application

This section describes how to log into the IDIS-R web application.

Logging In

To log in to the IDIS-R application in the UAT environment:

1. Type https://www5.hud.gov/idis in the Address field of your browser.

NOTE: The above URL may change when the application is in production.

2. Press the Enter key.

The IDIS Login page is displayed.

Homes &
Communities

U5 Depa
and Urban

Community

Planning and

Development
= IDIS

* Logon to IDIS

= Getting Started

= Training

* Reporting and

Guidance

= Library

/U§A,:.QOV

Made Easy

Community Planning & Development

IDIS Login

Please enter your Username {C***** gr H*****) and Password to log in.
Username:

Password:

FOIA Privacy Web Policies and Important Links Home @

p U. 5, Department of Housing and Urban Developrment
||'||| % 451 7th Street S.W., Washington, DC 20410
! Telephore: (202) 708-1112 TT¥: (202) 708-1455

A
‘%«,‘I,!ll!'l!!l,cj; Find the address of a HUD office near vou

3. Type your H ID/C ID and your password in the appropriate fields.

4. Click the Login button.
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The Disclaimer page is displayed.

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

Integrated Disbursement & Infoermation System (IDIS)

Utilities Disclaimer
- Print Page
- Help Review Data Collection Policy

You are accessing a .5, Government information system. System usage may be monitared,
Links recorded, and subject to audit, Unauthorized use of this system is prohibited and subject to
- PDF “Wiewer criminal and civil penalties. Use of this system indicates consent to monitoring and recording.
- Support
- CPD Home [I accept] I [I OO MOT accept
- HUD Home

5. Click the I accept button.

If your userid has only one profile, you will be taken directly to the Welcome page. If your
userid has multiple profiles, Profile Selection page is displayed with all your available
Profiles listed. The Profile Selection will vary depending on your profile.

6. Select your profile, and then click the Select Profile button.

The Welcome page is displayed.

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

Integrated Disbursement & Information System (IDIS)

e . et y————
User ID: CO4004 Projects/ Activities Funding/Dravidown Grantee/PJ

User Role: Grantee

Organization:
CH?CAGD Welcome to the

Integrated Disbursement and Information System

- Logout

Utilities IDIS News Warning! Misuse of Federal Information at this \Web site falls

- Home 05/01/2008 under the provisions of Title 18, United States Code, section

- Data Downloads ENERGY STAR COMPLIANT UNITS 1030, This law specifies penalties for exceeding authorized

- Print Page access, alteration, damage, or destruction of information residing

on Federal computers.

- Help 04/24/2008
EXPANDED HOURS OF OPERATION FORIDIS Warning! Your IDIS working session will time out after 10
0370772008 minutes if there is no interaction with the application server, The

Links SLIGHT ADIUSTMENT TO HOME ALLOCATIONS system will pravide a warning and prompt you if you need mare

- PDF Wiewer time 3 minutes prior to the expiration of the current session.

- Support

_ CL;‘D HDome To work with IDIS MicraStrategy Reports, you must first close

- HUD Home any remaining MicroStrategy windows from prior sessions, and

open a new window using the link on the IDIS Reports page.
Content updatad Nov 14, 2008

U.5. Department of Housing and Urban Development
451 7th Street 5., Washingtan, OC 20410
Telephane: (202) 708-1112 TT¥: (202) 708-14355

See the following section, Running Reports, for step-by-step procedures accessing the IDIS-R
reporting capability and running a report.
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Running Reports

This section first describes how to run a report that does not require input parameters, and then
describes how to run a report that does require input parameters.

Before running a report, you should know:

A daily refresh of data is done at night—so if you make any changes to the data in the
IDIS-R application, those changes will not appear in the report until the next day.

Many of the reports consist of more than one part.
Each report part must be run separately.

Reports may take longer to execute initially in MicroStrategy compared to IDIS Legacy,
however, all further manipulation and formatting of the report will be easier and quicker
for the user in the new IDIS using MicroStrategy functionality.

One of the many improved features MicroStrategy report execution has to offer is that the
report execution combines the multiple separate steps a user must complete in the IDIS
Legacy application. For example, in IDIS Legacy, a user must run the report, download
the report from a separate FTP site, and format the report.

3.1 Running a Report Without Input Parameters

1.

Log in to the IDIS-R application window as described in Section 2, Accessing the IDIS-R
Application.

Click the Reports link in the menu bar.

For Grantees only, the Report Parameters page is displayed:

= Not all reports require parameters.
= In Phase 1, the only report that requires the Grantee to input report parameters is the
PR 26 CDBG Financial Summary Report.

For Headquarter (HQ) and Field Office (FO) users, the Report Parameters page is NOT
displayed. Instead, the window shown following Step 3 appears.

3. Click View Reports in the left menu.
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B C€ommunity Development Systems

Integrated Disb

User ID: CO4004
User Role: Grantee
Organization:

CHICAGO Report

- Logout Report Parameters
Report Selection

Report

- View Reports
- Report Parameters

on the left navigation to run reports.
Utilities
- Home
- Data Downloads
- Print Page
- Help

Report Number
CO4PRZ6

Links

- PDE Migwer
- Support

- CPD Home
- HUD Home

Report Name

sement & |nformation System (IDIS)

Projects/ Activities Funding/Drawdown

Select a link in the table below to add or edit parameters for that report. Select "View Reports” link

CDBG Financial Summary Report

Add-Edit

4. Select the IDIS file name or icon.

e The IDIS Reports main page is displayed.

e Your name will appear in the greeting directly below the menu bar. If your name does not
appear or an incorrect name is displayed, contact your IDIS system administrator.

Shared Reports My Reports Create Report  History List  Preferences <% Help Logout
fa} [9_IDISte
‘Welcome KIM &, STEPHENS,
Yiew
Shared Reports My Reports
Run reports and share reports with others, Run your own reports and access Favorites via
shorkeuts,
D
dL)

History List
Ly ‘Wieww reports vou have run previously or which
‘\/"- have been run far vou via schedules.
)
L.

Tools

Preferences

General, Folder browsing, Grid display, Graph
display, Export, Prink (PDFY, Drill mode, Prompts,

Repaott Services, Security

~—

.

\

Search
Search For reports and documents,
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5. Click the Shared Reports name or icon.

The Shared Reports folder displays a folder for each of the Phase 1 predefined reports.

o [~ IDIS > Shared Reports

PR 01 - HUD Grants and Program Income
Owner: Administrator
Modified: 9/16/08 3:34:54PM

PR 03 - CDBG Activity Summary Report
Owner: Eric Cantut
Modified:  10/17/08 9:04:03 P

PR 07 - Drawdown Report by Voucher Number
Owner: Administrator
Modified: 5/17/08 5:48:35 PM

PR 14 - CDBG CDFI and NRSA Activities
Owner: Administrator
Modified: 10/8/08 5:57:21PM

PR 23 - Summary of Accomplishments
Owner: Administrator
Modified: 10/14/08 3:32:51PM

PR 26 - CDBG Financial Summary Report
Owner: Eric Cantuti
Modified: 9/30/08 3:18:33PM

PR 35 - Grant, Subfund, and Subgrant Report
Owner: Administrator
Modified: 8/29/08 7:4%:38 PM

PR 02 - List of Activities by Program Year and Project
Owner: Administrator
Modified: 8/29/08 7:42:22 PM

PR 06 - Summary of Consolidated Plan Projects for Report Year
Owner: Administrator
Modified: 9/24/08 2:38:21 PM

PR 08 - Grantee Summary Activity Report
Owner: Administrator
Modified: 5/22/08 6:01:50 PM

PR 22 - Status of HOME Activities

Owner: Administrator

Modified: 5/24/08 3:43:18 PM

These reports displays HOME housing activities and tenant-based rental assistance activities.

PR 25 - Status of CHDO Funds by Fiscal Year Report

Owner: Administrator

Modified: 9/20/08 8:33:27 PM

This report provides information about reservations, commitments, and disbursements of CHDO
Reserve (CR), CHDO Operating Expenses (CO), CHDO Loan (CL), and CHDO Capacity Building
(CC) funds by fiscal year.

PR 27 - Status of HOME Grants Report

Owner: Eric Cantuti

Modified: 10/14/08 3:02:45 PM

These reports contain finandial information on HOME grants, subgrants, and subfunds.

6. Select the folder name or icon for the report you wish to run.

The following example shows the PR 01 — HUD Grants and Program Income folder.

A [ DS > Shared Reports

Owner: Administrator
Modified: 9/15/08 3:34:54 FPM

PR 01 - HUD Grants and Program Income

The selected folder opens and lists the available reports. Based on the nature of the report, a
report may be broken down into multiple parts.

e In the following example, the report shown, PR 01, only has one part.
e If areport has multiple parts, each part is listed here as a separate report.

e Each report part must be run separately.

Shared Reports My Reports  Create Report My Subscriptions  History List  Preferences Rl Q. Help  Logout

PRO1 - HUD Grants and Program Income

Owner: [Enc Cantuti

Modified: 5/15/08 7:59:06 FM

This report displays all CPD grants to entilements and states and the Subfunds and subgrants created from thess grants.
fubsoriptions  Export  PDE

i
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7. Select the desired report part to run.

You may see the following message indicating to “Please wait...” while the system is

Processing Request. In the image below you will notice there is also a Cancel button to stop
the report from running.

Paras maut .
=]

The Prompt page is displayed. It allows you to select the entity for which you want to run the
report.

Scenario 1 - HQ Users

The example described below assumes the user has logged in as an HQ user. HQ users
may run a report for any Field Office and/or any Grantee.

1. Select the plus symbol in front of the HQ box shown in the screen below.

Shared Reports My Reports  Create Report  History List  Preferences {1 Help Logout
ﬁ o 1DIS UAT > shared Reports > PR 01 - HUD Grants and Program Income > PRO1 - HUD Grants and Program Income

e - . B - q -
Choose from all attributes in the ‘Prompted Grantee Hierarchy' hierarchy.” (Required)
Chaase from all attributes in the ‘Prompred Grantes Hierarchy' hisrarchey,
This prompt requires at least one selection, An expression or a group of elements fram one attribute is equivalent to one selection,
search for: | Q

Match case
Available: Selected:
H @ HG --- none -
»
Run Report I Cancel I

A prompt will appear with the text All.
2. Select the plus symbol for the All prompt.

A prompt will appear with the text Field Office.
3. Select the plus symbol for Field Office.

The Hierarchy will display the list of all the Field Offices.
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4. Select the desired Field Office and select the arrow pointing right.
Your selection(s) will appear in the Selected: box to the right.

For those reports that have built-in reporting by Field Office, (example: PR80, PR85), the Run
Report selection will produce report data for the Field Office selected in the Selected box to
the right.

5. HQ users also have the ability to run a report for a single Grantee.
Select the plus symbol next to the desired Field Office name.
A prompt will appear with the text Prompted Grantees.
6. Select the plus symbol for Prompted Grantees.
The Hierarchy will display the list of all the Grantees in that Field Office.
7. Select the desired Grantee name and select the arrow pointing right.

Your selection appears in the Selected box to the right as shown below.

Shared Reports My Reports  Create Report  History List  Preferences
.ﬁ} @ IDIS UAT = Shared Reporks = PR 01 - HUD Grants and Program Income = PRO1 - HUD Grants and Program Income

i Help Logout

Choose from all attributes in the 'Prompted Grantee Hierarchy® hierarchy.” (Required)

Choose from all attributes in the ‘Prompted Grantee Hierarchy' hierarchy,
This prompt requires at least one selection, An expression or a group of elements from one attribute is equivalent ko one selection,

Search for: | Q
Match case
Awailable: Selected:
= [ H Prompted Grantee:
= il Al p | 17408:CHICAGOD
=| [_gl Field Office
= @l CHICAGO

=1 [l Prompted Grantes
g 17408 CHICAGD

Run Report I Cancel

< >

Run Report selection will produce report data for the selected Grantee in the Selected box
to the right.
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Scenario 2 - FO Users
The example described below assumes the user has logged in as FO user. FO users are
limited to selecting only Grantees which fall under the purview of their Field Office.
The HQ box will still appear even though you are logged in as a Field Office.
1. Select the plus symbol in front of the HQ box shown in the screen above.
A prompt will appear with the text All.
2. Select the plus symbol for the All prompt.
A prompt will appear with the text Field Office.
3. Select the plus symbol for Field Office.
The Hierarchy will ONLY display the Field Office for the user logged into IDIS-R.
4. Select the plus symbol next to the user’s Field Office name.
A prompt will appear with the text Prompted Grantees.
5. Select the plus symbol for Prompted Grantees.
The Hierarchy will ONLY display the list of Grantees in that Field Office.
6. Select the desired Grantee name and select the arrow pointing right.
The user’s selection will appear in the Selected box to the right.

The Run Report selection will produce report data for the selected Grantee in the Selected
box to the right.

Scenario 3 - Grantee Users
The example described below assumes the user has logged in as a Grantee user. Grantees are
limited to select only their own Grantee name to run report data.
The HQ box will still appear even though you are logged in as a Field Office.
1. Select the plus symbol in front of the HQ box shown in the screen above.
A prompt will appear with the text All.
2. Select the plus symbol for the All prompt.
A prompt will appear with the text Field Office.
3. Select the plus symbol for the Field Office.
The Hierarchy will display ONLY the Field Office for the Grantee logged into IDIS-R.
4. Select the plus symbol next to the Field Office name.
A prompt will appear with the text Prompted Grantees.

5. Select the plus symbol for Prompted Grantees.
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The Hierarchy will display ONLY the name of the Grantee logged in.
6. Select the Grantee name and select the arrow pointing right.
The user’s selection will appear in the Selected box to the right.

The Run Report selection will produce report data for the selected Grantee in the Selected
box to the right.

Once you have made your selection and it appears in the Selected box to the right,
8. Click the Run Report button.

You may see the following message:

Processing request.

Please wait or choose one of the following actions:

»  Check status again

= Go to my History List
»  Show report details
= Cancel

The report results are displayed.

ﬁ h IDIS UAT > Shared Reports > PR 01 - HUD Grants and Program Income > PRO1 - HUD Grants and Program Income
File = Wiew v Data = Format — Last update: 1/9/09 4:49:19 PM
Hgl=~232nn il 18 | oo -] 5 93[§ e (B[ 0] B[[F] =)
PAGE-BY: none 7 x
41 2 3 of3page(s) b M Data rows: 1 -500f 106 Daka columns: 7
Amount

Program Fund Type Grant Humber Authorized Suballocated Committed to Het Drawn Available to Available to

Amount Amount Activities Amount Commit Draw

CDBG En BE3MC1 70006 $110,192 761 .00 $0.00 §110,192,761.00 $110,192,761.00 §0.00 $0.00

B&7MC170006 $585,565,367 .00 $000  §B5,56536T00  PES5,565,367.00 §0.00 $0.00

BasMC1 70006 $a80,290,556 .00 F000  $80,290,556.00  $&0,280,556.00 $0.00 $0.00

BEaMC170006 $53,533,162.00 $000  §B3,533,16200  PB3,533,162.00 §0.00 $0.00

BaokC1 70006 80,058,141 .00 F000  $80,055,141.00 $80,058,141.00 $0.00 $0.00

B91MC1 70006 $89,092,859.00 FO0.00  $89,092539.00 §69,092,850.00 §0.00 $0.00

BazMC1 70006 $495,035,326 00 F000  $95,03532600 $98,03532600 $0.00 $0.00

B93MC1 70006 $107 767 000,00 $0.00 $107 76700000 §107,767,00000 $0.00 $0.00

BaghC170006 $115,943,000 00 F000 §115,943,00000 $118,943,00000 $0.00 $0.00

B95MC1 70006 $118,823,000.00 $0.00 $118,523,00000 $118,623,000.00 $0.00 $0.00

BaBMC1 70006 %115 659,000 00 F000 $115659,00000 $115,658,000.00 §0.00 $0.00

B97MC1 70006 $113,704 000 .00 $0.00 $113,704,000.00 §113,704,000.00 $0.00 $0.00

BAsMC170006 $109,438,000.00 $0.00 §109,435,00000 §109,438,000.00 §0.00 $0.00

B99MC1 70006 $110,103,000 .00 $0.00 $110,103,000.00 $110,103,000.00 $0.00 $0.00

BO0MC170006 $107,502,000.00 $0.00 §107,502,00000 $107,502,000.00 §0.00 $0.00

BO1MC1 70008 $113,122,000.00 $0.00 $113,122,00000 $113,122,000.00 §0.00 $0.00

B02MC170006 $107 216 453.00 $0.00 $107,21645300 $107,216,455.00 §0.00 $0.00

BO3MC1 70006 102,364,000 00 $000 §102,364,00000 $102,364,00000 $0.00 $0.00

B04MC170006 $100,852,000.00 $0.00 $100,552,00000 $100,852,000.00 §0.00 $0.00

BOSkC1 70006 $95,490,520 00 F000  $95490,52000 $95,480,62000 $0.00 $0.00

B0EMC1 70006 F85,858,436.00 BO.00  $85,555436.00  §65,856,436.00 $0.00 $0.00

BO7MC1 70006 $86,034,851 .00 F000 $586,084,55100 $63,672652 61 000 F16412193.39

B0&MC1 70006 $82,723,276.00 FO.00  §62,115,274.650 §$0.00  §20508,001.20 $52,723 27600

$2,302,419,008.00 $0.00 $2,281,311,006.80 $2,203,283,533.61  $20,603,001.20  $99,135,474.39 I

You can save or export the report results. See Section 6 for details about saving a report and
Section 7 for details about exporting a report.

10
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3.2

Running a Report with Input Parameters

If you want to run a report that requires input parameters, you must enter the parameters on the
Parameter screen that is located in IDIS-R. In Phase 1, the only report requiring parameters is
PR 26 CDBG Financial Summary Report. This section describes how to run that report.
(Additional parameter selections will be added for additional reports in later phases.)

1.

If you are in the Report window, return to the IDIS application window.

Note: You do not have to close the Report window before returning to the IDIS application
window.

In the IDIS-R application window, click the Reports link in the menu bar.

The Report Parameters page is displayed.

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

Integrated Disbursement & Infermation System (IDIS)

User ID: CO4004
User Role: Grantee
Organization:

CHICAGO Report
- Logout Report Parameters

Report Selection
Report
- Wiew Reports
- Report Parameters
Select a link in the table belows to add or edit parameters for that report. Select "View Reports” link
on the left navigation to run reports.
Utilities
- Home
- Data Downloads
- Print Page
- Help CO4PR26 CDBG Financial Summary Report Add-Edit

Report Number Report Name

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

- _____________________ O

11



IDIS Reports User Guide

3. Click the Add-Edit link next to the report name of the report you want to run.

The Add Parameters or Edit Parameters page is displayed. The following figure shows the
parameters for the CDBG Financial Summary Report.

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

Integrated Disbursement & Infor ion System (IDIS) T

User Role: Grantee
Organization:

CHICAGO Report
- Logout Add Parameters

CDBG Financial Summary Report
Report

- View Reports
- Report Parameters

= | B

Utilities * Indicates Required Field

- Home

- Dats Downloads

- Print Pags

- Help g

@iz Rhines. TR, 1L *Report Parameters for program year:

Links

- PDF Vigwer . N

_ Support Line Number/Parameter value (ip)

- CPD Home 01. Unexpended COBG funds at end of previous reporting period 000

- HUD Home
03. Surplus Urban Renewal 000
04. Section 108 Guaranteed Loan Fund 000
07. Ezpended for low/mod housing in special areas 0.00
10. Adjustment to compute total amount subject to low/mod benefit 0.00
14, Adjust to compute total expenditures 000
17. Expended for low/mod housing in special areas 0.00
18. Expended for low/mod multi-unit housing w00
20. Adjustment to compute total low/mad credit 000
23. Program vears (P} covered in certification o - o
24. Cumulative net exp subject to low/mod benefit caloulation o
25. Cumulative expenditures henefitting low/mod persons 000
28. PS unliquidated obligations at end of current Py 0.00
28. PS unliquidated obligations at end of previous PY 0.00
30. Adjustment to compute total PS obligations 000
34. Adjustment to compute total subject to PS cap 000
38. P4 unliquidated obligations at end of current FY 000
39. P4 unliquidated obligations at end of previous PY 000
40. Adjustment to compute total planning/admin abligation 000
44, Adjustment to compute total subject ta planning/admin cap 000

G | o)

4. Enter a program year in the Report Parameters for program year field.

If a year has already been entered, you can add another year to the report by clicking the
Add Another Year, and then entering the new year. Users may also change the parameters
for a previously entered year, save those changes and re-run the report.

5. Enter values in for the desired parameters.
You do not have to enter a value for every parameter.

6. Click Save.

12
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The following screen is displayed with a message showing that your Parameters have been
saved successfully.

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

Integrated Disbursement & Infermation System (IDIS)

e e e
User ID: CO4004 jec 3 Funding/Drawdown Grantee /PJ

User Role: Grantee
Organization:

CHICAGO Report
- Logout Report Parameters

Report Selection
Report
- Miew Reports

- Report Parameaters « Parameters saved successfully.

Utilities

- Home

- Data Downloads
- Print Page

- Help

Select a link in the table below to add or edit parameters for that report. Select "View Reports” link on
the left navigation to run reports.

Report Number Report Name

CO4PR26A CDBG Financial Surmary Report Add-Edit
Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

To run the report, continue by following the steps described in Section 3.1, beginning with
Step 2.

13
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IDIS-R Reports Interface

This section describes the user interface for running IDIS-R predefined reports.

User Authorizations

Your IDIS-R user name is linked to a specific authorization level in IDIS-R. Unless you are an
IDIS-R system administrator, you have the general user authorization. General users are
authorized to run, display, customize, save, export, and print any report that is available in the
Shared Reports folder.

IDIS-R Reports Home Page

You will use the following features the most often:

e Shared Reports — Displays the predefined reports listed for Phasel. Anyone with
access to IDIS-R is authorized to view, customize, save, export, and print these reports.

e My Reports — Every IDIS-R user has his or her own location to store reports that have
been customized to meet specific needs. When a report is saved to My Reports, only
the authorized user can access it.

e History List — IDIS users have the ability to run and store report results in their History
List for future retrieval. This enables users to refer back to the report several times
throughout the day without having to re-run the report.

e Some reports may take several minutes to run. This feature allows you to have your
report continue to run if you decide you would like perform other activities in reports or
IDIS while the report is running.

e Preferences — Allows users to customize various features of the reporting application.

Buttons

The buttons enable you to perform actions on top of the displayed report. Key buttons are
described below in Table 1.

Table 1. Key Buttons

Icon Name Description

= Save Enables you to save the displayed report to My Reports

=4 Print Enables you to print the report directly in IDIS

FE:| Export Enables you to export the displayed report to an Excel spreadsheet
= Create PDF | Enables you to export the displayed report to a PDF file

14
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5. Customizing Your Reports

You can customize the content and appearance of your reports. This section describes some of
the key features that you can use to customize your reports. Table 2 describes the most useful
features customizing your reports.

Table 2. Features to Customize Your Reports

Feature Example

Modify Column Order In the following example, the user is moving the
Authorized Amount column to the right of Suballocated
e di i ; Amount.
Once a report is displayed in the window,
you can easily drag and move columns.
W, Amount
Authorized uballocatec ommitted to Net Drawn Available to Available to
Amount Amoun Activities Amount Commit Draw
$14,682,000.00 $0.0 $14,682,000.00 514,682 000.00 $0.00 $0.00
H H H $16,313,000.00 50.0 $16,313,000.00  5$16,313,000.00 50.00 50.00
USIng the mouse’ Ieft-CIICk On a partICUIar $16,392,000.00 $0.0 $16,392,000.00  $16,392,000.00 $0.00 $0.00
COlUmn and then drag |t to the |eft or 518,980,000.00 s0.00( 519,980,000.00 519,980,000.00 50.00 50.00
. ! £22,019,000.00 20.0 £22,019,000.00 322,018,000.00 20.00 20.00
r|ght_ 523,302,000.00 s0.0q| 523,302,000.00 $23,302,000.00 50.00 50.00
£22,499,000.00 20.0 £22,499,000.00 522,499,000.00 20.00 20.00
§22174,000.00 $0.0 $22174,000.00 522/174,000.00 $0.00 $0.00
$21,959,000.00 $0.0 $21,959,000.00 521,959,000.00 $0.00 $0.00
$22,092,000.00 50.0 $22,052,000.00 522,092,000.00 50.00 50.00
$22,217,000.00 $0.0 $22,217,000.00 522,217,000.00 $0.00 $0.00
$23,083,000.00 $0.0 $23,063,000.00  523,063,000.00 $0.00 $0.00
£22,596,000.00 20.0 £22,596,000.00 322,596,000.00 20.00 20.00
£20,854,000.00 20.0 £20,854,000.00 320,954,000.00 20.00 20.00
£20,716,000.00 20.0 £20,716,000.00 520,716,000.00 20.00 20.00
$19,617,242.00 $0.0 51961724200 519617 242.00 $0.00 $0.00
$17,662,301.00 $0.0 $17,662,301.00 517,662301.00 $0.00 $0.00
$17,683,790.00 $0.0 $17,683,790.00 517,683,790.00 $0.00 $0.00
$16,643,152.00 $0.0 $16,541,541.58 $5,543,640.13 510161042 511,099 511.87
$382,564,485.00 $0.00| $382,462,874.58 $371,464,973.13 $101,610.42  $41,089,511.87
Totals and Subtotals ATITOTIT
Suballocated Authorized Committed to Net
Amount Amount Activities A
. S0.00 51468200000 51468200000 514682
You can add and mOd'fy totals and S0.00  516,313,000.00 516,313,000.00 516,313
subtotals. S0.00  516,3%2,00000 S$16,392,000.00 516,392
s an  c4nnonnnnn einnonannan  ciannoq)
Totals EHE )
2,
All Subtotals Grand totals o
Click the Sigma icon to display the Average ] ] a,
. =
Totals/Subtotals menu: Count ] ] i
: 7|
ﬁ IDIS > Shared Reports > PR 01 - HUD Grants and Program Income S AT L] [l 3,
i Minimum
File = View v~ Data = Format = D D 2
Standard 4,
;’}@ﬂﬁﬁ_%-&]ﬁ| ERA P = Deviation Ul L] e,
PAGE-BY: none \J Sum ] ] 7
2,
Variance | | 3
3)
OK | Cancel | g
.
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Feature Example

Sort Data in a Column
. . . Amount
Tol sotrtSa iolurr:jnéh5|mpl)1 ”%h:d'Ck g_nd Authorized  Suballocated Committed to Net Drav
select Sort, an en select Ascendin
or Descendin 9 Amount A Sort » Ascending i
g. 514,682,000.00 " | eccend b.
516,313,000.00 Ve il N 1)
316,352,000.00 Rename... 0.00 516,352,000,
315,580,000.00 0.00 51958000000 515 580,000.
322 01%,000.00 20,00 322,01%9,000.00 522019000
523,302,000.00 20,00 323,302,00000 323,302,000
522 455 000.00 20,00 52245500000 522459000
522 174,000.00 S0.00  322174,00000 522,174,000
321,955 000.00 20.00  321,959,000.00 321,959,000
322 052,000.00 20,00 522,0%2,00000 3522052000
322 217,000.00 20,00 322.217,000.00 522,217,000
523,063,000.00 0.00 323,063,000.00 523,083,000
Advanced Sorting o
Suballocated Authorized Committed to Net Drawn Available to Av|
Amount Amount Activities Amount Commit
You can sort each column as well as to S0.00  514,682,000.00 514,682,000.00 514,682,000.00 50.00
. 50.00  §16,313,000.00 S16,313,000.00  516,313,000.00 50.00
enable advanced sorting on up to three 5000 516,392,00000 516,392,000.00 516,392,000.00 50.00
different criteria S0.00  $19,980,000.00 S19,980,000.00  519,980,000.00 50.00
' S0.00  $22,019,000.00 S22,019,000.00 522,019,000.00 50.00
S0.00  $23,302,000.00 $23,302,000.00 §23,302,000.00 50.00
50.00  $22,499,000.00 S22,499,000.00 522,499,000.00 50.00
S0.00  $22,174,000.00 S22,174,000.00 522,174,000.00 50.00
Click the Sort icon to enable advanced
Sorting. 1 sortby: v | @ ascending O Descending
& IDIS = Shared Reports > PR 01 - HUD Grants and Program Income 2 Thenby: © ascendng - O Descending
3. Then by: Fund Type | (®) ascending () Descending
File ~ View » Data * Format ~ Grant Mumber
;‘1 R | _-‘D -l:j b | %Uﬂ Suballocated Amount ok | canl
Authorized Amount —
PAGE-BY: none S EA;UL?:tzéumnT\itendtuhcﬁwﬁes 55,543 640.13 5101,610.42 5110}
Sﬂsgiﬂjg;"&ﬁ;}t $371,464,973.13 §101,610.42  §11,
JAvailable to Draw 51,994,562 41 50.00
S0 S370,011.37 $370,011.37 $370,011.37 50.00
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Feature Example

Grouping Data Using Parameters

The Page By functionality allows you to
dynamically slice and dice the data and
group it by various parameters.

To enable Page by, select the View
menu, and then Page By Selection.

Shared Reports

My Reports

ﬁ IDIS = Shared Reports =

Data -

R E

File - Format -

B =

The Page By section will be displayed as
shown in the example.

In the following example, the Program attribute is being
moved to the Page-by field:

Q IDIS > Shared Reports > PR 01 - HUD Grants and Program Income > PRO1 - HUD Grants and Program Income

File = View - Dats = Format -

Slm~ BB 3 tpeigE] %o [E]a 8] 5 oz [F]e [B[Omn 6|
PAGE-BY: none
41 2 3 of3page(s) b M

Amount
Program Fund Type Grant Humber Authorized Suballocated Committed to
Amount Amount Activities
CDBG EN BS0OMCS550008 $14,682,000.00 000 31468200000 31
2 §16,313,000.00 $0.00 516,313,00000 §1
$16,392,000.00 000 31838200000 31
$19,980,000.00 $0.00 519,960,00000 §1
$22,018,000.00 3000 322019,00000 52
$23,302,000.00 $0.00

$23,302,000.00 52

Now the report can be dynamically filtered by Program.

Shared Reports My Reports  Create Report My Subscriptions  History List  Preferences

A IDIS > Shared Reports > PR 01 - HUD Grants and Program Income > PRO1 - HUD Grants and Program In
File = ~ Data ~ Fori
g~ m 0 a0 5[0 is|ce] 5 2§
FRE=AT Program: | CDBG “
CDEG
HOPVIA
Amount
Authorized Suballocated Committed to
Amount Amount Activities
EN BSOMC550008 £14,682,000.00 20.00 514,522,000.00 514/
BS1MC550008 518,313,000.00 50.00 515,313,000.00 518
BS2MC550008 516,35%2,000.00 50.00 516,3%2,000.00 3516,
B93MC550008 51%,980,000.00 50.00 519,980,000.00 3519
B94MC550008 522,019,000.00 50.00 522,01%,000.00 322
B95MC550008 523,302,000.00 §0.00 523,302,000.00 3523,
BSSMC550008 £22,4%9,000.00 20.00 522,49%000.00 S22,
BYTMC550008 £22,174,000.00 20.00 S22174,000.00 S22,
BSBMC550008 £21,959,000.00 £0.00 521,95%000.00 521
BYSMC550008 £22,092,000.00 50.00 522,092,000.00 S22
BOOMCS50008 522,217,000.00 50.00 522.217,000.00 S22,
BO1MCS50008 523,083,000.00 $0.00 523,083,000.00 3523

Rename Report Objects

You can rename report objects such as
column headers to better fit your needs.

Rename the display name of report
objects by right-clicking on a column and
then selecting the Rename option.

Am

Suballocated Committ

Am Sort [ 2

Maove 2

d
t
0
0  ema——
0
0
0
0

30,00 3220190
50.00
50.00

523,302,0
522,495.0

In the following example, the user is renaming the column
header from Suballocated Amount to Allocated Amount.

Amount
Authorized Suballocated Committed to Net Drawn Available to Availg
Amount Amount Activities Amount Commit

514,682,000.00 20.00 514,682,000.00 S14,882,000.00 50.00
516,313,000.00 50.00  516,313,000.00  $16,313,000.00 50.00
£16,352,000.00 20.00 515,3%2,000.00 $18,352,000.00 £0.00
519,580,000.00 Sooo__Saoaale " == oo
527 019,000.00 REMAME/EDIT OBJECTS (2]
§23,302,000.00 Object: | Suballocated Amount w |
522,455,000.00
521,928,000.00 Available: Definition:
$22,092,000.00 [Suballocated Amount]
£22,217,000.00
523,063,000.00
522 5585,000.00 >
£20,954,000.00
520,716,000.00
518,617,242.00
817,852,301.00
517,683,790.00
516,643,152.00 oy Weancl
§382,564,485.00 $0.00 $382,462,574.68 $371,464,973.13 §101,610.42  $11,099,
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Saving a Report

After you have customized and run a particular report, you can save your customizations in your
personal folder (My Reports). This enables you to go back and run the custom formatted report
without needing to reformat the report every time.

1. Inthe report window, select Save As from the File menu.
2. Inthe Save As dialog that appears, type the new name of the report in the Name field.

You can save your prompt criteria by deselecting the Keep report prompted checkbox. This
eliminates the need to have to answer the prompt every time you run this report.

Save As ﬂ

Savein: | My Reports | O

This Folder is empty,

Mame: |PRI31 - HIUD Grants and Program Income | | O |
Description: This report displavs all CPD grants ko Cancel

entitlerents and skates and the Subfunds and
subgrants created From these grants.,

Keep report prompted.
Advanced Cptions...

3. Click the OK button.

The Report Saved dialog is displayed.

Report Saved

PRO1 - HUD Grants and Program Income - 2007 has been saved successfully,

Return ko ariginal repart | Run newly saved repart |

4. Click the Return to original report button.

The original report is displayed.
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Exporting a Report to Excel and/or PDF
This section explains how to export and save your reports to either Excel or PDF for future use.

Export and Save to Excel
1. Inthe report window, select Export from the File menu.

A list of export options is displayed. The default option is Excel with formatting.

oo _________________________________H

Export Options

PRO1 - HUD Grants and Program Income

Expart: | Whole report v

‘ O Excel with plain text ,

& Excel with Formatting

O HML

) Plain text Delimiter: | Comma v

D Export metric values as text(lj
[ Export headers as textw
[ Export filker details

O Femove extra column from exported gridfz]

(1) Excel only
(2) Excel with Formatting only

D Do not prompt me again. < Export

2. Select the option Excel with plain text if it is not already selected.

3. Click the Export button in the lower right corner.

The File Download window appears. The user has the option of selecting Open, Save or
Cancel the report download as shown in the figure below.

File Download x|

Do you want to open or save this file?

@ j Mame: PRO1 - HUD Grarts and Program Income xds
[H Type: Microsoft Bocel Wordshest, 19.7 KB
From: wwwhhud .gov

Open Save

W Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentialhy
ham your computer. f you do not trust the source, do not open ar
save this file. What's the sk ?
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4. Select the Open button from the File Download screen displayed above.
The report is displayed in the web browser in Excel format.

IMPORTANT! If your web browser blocks the report from being displayed for security
reasons, follow your browser direction to download and open the report in your web browser.

i Bl e e s e e s el

s s om0 ) e gresas @ B 4T

S R s i e e iy n] i s
e fn Tt = - — |

L EEET— e

B

il [ Ak .l ] T ]

s & LT - . ke s i i i

T i P i e o AR -

i T 1 . tmclal T iT B

| e ol Filliatitel y i i N B Pl

M Fa - £ sl Ta AT 4 i i

e e M Pl el P il P R et ] .

), P (o] o o gl o Lh )

B = | TN ik, el P il v o =

| W gk widl T T L

i e N P

' o A e pies (R e e v

| TR, Liinna. 0§ P Rl | T T R TIE.

FIGLAL . ] 1 4. a1 P i i ¥ @il [

L ) e . Pl F et Al ¥

T B N 0 R | L o N i

| e " sasa i | P Rl i F 8 O Vi -

L 7 Sele e | Y b 1 F T T, i

= macncyce, bl 0K § . b | T LA (N TR

{1~ : L T e rre—_—— v i, [E— v

3 [ ATLL ) (= B 1 ALK T B i LW o —— ———— P —

& ~i i L [ . i T I ———— . N

Although the report looks like it is an Excel file, the report is still displayed as a web page in your
Internet browser and not actually saved as an Excel file. You must complete all of the substeps
in the next step in order for your report to properly display later.
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5. Save the report:
®= From the File menu in the browser window displaying the report, select the Save As
option.
®= |nthe Save As dialog that appears, locate and open the folder where you want to
save the report.

=  Enter a name for the report in the File name field.

Save As @

Save int |@ Reparts Vl @-3 @ X i B~ Tooks -

D

My Recent
Documents

[ File name: | w | e
Iy Metwork =
Places Save a5 LYDe! | Microsoft Office Excel Waorkbook (%, xls) F Cancel
IMicrosoft Office Excel Workbook ¢ ~

YL Spreadsheet (*.xml)

AL Data *.eml)

Single File Web Page (*.mht; *.mhtml)
wweb Page (*.htm; *.hkml)

|Template (*.xdty

4

6. Select Microsoft Excel Workbook (*.xls) from the list of file type options.
7. Click the Save button.

The report is now saved as an Excel file.
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7.2 Export and Save to PDF

Alternatively, you can export reports to PDF by selecting the PDF icon as shown on the right.

Shared Reports My Reports  Create Report My Subscription:
ﬁ IDIS > Shared Reports > PR 01 -HUD Grants and Program Income
File = Yiew = Data = Format -
Bl gle~ 2 a0 40 e\=]=4[m@w
PAGE-BY:
P : | CDBG i
rogram | l“ | /
o N
Fund Type Grant Humber Authorized
Amount
EN BSOMCSS0008 314,682,000.00
BS1MCS50008 3186,313,000.00
BSZMCS50008 316,352,000.00
BS3IMCSS0008 215 520,000.00

A list of export options is displayed.

[ #0F Optioss. McroStrategy B - Microsaft bnternel Coplorer

Fis EdE Vew Pavorder  Took Bk
N T ek ks .
) S (%] 2] | et e £ -

8] M v e e iy Wb T | 2350 LSS50
PO Options
| P <D Grarts el Program Income
Exzort:  Whln rmport -

twader arl Fitler

Scalireg;
) adpastFort bo 100 #% of origing site
O P L o} wacha by || bl

5 porat B
2 vandicipe IR

[ et v uncm vt Pt ot ndu

[ Expand ol page ey Fisidds

[T e st pecwnpk s axgsin

B & Morosah Citen .. -

o | B 1w - D05 Rt

B} Dotumeres

B Ghocal et
B 2R, ume
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8. Select the desired options from the screen above.
9. Click the Export button in the lower right corner.

The File Download window appears. The user has the option of selecting Open, Save or
Cancel the report download as shown in the figure below.

File Download %

Do you want to open or save this file?

@ Mame: PRO1 - HUD Grants and Program Income xds
-U] Type: Microsoft Excel Worlcsheat, 19.7 KB
From: www5.hud.gov

Open Save

¥ Aways ask before opening this type of file

ham your computer. f you do nat trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the rislk?

10. Select the Open button from the File Download screen displayed above.

The report is displayed as a PDF document.
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Logging Out

Currently, when the Logout button is selected from within the Reports the Login screen shown in
Section 2 will appear. The user will be required to re-authenticate by entering their username and
password again to return to the IDIS-R application.

NOTE: The Logout feature is still under construction.

The user also has the option of closing the Reports window by selecting the X in the upper right
corner of the window. This option will result in the same scenario described in the above
paragraph.

According to HUD policy, you will be automatically logged out of IDIS-R if your session is inactive
for more than 20 minutes. If you are running a report that takes longer than 20 minutes, save the
report in your History folder so that you do not lose the report if your session does time out after
20 minutes.
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