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Topic
This issue of HOME FACTS explains how to create HOME vouchers for Community Housing

Development Organizations (CHDOS), subrecipients, and state recipients, in the Integrated
Disbursement and Information System (IDIS).

Steps for creating HOME vouchers for CHDOs, subrecipients, and State recipients in IDIS

NOTE: Prior to performing the steps shown below to create a voucher and drawdown funds, the
Participating Jurisdiction (PJ) must create a subgrant for the organization that will be receiving the funds
from one of the following subfunds:

CHDO Reservation (CR)

Subrecipient (SU)

CHDO Operating (CO)

CHDO Loan (CL)

Administration (AD) (this option is available for state PJs only)
Program Income (PI)

Program Income for Administration (PA)

Then, the PJ must commit the subgranted funds to one or more eligible HOME activities in IDIS through
the Activity Funding function in IDIS.
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1. Loginto IDIS and click the Funding/Drawdown link located along the top ribbon.

[Iser Th: HA4HT? Drawdown

|lser Rale: Grantea
Nranization: You have 72 CDBG and 4 HOME activities that have been flagged. Click here to go to the review pe.,
TOLEDO
- Logout Welcome to the
Integrated Disbursement and Information System
Utilities
- Home
- Data Dowrloads 1DIS News Warning! Misuse of Federal Information at this Web site falls under the provisions of Title 18, United States Code,
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A Release Notes part 3 o
Warning! Your IDIS working session will time aut after 20 minutes if there is na interaction with the application server,
Links 11/26/2012 The system will provide @ waring and prompt you if you need more time 3 minutes prior to the expiration of the current
. IDIS 11.4 Release Notes part 1 of 3 sasgion.

-Rules of g
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- HID Home —_— 1,0nHivAUAPZ21, date '+Lagt updated on 7B id, 4T at VR
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2. Click the Create Voucher link located under the Drawdown section on the left side of the screen.

[1ser TI: HA4ET?

liser Rala: Grantes

Nraanization:
TOLEDGD

- Logout

Activity Funding
Search

Drawdown
- Create ouch

- Gearch Vouchar
- Approve Voucher

- Creafef 2

Receipt
- A

- Seamh
- Searth Avcourts

Section 108 Loan
- Search

Utilities

- Home

- Data Downloads
- Print Mage

)ment Systems

& Information System |

You have 72 COBG and 4 that have been flagged. Click here to go to the review page.

Activity Funding

Search for Activities to Fund

Search Criteria
Fam: IDIS Project ID:

Activity Name: IDIS Aclivily ID:

Program Year: Grantee/P] Activity ID:
Al v

Activity Status:
Sglect -

* Activity Owner:
TOLEDO,OH «

[Sear) | [Resel]
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3. Under the Voucher Created For field, use the dropdown arrow button to select the organization
that will receive the subgranted HOME funds. The PJ’'s name (e.g., Toledo in this example) is the
default entry in this field and it MUST be changed to the organization that is receiving the
subgranted funds.

@Mo nent Systems

gment & Information System (IDIS)

Granlee(P]

llser Rale: Grantss

Nrqanization: You have 72 COBG and 4 HOME that have been flagged. Click here to go to the review page.

TOLEDO
- Logout
Drawdown
"\fsti“ifx Funding Create Voucher - Page 1 of 4 (Select Activities)
= 8ard
Drawdown
- Create Voucher
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- Searth voudher Indicates Required Field
- Approve Voudhes *Voucher Created For: (tis| Requested LOCCS Submission Date: 1t
Fiiendship New Vision. Inc. OH . — e
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- RRIWN DORR COULINGNOOD 0C, OF e
- add o ECONOMIC OFPORTUNITY ASSOCIATION. OH
-~ Searth EPILEFSY CENTER, OH
~ Corch Accaunt FRIENDSHIF NEW VISION, OH
— Friendship New Vision, Inc. OH
HOUSING EAST REDEVELOPMENT, OH
LA GRANGE DEVELOPMENT CORF. OH
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MORTHRIVER CEVELOPMENT CORP, OH
Utiltes NORTHRIVER DEVELOPMENT CORPORATION (NRDC), OH
+ Home OTTAWA COMMUNITY DEVELOPMENT CORP . 0H
Data Downloads PREFERRED PROPERTIES, 0H
pmtPa ROOSCVELT RCVITALIZATION AND DEVELOPMENT CORP.OH
- Hel ST. PAULS SEMIOR CITIZEN PROJECT, OH
TOLEDO.OH
T0OLFDD CENTHAL CITY NEGHRORHOOUS. (0H
Links TOLEDO OLDE TOWNE COMMUMITY, OH
Rudes of Jﬂ Toledo Community Development Corporation, OH
Behavior Tolede Community Development Carporaion, OH
RS Unitad Morth, OH
Cunport VIVA SOUTH I OH
A 0 WARREN SHERMAN AREA COUNCL OH
- HUD Hume
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4. Enter the activity number(s) of the subgranted funds in the IDIS Activity ID fields. Click the
Continue button.

NOTE: Although this section allows PJs to create up to 60 vouchers at the same time, please be advised
that all of the activities entered must have HOME funds subgranted to the same organization AND have

a balance of HOME funds available to draw. IDIS will not process vouchers for activities that do not
meet the above criteria.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

.ﬂ&ﬁﬂﬁ@@ ment & Information System (IDIS)
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- Create Voucher
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5. Enter the amount to be drawn in the Drawdown Amount field. The amount entered cannot
exceed the amount displayed in the Available to Draw field that is shown on the same row. IDIS
will only display the HOME funds subgranted to organization selected. Additionally, those
subgranted funds must also be committed to the activity entered. In the example shown below,
the PJ subgranted both CR and PI funds to a CHDO named Friendship New Vision Inc., OH and
committed those funds to IDIS Activity ID 3665. Notice that the PJ is also drawing all available Pl

prior to disbursing funds in its HOME Treasury account, as required by the HOME regulation at
24 CFR § 92.502(c)(3).

User Tz 144077

User Role: Grantes
Organization: You have 72 CDBG and 4 HOME activitles that have been flagged. Click here to go to the review page.
TOLEDO
Logout
- - Drawdown
J‘C‘i“i& Funding Create Voucher - Page ? of 4 (Drawdown Amounts)
- 502
Drawdown Rem o SelectAciviies | | [Confim Voucher| | [GancelVoucher|
- Create Vouchar
- Create Recenable
- Search Voucher Ativily 1 of 2
- Approve Voucher D15 Activity T: Activity Name:
3665 CH-19VR-07 (833 Burke Glen)
Recalpt Voucher Crealed For: Granlee/PJ Activily ID:
- Add Frendship New Vision, Inc., OH
- Search
f Activity Owner:
-5
Search Arcounts TOLEDO, OH
N Available Drawdown Amaoants for This Activity
si‘;::_;“ 104 Loan Hecipicnt Name Program Fund Type source Name Source 1ype Prior Year Funded Amount Available to Draw Amount
f— Frendship New Vision, Tnc., OH HOME o TOLEDO, Ol M N/A $52,042.81 $4,594.91/¢ i
Utilities Frienwdship New Vision, Inc., OH HOME P TOLEDO, OH MC Nfa $100,000.00 $100,000.00 s 100000
Lome
- Dala Duwnluats PreviolllAC 1 Nesrl Activity
Ennt Page Pragress by Activity T
- Hely Frtered:
Mok Entered: 3665 (£1), 3670 (£2)
Tnwatid:
Links
- Bules of u§)
Behavior 1
R lenSaludMies“ | Confim Voucher | Cancal Voucher
- Support
- CPD Home
HUD Home:
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6. Click the Next Activity button and enter the amounts to be drawn in the Drawdown Amount
field for each respective activity.

IMPORTANT NOTE: PJ should skip Step 6 and proceed to Step 7 if creating vouchers for only one

activity. The Next Activity button is enabled only for PJs that are creating vouchers for 2 or more
activities for the same organization.

User Rule: Granles

anization: You have 72 CDBG and 4 HOME activities that have been flagged. Click here to go to the review page.
Org
TOLEDO
- Logout
Drawdown
ﬁdivig Funding Create Voucher - Page 2 of 4 (Drawdown Amounts)
- 5e3
Drawdown |Retumio Selec Ackvies| | {;ommrmer“ Cancel Voucher
- Create Voucher
- Create Receivable
- Searrh Voucher Activity 10f 2
- Approve Youcher 1DIS Activity TD; Activity Name:
3665 CH-10YR17 (333 Rurke (en)
Receipl Voucher Created For: GranteeP] Activity ID:
- Add Friendship New Vision, Inc., OH
Search .
N Activity Owner:
Search Accounts TOLEDO, 011
- Available Drawdown Amounts for This Activity
Sesctlfé: 108 Loan Recipient Nome Program Fund Type Source Name Source Type Prior Year Funded Amount Hvailable to Draw down Amount
2 Friendship New Uision, Inc., OH HOME R TOLEDO, OH MC [ $52,00201 EETEN P
Utiities Friendship New Vision, Inc., OH HOME Pl TOLEDO, OH MC A $100,000.00 $100,000.00 ; oo
1
- Home
- Data Dowrksade Prevics Al {Nerthcki
- Pt Page Progress by Adtivity T
- Help Entered:
Mot Entered: 3665 (£1), 3670 (£2)
Invaiid:
Links
- Bules of
Bahavior —
s RetthelndMWs“ rmimvmf“ Cancel Voucher
Support
CPD Home
HUD Home
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7. Once all vouchers have been entered, click the Confirm Voucher button.

i DEPARTMENT OF HOUSING AND l_H!_L‘»AN_ DEVELOPMENT
Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: H44872
User Role: Grantee
Organization:
TOLEDO

- Logout

Activity Funding
- Search

Drawdown

- Create Voucher
- Create Receivable
- Search Voucher
- Approve Voucher

Receipt

- Add

- Search

- Search Accounts

Section 108 Loan
- Search

Utilities

- Home

- Data Downloads
- Print Page

Drawdown

Create Voucher - Page 2 of 4 (Drawdown Amounts)

lRemlnmSeieclAc\lvnhes]l lConhlmVouchm“ lCanceWonchw]

Activity 2 of 2
1DIS Activity ID:
3670

Voucher Created For:
Friendship New Vision, Inc., OH

Activity Owner:
TOLEDO, OH

Available Drawdown Amounts for This Activity
Recipient Name Program Fund Type Source Name

Source Type

Activity Name:

CH19YR-01 (1024 Broer)

Grantee/P] Adtivity ID:

Prior Year

Funded Amount Available to Draw

Amount

Friendship New Vision, Inc., OH HOME @® TOLEDO, OH

MC

N/A

§49,000.00

6,849.00
#8000

5000

Progress by Activity ID
Entered: 3665 (#1)

Not Entered: 3670 (#2)
Tnvalid:

Confim Voucher NextActvty
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8. Verify that the Drawdown Amount fields are accurate for each activity and click the Generate
Voucher button.

[lser T H44RT?
liser Rale: Grantee
Draanization:
TOLEDD

- Logout

Activity Funding

Drawdown

- Create Voucher
- Create Receivable
- Searth Voucher

- Approve Voucher

Receipt

- Add
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- Searth

Utilities
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- Data Downboads
- Print Page
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Grant

You have 72 CDBG and 4 HOME activities that have been flagged. Click here to go to the review page.

Drawdown

Create Voucher - Page 3 of 4 (Confirmation)

+ (lick "Generate Voucher” to complete voucher creation

Generaiz Voucher | Cancel Voucher

Voucher Created For: Requested L OCCS Submission Date:

Friendship New Vision, Inc., OH B e

[madéyn]

Activity Owner:
TOLEDO, OH

Voucher Line Ttems

LineTtem#  IDISAcvID  Adivity Name Program  GrantYear  Fund Type  Source Name Source Type  Recipient Name Prior Year  Drawdown Amount

1 3663 CH-19VR-02 (833 Burke Glen) HOME 012 Pl TOLEDO, OH MC Friendship New Vision, Inc., OH NfA $100,000.00
2 3670 CH19YR-01 (1024 Broer) HOME 11 R TOLEDG, OH MC Friendship New Vision, Inc., OH A $5,000.00

Tatal $105,000.00

Gal | Cancel Voucher




9. IDIS will display a read-only message that states - "Voucher created successfully.”

Fﬁ&mm&rri%y—Bevdupn ent Systems 4

sqment & Information System (IDIS)

llser TN K447 Plans/P
lcar Rola: Crankas
Nrganization:
0L

- Logout
Drawdown

Activity Funding

Create Voncher - Page 5 of 5§ (View)

Search
+ Vioucher created successfully
Drawdown

Grantee/P]

You have 72 CDBC and 4 HOME activitics that have been flagged. Click here to go to the review page.

Admin Reports

Do you have questions?

- Create Voucher
- Create Receiugble Rohum to Creaic Voucher
- Search Voucher
- Aponove Youcher

Voucher Uredted Hor: 1015 Voucher #:

Frendshup New Vision, Inc., OH 35330005
Receipt .
- Adtivity Owner: Created By:
R TOLEDO, OH H44872
- Search Arcourts mestad 1 0FCS Suhmission Date: Creation Date:

02/26/2013
Section 108 Loan Voucher Details
- Search Line ltem & 1015 Actv 1D Program | Grant Year | kund lype  Source Name Source lype Hecipient Name Prior Year Urawdown Amount
1 3665 CH-10YR-02 (833 Burke Glen) HOME 012 Pl TOLEDO, OH MC Friendship New Vision, Inc., O NfA £100,000.00

IHtilities 2 3670 CH19YR-01 (1024 Broer) HOME 2011 (R TOLEDO, OH MC Friendship New Vision, Inc., OH NjA $5,000.00
- Home Total £105,000.00
- Dald Duwniuals
- Pont Page
- Help

Refum to Create Voucher
Links
-Rules of @

Bahavior

- RAMPS
- Support
- CPD Home
- HUD Home

Questions regarding creating HOME vouchers for CHDOSs, subrecipients, and state recipients in IDIS
OnLine should be directed to the “Ask A Question” section of the OneCPD Resource Exchange website
at: https://www.onecpd.info/ask-a-question/.
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