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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 OnlLine 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 OnlLine 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 OnlLine
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 OnlLine, there are several resources available. In
addition to getting help from their local Field Office, they may also contact the following:
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Technical Assistance Unit (TAU) Hours of
Operation:

Monday — Friday 8:15 a.m. - 7:00 p.m. (Eastern)

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 OnLine 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
U5 Departn g
and Urban C

. . 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

C@f Information by State

IDIS Online Data Download Documentation % Print version

. How to Run Reports in IDIS Online

* 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

Email the CPD Web Team

) 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 Login page will appear (https://www21.hud.gov/idis)
4) Enter Username and Password

l. Grantee users will use their C# or B# as their Username. Their temporary
password is the first initial (lowercase), and the last initial (lowercase) plus the
last 4 digits of their Social Security Number. For example, if your name is
ABRAHAM LINCOLN your temporary password will be al1234. You will be
prompted to change your password immediately upon login. The new password
must contain the following:

e At least 8 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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1. HUD employees access IDIS with their regular H-ID and regular network
password. There is no need to change your IDIS password as it is linked and
synchronized to the Department’s “Active Directory.” As long as your regular
network ID and password work, you will have access to IDIS. Whenever you
change your network password, your IDIS password will change automatically.

5) Next, click the Login button

Homes &

Communitie Community Planning & Development

2

Please enter your Username (C***** gr H*****} and Password to log in.
* Llegon to IDIS Username:
* Getting Started
= Training .
S e Password:
Guidance
= Library
Ty
USA..gov
Governmaent = Made Eas
FOIA Privacy Web Policies and Important Links Home @

o U.5. Department of Housing and Urban Development
# |||'1|| % 451 Tth Street 5.W., Washington, DC 20410
H ||| “I‘ Telephone: (202) 708-1112  TTv: (202) 708-1455
'he" Il \#  [Find the address of 3 HUD office near you

e

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

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 System page will appear

10) Congratulations - you are now in IDIS OnlLine!

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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NOTE 1: Your IDIS OnLine password will be locked after 3 successive incorrect password attempts. If this
happens, you must call 1-888-297-8689 option 3 for a reset. You will be asked several security
questions to verify your identity.

NOTE 2: IDIS OnLine passwords expire every 90 days. IDIS OnLine will issue a warning each day starting
10 days before your password expires, reminding you to change your password.

Grantee users who have not been active (no logins) for 180 days will be automatically disabled. Grantee
users who wish to renew a disabled ID must re-submit an IDIS Access Request Form to their CPD
Representative, indicating “renew lapsed ID.”

NOTE 3: 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
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 f site falls under the provisions of Title 18, United States
- Data Downloads Mo news ta display. Code, section 1030, This law specifies penalties for
_ o 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
- POF Wigwer ser\f%r. The svatem wiLI_ pro;ide_ a g\rarning ?nghpmmpt
- 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 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 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

OTYUIMEGCIOn.

MILW A UKEE Project
- Logout Add Project

vl |

- Search

*Indicates Required Field
Project Grantee fPJ Name:
_ add MILWALUKEE
- Search
- Copy Program Year

*Program Year: [ add Mew Program Year:
w

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

*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 Search/Edit Projects

1) Click the Projects/Activities tab at top 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 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.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
P Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

— bbbl e, e et e y———————il
User [D: CO1133 Projects/ Activities Funding/Drawdown Grantee/P1 m

User Role: Grantee
Organization:

ML AUKEE Project
- Logout Search Projects

g Search Criteria
Activit . )
e ¥ Program Year: Program: Project Title:
- Search o4 o

IDIS Project ID: Grantee/PJ Project ID: Status:

Project Select A
- Add
- Search
- Copy

|
Utilities

- Home

- Data Downloads

- Print Page

- Heln

Links

- POF Wiewer
- 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 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 Edit | Wiew
Links
- POF Wiewer
- Support
- CPD Home
- HUD Home

A

Page 13



IDIS OnLine Quick Tips User Guide

6) User may now edit Project Title, Grantee/PJ Project ID, and/or Description
7) After making edits to project click the Save button
FoTguTnZOTTaTT -
MILW AUKEE Project
- Logout Edit Project
?CAtcij;itv [Sa\:e] | [Return Ta Projects] | | Cancel Project
- Search
*Indicates Required Field
Project Grantee/P] Name:
- add MILWAUKEE
- Search Program Year:
e 2008 )
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)
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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
B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

e w. e et iy —k el
User ID: CO1133 Projects/Activities Funding /Drawdown Grantee/P] 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 Web
- Home : site falls under the provisions of Title 18, United States
_ Data Downloads Mo news to display. Code, section 1030. This law specifies penalties for
_ pri a exceeding authorized access, alteration, damage, or
_ E'n?t AT destruction of information residing on Federal
Heln computers.
Warning! vour 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
- 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 Mow 14, 2008

U5, Department of Housing and Urban Developrent
451 7th Street 5.4, Washington, DC 20410
Telephone: (2021 708-1112 TTY: (202) 708-1455

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

Integrated Disbursement & Infermation System (IDIS)

User Role: Grantee

Organization: -
MILW AUKEE Project

- Logout Search Projects

i Search Criteria
Activit

ity Program Year: Program:
- Add
- Search o b

IDIS Project ID: Grantee/P] Project ID:
Project
- Add
- Search
- copy

|
Utilities

- Home

- Data Downloads

- Print Page

- Heln

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home

—  heesebedidetbielll.T e, e et O y————————i
User [D: CO1133 Projects{ Activities Funding fDrawdown Grantee/P1 m

Project Title:
Status:
Select b
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4) Search Results Page will appear
5) Click the View link under Action column of applicable project
User ID: C01133 Projects fActivities Funding/Drawdown Grantee/P] Admin

User Role: Grantee
Organization:

MILW A UKEE Project
- Logout Search Projects
i Search Criteria
Activit . -
_ Acli‘d” ¥ Program Year: Program: Project Title:
- Search 2008 v v
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
- Helo Program 1DIS Grantee /PJ Project Title Project Owner Status Action
Year Project ID Project ID
. 2008 14 testing MILWALIKEE, WI Cpen Edit | Wiew
Links
- PDF Yiewer
- Support
- CPD Home
- HUD Home

I —
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6) View Project page will appear
- Logout Wiew Project
Activity
- add Return To Projects
- Search
Grantee /P] Name:
MILWAUKEE

Project

- add Program Year:

- Search 2008

- Loy IDIS Project ID:
14

Utilities Status:

- Home Open

- Data Downloads Project Titl

- Pri roject Title:

print Page testing

- Help
Grantee/PJ 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
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U DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

.. . R R RRRRERRRRRERERRRRRRRRRRRRRRRRRRERRRRRERRRRRRERREEEEEEEEEEnCD_—,———S——_—_—_——
User ID: C01133 jec tivitie Funding/Drawdown Grantee/P1 m

User Role: Grantee

Organization:
MILWAUKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Web
- Home Mo news to display site falls under the provisions of Title 12, United States

- Data Downloads Code, section 1030, This law specifies penaltes for
exceeding authaorized access, alteration, damage, or

: Erlrt Pane destruction of information residing 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
- Support you if you need more time 3 minutes prior to the
- CPD Home expiration of the current session.
- HUD Home

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

Content updated Mow 14, 2005

.5, Department of Housing and Urban Develop
451 Tth Street S, Washingten, DC 20410
Telephone: (202) 708-1112 TT4: (202) T0S-1455

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 & Infermation System (IDIS)

e e .
User ID: CO1133 Projects / Activities Funding/Drawdown - Grantee/PJ m

User Role: Grantee
Organization:

MILW AUKEE Project
- Logout Search Projects

i Search Criteria
Activit . .
_ Aé;' ¥ Program Year: Program: Project Title:
- Search b b

IDIS Project ID: Grantee/PJ Project ID: Status:

Project Select v
- Add
- Search
- Copy

|
Utilities
- Home
- Data Downloads
- Print Page
- Heln

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home
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The Copy Project page will appear
Select Program Year in dropdown menu of the Copy Project to Program Year field
In the Copy column of the Results Page, place a check by the project(s) you wish to copy

If user would like to Copy Project to New Program Year, click the applicable box and
type in year within the Program Year section

Click the Copy Projects button
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- Logout

Activity
- Add
- Search

Project
- Add

- Search
- Copy

Utilities
- Home

- Data Downloads

Copy Project

Copy Projects

*Indicates Required Field

Search Criteria

Program Year: Program: Project Title:

IDIS Project ID: Grantee/PJ Project ID:

(2wt nnnn) (ex! #-nnnn-ssnn)

[Search] | [Reset]

Links Program Year
- POF Wiewer
— Support Copy Project to Program Year: O Copy Project to New Program Year:
- CPD Horme *"
- HUD Home e yyyy)
Results Page 1 of 77
Program IDIS Grantee/PJ Project Title *Copy
Year Project ID Project 1D
2008 1 MRSA ARES #1 0
2008 2 MRSA ARES #2 O
] nDC ] Pl ODGIECT &89 T BGT LICEH Tl 9000 —
8) Project(s) Copied page will appear
- Logout Copy Project
s 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/PJ Project ID:
- Data Downloads
- Print Page [ex: nnnn) (e H#-nnnn-xenn)
- Helo
|
Links
- PDF Yiewer
- Support
_ CPD Home Program Year
- HUD Home *Cuii Project to Program Year: Copy Project to New Program Year:
w
Cen yyyy)

Results Page 1 of 54

Program IDIS Grantee /PJ Project Title *Copy
Year Project ID Project ID

2000 1 FAIR HOUSIMNG (BOSTOM FAIR HOUSING COMMISSION] O
oo o oooccmimn —
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4. Activities

4.1 Adding Activities

1) Select Projects/Activities Tab at top of screen
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S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

e e, e ey —————
User ID: CO1133 jec ] Fundina/Dravsdown - Grantee/P1 m

User Role: Grantee

Organization:
MILWAUKEE Welcome to the

Integrated Disbursement and Information System

- Logout
Utilities IDIS News Warning! Misuse of Federal Information at this Web
- Home f site falls under the provisions of Title 18, United States
- Data Downloads Na news to display. Code, section 1030, This law specifies penalties for
= 0 exceeding authorized access, alteration, damage, or
_ E'rlrt SERC destruction of infarmation residing on Federal
aelp 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
- Suppart you if you need maore time 3 minutes prior to the
_ CED Rome expiration of the current session,
- HUD Horme

Ta work with IDIS MicroStrategy Reports, vou 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

.5, Department of Housing and Urban Developrent
451 7th Street S0, Washington, DS 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

C__________________________ A

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
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5) Click Save

Activity Save | Cancel
- Add

- Search *Indicates Required Field

*Activity Owner: *Activity Name:
Project MILYWAUKEE, Wi v |

- Search *Program Year:
- Cooy Grantee/PJ Activity ID:

*1IDIS Project ID/Project Title:

Utilities |Se|e|:t v|
- Home
- Data Downloads
- Print Page .
- hel Activity
Program *Activity Category Ready to Fund Setup Detail

Links CDBG [ Mane v Mo Add CDBG
- PDF Viewer
- Support £SG [Mane v Mo AddESG
- CPD Haome

- Sl Hnme SRR [Mone v Mo Add HOME
HoPwa || Mone v Mo Add HOPWA
*Environmental Assessment: Allows Another Organization to Access this Activity: (+ip)
O underway
S tremmt
O Complete
Activity Description:
< |
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.
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LW aLIKEE
Edit Activity
ogout
+ The new activity has been saved.
tivity
ndd
carch |
hject *Indicates Required Field
hild
earch Activity Owner: Activity Status:
opy MILWAUKEE, WI Open b
liti égésé Activity 1D: Completion Date:
ities
arme Select Date
* .
ata Downloads 2';;';0'-6:“ Year: (em mmdddfyyyy)
&‘%‘“@ Grantee/PJ Activity ID:
*1IDIS Project ID/Project Title:
14ftesting (2008) v
ks Initial Funding Date:
DF Viewer *pctivity Name:
unport tasting activity
FD Home
D Home Activity
Program | *Activity Category (tip) Ready | Funded | Setup Detail | Accomplishment
to
Fund
CDBG 05 - Public: Services (General) v| MNo Mo Add CDBG
ESG None v Mo Mo AddESG
< ?

4.2 Editing Activities

1) Click the Projects/Activities Tab at top of screen
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Enter applicable Search Criteria for the activity

Click the Search button

U.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
e Community D

evelopment Systems

Integrated Disbursement & Information System (IDIS)

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

- Logout

Activity
- Add
- Search

Project
- Add

- Search
- Copy

Utilities

- Home

- Data Downloads
- Print Page

- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

Projects fActivities

Activity

0N

Search Activities

Search Criteria
Program:
All v

Activity Name:

Program Year:
Select v

(o) | [Fesel]

Funding/Drawdown

Status:
All v

IDIS Project ID:

IDIS Activity ID:

Grantee /PJ Activity ID: Activity Owner:

4)

Search results will appear
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Choose the applicable activity by clicking Edit under the Action column on the right side

of page

TOar 5
LOUISYILLE - JEFFERSOMN
COUNTY METRO GOWT

Activity

Search Activities

- Logout
Search Criteria
Activity Program: IDIS Project ID: Status:
- Add HOME All v
- 8earch
Activity Name: IDIS Activity ID:
Project
- Add Program Year: Grantee fPJ Activity ID: Activity Owner:
- Search Selact v
- Copy
Utilities |
- Home
- Data Downloads
- Print Page
- Help Results Page 1 of 281
Activity Name Program |IDIS Grantee/P] Status | Activity Owner Action
Links Year/ Activity ID | Activity 1D
- PDF Vigwer Project ID
- Support TERA AARIOUS CLIENTS | 2008/32 23708 Open | LOUISVILLE - JEFFERSOMN | Edit | Wiew
- CPD Home JULY'S RENT & LGE COUNTY METRO GOWT, KY
Tl GRAHAM, PAULINE 2006/5 23790 HOME RERPAIFR. Open | LOUISVILLE - JEFFERSOMN | Edit | Wiew
COUNTY METRO GOWT, KY
COOPER, SHAQUILLA 2006/40 23774 Dap Open | LOUISVILLE - JEFFERSOMN | Edit | Wiew
COUNTY METRO GOWT, KY
MIMOR, &LMA 2006/40 23773 Open | LOUISVILLE - JEFFERSOMN | Edit | Wiew
COUNTY METRO GOWT, KY
HURRIGAN, REMITA 2006/40 23772 Dap Open | LOUISVILLE - JEFFERSOMN | Edit | Wiew
COUNTY METRO GOWT, KY
CALHOUN, WILBERT 2006/40 23771 NEWBURG-DAP |Open |LOUISVILLE - JEFFERSOMN | Edit | Wiew
COUNTY METRO GOWT, KY
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
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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
LOUISVILLE -

JEFFERSON Edit Activity
COUNTY METRO

GOWT

- Logout |

*Indicates Required Field

Activity
- Add
- Search Activity Owner: Activity Status:
LOUISWILLE - JEFFERSON COUNTY METRO GOWT, KY Cpen "

Project IDIS Activity ID: Completion Date:
e 23798

= Select Date
- Search

*Program Year: Cext mmfddfyyyy)
- Copy 2008 v

Grantee fPJ Activity ID:
+*IDIS Project ID/Project Title:

?ﬂ““es 32/HOME - HOME TENANT BASED RENTAL ASSISTANCE PROGRAM (2008) v
DggeDownloads Initial Funding Date:
Tead Lawiihdls 07/25/2008
- wﬁ * A ctivity Name: 2
Tdee TBRA VARIOUS CLIENTS JULY'S RENT &
Links Activity
- POFE Yiewer
- Suppart Program | * Activity Category (tp) Ready | Funded | Setup Detail | Accomplishment
- CPD Home }':'de
- HUD Home
CDBG Maone v Mo Mo Add CDBG
ESG Mone v Mo Mo Add ESG
HOME TenantBased Rental Assistance (TBRA) Ho Mo Edit HOME
unowa || None w Mo Mo Add HOPWA)
£ ¥
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)
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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
LOUISVILLE - Activity
JEFFERSON COUNTY
METRO GOWT Edit HOME Setup Detail
- Logout Tenant-Based Rental Assistance (TBRA)
Activity
- add |
- Search
* Indicates Required Field
Project
- Add GranteefPJ Activity ID: Activity Name: Program Year/Project 1D:
_ Search MiA TBRA MARIOUS CLIENTS 2008/32
_ T JULY'S RENT & LGE
ooy IDIS Activity ID: Project Title:
23798 Activity Owner: HOME - HOME TEMANT BASED
LOUISWILLE - JEFFERSOM RENTAL ASSISTANCE
utilities COUNTY METRO GOWT PROGRAM
- Home
- Data Downloads
i %pq_ ::d;: *Performance Objective: will this al:ti_uity_he carried out by a faith-
- Help (Edit] Create suitable living environments v based organization?
O ves @ Mo
*Performance Outcome:
Links Awailahilityfaccessibility v
- POE Wiewer
- Support
- CPD Home Beneficiary Units Total: 1
- HUD Horme
Page 1of 1
Monthly Rent Household Tenant Contract Action
Last # of Bdrms | Security | Tenant | TBRA | Total Percent. Hispanic/ | Race | Size Type Paid Mewly  Months
Name Deposit | Rent | Subsidy | Rent | AreaMedian | Latino To Assisted
Income
DAMNZY | 3 bedrooms $0 40| 4177 4177 | 30+t050% | Mo White | 3 persons | Single Parent Owner Mo 24 | Edit | Delete
Add TBRA Beneficiary

4.3 Funding Activities

1) Select the Funding/Drawdown Tab
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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 915 version 11.0,
W Community Development Systems

Integrated Disbursement & Information System (IDIS)
User ID: C32177 ie Funding/Drawdown 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:

Al v Al ~
Drawdown Activity Name: IDIS Activity ID: * Activity Owner:
- Create Woucher BOSTON, bA v
- Search “oucher
- Apnprove Youcher Program Year: Grantee/PJ Activity ID:

Al v
Receipt

el |

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help

5) The Search Results page will appear

Page 30



IDIS OnLine Quick Tips User Guide

6) Select Add-Edit under the Action column

User ID: C32177 Funding/Drawdown Grant G
User Role: Grantee
Organization: - R
BO%TON Activity Funding
- Logout Search for Activities to Fund
P : Search Criteria
Activity Funding Program: IDIS Project ID: Activity Status:
- Search b ; T 1 E
| Al 2| | ] All M
Drawdown Activity Name: ) IDIS Activity 1D: *Activity Owner:
- Cr her 14626 | BOSTON, MA ¥
- Search Voucher
- Approve Vioucher Program Year: GranteefP] Activity ID:
(Al v
Receipt
- Add
e |
- Search Accounts
Results Page 1 of 1
Utilities
- Home Activity Name Program Year/ |IDIS Grantee/P] | Activity Status Activity Owner  Action
- Data Downloads IDIS Project ID | Activity ID  Activity 1D
- F'rir;"af@ BELLA LUNA RESTAURTANT | 2008/17 14626 Open BOSTON, MA Add-Edit
- Help
Links
= PDF Viewer
= Support
- CPN Hame

7) The Edit Activity Funding page will appear
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8) Select Add-Edit-View under the Action column for the appropriate activity

User ID: C3Z177
User Role: Grantee
Organization:

BOSTON Activity Funding
- Logout Edit Activity Funding
?gté;;zﬁ Funding [ Feturn to Search for Activities to Fund ]

*Indicates Required Field

Drawdown
- Create Voucher Activity Owner: Program Yearf/Project:
- Search Woucher BOSTON, MA 2008/3
— approve Voucher fa . .

rove Youcher IDIS Activity ID: Total Funded:

14624 £105,500.00

Receipt Activity Name: Total Drawn:
~ add 26 WOODDALE AVENUE £0.00

- Search

- Search Accounts

Funding Sources

Recipient Name: Program: Fund Type:

All Fecipients ~ | AllFrograms All Fund Types ¥

Utilities
- Home
- Data Downloads

- print Page

- Help

Available Funds
Links - . .
- PDF Viewer Recipient Name Program | Fund | Source Name Source |Available for |Funded Drawn | Action
— Support Type Type Funding Amount Amount
- CPD Home BOSTOMN, Ma HOME AD HUD MC +£634,803.05 | £100,000.00 $0.00 | Add-
- HUD Home Edit |

9) The Add-Edit Funding Line Item page will appear
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10) Enter dollar amount in Funded Amount field, Grant Year field is optional

11) Click the Save button

uryarninrsacmornr. - - -
BOSTON Activity Funding
- Logout Add-Edit Funding Line Item
Activity Fundi
C Se“a’:cz unamng | Return to Add-Edit Funding |

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

Activity Name: Total Drawn:

. 26 WOODDALE AVENUE $0.00

Receipt
- Add
- Search .
- Search Accounts Funding Source

Program Fund Source Source Recipient Available for Drawn Funded

Type Name Type Name Funding Amount Amount

Utilities
- Home HOME AD HUD MC BOSTOMN, 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
- POF Wiswear
: %%%tme Add Grant Year | Save | Cancel
- HUD Home

| Fieturn to Add-Edit Funding |

12) Activity funded successfully message will appear
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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

IDIS OnLine Quick Tips User Guide

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:
008/3

Total Funded:

$105,500.00

Total Drawn:
$0.00

Recipient
Name

BOSTON, Ma

Available for
Funding

$634,803.05

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 C€ommunity Development Systems ]

Integrated Disbursement & Information System (IDIS)

User ID: C32177 Projects /Activities Funding/Dravidowin Grantee/P1

User Role: Grantee
Organization:

BOSTON Activity Funding
- Logout Search for Activites to Fund

Activity Funding Search Criteria

Program: IDIS Project 1D: Activity Status:
- Search

All hd All v
Drawdown Activity Name: IDIS Activity ID: *Activity Owner:
- Create “oucher BOSTOMN, A ~
- Search “oucher
- Approve Voucher Program Year: Grantee /P] Activity ID:

Al v
Receipt

el |

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln
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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

UserID: C32177
User Role: Grantee
Organization:
BOSTON

- Logout

Activity Funding
- Search

Dravedown

- Create Voucher
- Search Youcher

- Approve Youcher

Receipt

-&add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Helo

Links

- POF Viewer
- Support

- CPD Home
- HUD Home

Funding/Drawdown Grant Grantee/PJ
Drawdown
Create Voucher - Page 1 of 4 (Select Activities)
* Indicates Required Field
*Youcher Created For: (4p) Requested LOCCS Submission Date: (tp)

[BOSTON, MA | Select Date

(e mmiddiyyyy)
*Activity Owner: (tip
BOSTOM, kA hd

*IDIS Activity ID

laezs || | | | | | | |

[ Search far Activities ] | [ Reset]
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7) Create Voucher — Drawdown Amounts page will appear
8) Enter Drawdown Amount

9) Click Confirm Voucher button

OSeT KOTE. STaTee
Organization:

BOSTON Drawdown
- Logout Create Youcher - Page 2 of 4 (Drawdown Amounts)

Activity Funding

- Search Feturn to SelectActivit\esl | [CanirmVoucher] | [Cancel\foucher]
Drawdown Activity 1 of 1
- Create Youch IDIS Activity 1D: Activity Name:
o hoaeher 14620 22 FERNEORO STREET
- Approve Voucher Voucher Created For: Grantee/PJ Activity ID:

BOSTOM, MA
Receipt Activity Owmner:
~ add BOSTON, MA
- Search : . .
— Search Accounts Available Dravwdown Amounts for This Activity

Recipient Program Fund Source Source Prior Funded Available to  Dravdown Amount

Name Type Name Type Year  Amount Drawve
Utilities BOSTOM, Ma | CDBG EN HUD M M $27,200.00 $5,000.00 £ ]
- Home
- Data Downloads
- Print Pane |
- Helo

Progress by Activity 1D
N Entered:

Links Hot Entered: 14629 (#1)
- PDF Viewer Invalid:
- Support
- CPD Home
- HUD Home

Feturn to SelemAcﬂvit\es] | [Cnnfirm\/oucher] | [Cancel\fuucher

Page 37



IDIS OnLine Quick Tips User Guide

10) Create Voucher — Confirmation page will appear

11) Click the Generate Voucher button to complete voucher creation

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT n 1101
B €ommunity Development Systems

Integrated Disbursement & Information System (IDIS)

User Role: Grantee
Organization:
BOETON Drawdown
- Logout Create Voucher - Page 3 of 4 (Confirmation)
- . + Click "Generate Youcher” to complete voucher creation
Activity Funding
- Search
Generate\/oucher] | [CanceIVDucher
Drawdown
- Lreate Voucher ¥ her Created F Ri ted LOCCS Submission Dat
-5 h vouch oucher Created For: equeste: ubmission Date:
earch Woucher BOSTON, M
- gnprove Voucher Select Date
Activity Owner: (ex: mm/ddfyyyy)
BOSTOM, Ma
Receipt
- Add Voucher Details
- Search Line IDIS Activity Program Grant Fund Source | Source |Recipient Prior |Drawdown
- Search Accounts Item # | Actv ID  |Name vear |Type |Name Type Name Year |Amount
1 14629 |22 FERNBORO | CDEG | 2007 | EM |HUD MC  |BOSTOM, N £1,000.00
— STREET M
Utilities Total|  $1,000.00
- Home
- Data Downloads
- Print Page
- Helo Generate\/oucher] | [CancelVDucher

12) Voucher created successfully message will appear

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

Integrated Disbursement & Information System (IDIS)

User ID: C32177 Funding/Drawdown
User Role: Grantee
0Organization:

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

o Youcher created successfully
Activity Funding
- Search

Feturn to Create “oucher

Drawdown
- Create Voucher

_ Voucher Created For: IDIS Voucher #:
Search Vougnar BOSTON, Ma 5000208
- Approve Youcher
Activity Owner: Created By:
BOSTOM, Ma C3z177
Receipt
~ add Requested LOCCS Submission Date: Creation Date:
_ march 06/17/2009

- Search Accounts .
VYoucher Details

Line IDIS Activity Program Grant | Fund | Source | Source | Recipient Prior | Drawdown
Utilities Item # | Actv ID Name 9 Year | Type | Name Type Name Year Amount
- Home
~ Aata Downloads 1| 1ason ZEFERNBORO L cpps | o007 | En |HUD me [ROSTOM. N $1,000.00
- PrintPage Total|  $1,000.00
- Helo
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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 Community Development Systems

Integrated Disbursement & Informatian System (IDIS)

User ID: C32177
User Role: Grantee
Organization:
BOSTOM

- Logout

Activity Funding
- Search

Dravedown

- Create “oucher
- Search “oucher
- Spprove Voucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Activity Funding

Search for Activities to Fund

Search Criteria
Program:
All hs
Activity Name:

Program Year:
Al

Search Reset
I

Funding/Dravdovin Grantee/P]

IDIS Project ID: Activity Status:

All 4

IDIS Activity 1D: * Activity Owner:

BOSTON, Ma M

GranteefP] Activity ID:
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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 515 wersion 11.0,1_;

W Community Development Systems e
Integrated Disbursement & Information System (IDIS)

e . e Ry ———
User ID: C32177 Projects fActivities Funding /Drawdown Grantee/PJ

User Role: Grantee
Organization:

BOSTON Drawdown
- Logout Search Vouchers
it N Search Criteria
Activity Funding *Indicates Required Field
- Search
1DIS Voucher #: 1DIS Activity ID: * Activity Owner:
BOSTOM, b ¥
Dravedown
- %\W’ Earliest Creation Date: Line Item Status:
- Search Youcher
Select Date Select b/

- Approve Youcher
(ens mm/ddiveyy)

- add
- Search
- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help
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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
I Community Development Systems

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

User Role: Grantee
0Organization:

BOSTON Drawdown
- Logout Search Youchers For Approval

Activity Funding Search Criteria

- Search IDIS Youcher #: IDIS Activity ID: Activity Owner:
— 14623 BOSTON, Ma

prawdown Earliest Creation Date: Line Item Status:

- Creafe Youcher Select Date Open

- Search Youcher Cexr mm/ddfyyyy)

- Approve VYoucher

)

Receipt
- 4dd
- Gearch Results Page 1 of 1 (1 voucher line items found)
- Search Accounts . X L. Line
IDIS Line Creation IDIS Activity Item Dravdown Action
Youcher # | Item # Date Actv ID Name Amount
Status
Utilities 29
- Home 5000190 1| 06/10/2009 14629 FERNBORO Open $£12,200.00 | Maintain-Approve | Wiew
- Data Downloads STREET
- Print Page
- Help
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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

b. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

ymmunity Development Systems
tegrated Disbursement & Information System (IDIS)

rove Youcher

ID: CO1133 Projects /Activities Funding /Drawdown
Role:
L]
hization: Drawdown
DM
Maintain and Approve Voucher
out
ty Funding Return to Search Wouchers
rch
Voucher Created For: IDIS VYoucher #:
BOSTON, MA 5000190
down
te Woucher Activity Owner: Created By:
th Woucher BOSTON, Ma £32177

Creation Date:

06,/10/2009
pt Voucher Details
rch Line 1DIS Activity Program Grant Fund | Source Source |Recipient | Prior | Dravwdown Iig':l Submission Action
th Accounts Item # Actv ID| Name 9 Year Type| Name | Type = Name Year| Amount |co.o . Date
22 .
1 14620 FERNBORO| CDEG | 2007 | EN |HUD me  |BOSTOM, | |44 200.00| Open |06/1i0/2009 [AR0M0YE | Revise
es M, Cancel | View
- STREET Sl || e=hes
s Downloads
Pane [ Approve All Ling herms ]
<
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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

Confirm Youcher Line Itemm Approval

[Appmve This Line: Hem] | [Retum to Maintain and Approve Vuucher]

Youcher Created For: IDIS Youcher # / Line Item Grant #: Transaction Type:

BOSTOM, MA #: BO7MC250002 Payment
- Create Woucher 500019041
- Search Voucher Activity Owner: Approved By: Pay To:
- Approve Youcher BOSTOM, MA Created By: BOSTON, MA&
C3z177

Receipt

-&add

- Search

- Search Accounts

Creation Date:
06/10/2009

IDIS Information
IDIS Status:
approved in IDIS

oucher created but not yet

Approval Date:

LOCCS Confirmation Information
Confirm Batch #:
Confirm Batch Date:

. Batch #:
UtAI't'ES Batch Date: Confirmation Code:
- Home : .
- Data Downloads I‘;?CCS Control Eav Met:gd.t
- Print Page . ) ayment Date:
~ el LOCCS Status: Blank Schedule #:
Voucher Update Reschedule:
i Voucher Updated By: C32177 Effective Date:
Links Date Updated: 06/10/2009
- PDF Viewer Special Remarks:
- Suppaort
- CPL Home
- HUD Horme Line Item
IDIS Activity Program Grant | Fund | Source | Source Recipient  Prior Drawdown IIEI:; Submission
Actv ID Name 9 Year |Type | Name | Type Name | Year | Amount oo Date
2 BOSTON 06/10/2009
14629 | FERNBORO CDBG 2007 EMN HUD MC e ! i £12,200.00 Open
STREET Select Date
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15) Voucher item approved successfully message will appear

Grantee
Organization: Drawdown
BOSTOMN
Maintain and Approve Voucher
- Logout

Activity Funding
- Search

Dravedown

- Create “Youcher

- Search Youcher

- Approve Youcher

Receipt

- Add

- Search

- Search Accounts

» Voucher item approved successfully

Return to Search Youchers

Voucher Created For:
BOSTON, MA&

Activity Owner:
BOSTON, MA&

Voucher Details

IDIS Youcher #:
5000190

Created By:
Caz17v

Creation Date:
06/10/2009

Line IDIS Activity Program Grant |Fund |Source |Source |Recipient | Prior | Drawdown IIE:-':l Submission Acti
. Item # Actv ID| Name g Year Type Name | Type | Name | Year Amount Stat Date
utilities atus
- Home 22
- Data Downloads 1 14629 FERMBORD CDBG 2007 | EM HUD MC agSTONJ N | $12,200.00 Approved 06/17/2009 REV—Dk\EAE!
- Print Pane STREET 1
- Helo
[ Anprove All Line tems ]

Links
- POF Viewer Return 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

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

Integrated Disbursement & Information System (IDIS)

User ID: CO1133
User Role: Grantes
Organization:
MILW AUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Voucher
- dpprove Vioucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Funding/Dravedown

Activity Funding

Search for Activities to Fund

Search Criteria
Program:

All -

IDIS Project ID:
Activity Name: IDIS Activity ID:

Program Year:
Al v

Search Reset
I

GranteefPJ Activity ID:

Activity Status:
All v

*Activity Owner:
MILWALKEE, W1 »
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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

OTYOTHEGLIonT .

MILW AUKEE Receipt
- Logout Add Receipt

Activity Fundi
Csearen Y |

*Indicates Required Field
Dravdown

- Create Youcher Receipt Created For: Receipt Status:
- Search Woucher MILWALIKEE Original

- dpprove Woucher

Receipt
Receipt
- Add *Program: Receipt Type:
_ Search Select Program | v Select Type v
- Search Accounts
*Program Year: IDIS Activity ID:
Utilities
- Home *Source Type: Matrix Code:
- Dsta Downloads Select Source v Select Code &
- Print Page
- Help *Fund Type: Estimated Amount:
Select v +/0.00
Links ) * Amount: Grantee Receipt #:
- POF Vigwer ¢[00
- Support
- CPD Home
- HUD Home
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
- &pprove Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Wiewer
- Support

- CPD Home
- HUD Home

Add Receipt

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

Eawe) | (Fosed

*Indicates Required Field

Receipt Created For:

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

* Amount:

$

Comments:

Receipt Status:
Qriginal

Receipt Type:
Select Type v

IDIS Activity 1D:

H

Matrix Code:

Select Code v

Estimated Amount:

§

Grantee Receipt #:
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6.2 Search /Edit Receipts

1) Click Funding/Drawdown tab at top of screen

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

Integrated Disbursement & Information System (IDIS)

User [D: CO1133 jec tivitie Funding/Dravedown Grantee/P] m

User Role: Grantes
Organization:

MILW & UKEE ACtiVity Fl.ll'ldil'l
- Logout Search for Activities to Fund
g 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 Woucher MILWALKEE., Wl &
- Search Woucher
- Approve Voucher Program Year: Grantee/PJ Activity ID:
Al w
Receipt

= |

- Search &ccounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln
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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 ers .0
B Community Development Systems

User ID: CO1133

Organization:
MILW AUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Voucher
- Search Voucher
- Approve Voucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

User Role: Grantee

Integrated Disbursement & Infermation System (IDIS)

Receipt

Search Receipts

Search Criteria
Program:
All A
Receipt Number:

Receipt Status:
All -

Search Reset
|

Funding/Dravedown

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

Select Date
(exi mm/ddfyyyy)
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
BNTEE .
gnarel?zation: Receipt
LW AUKEE
Search Receipts
Logout

ttivity Funding
=arch

lavwdown

reate Voucher
earch Voucher
pprove Youcher

ceipt

ndd

search

earch &ccounts

lities

ome

ata Downloads
rint Page

et

ks

DF Yiewer
support
FD Home
dUD Home

Search Criteria

Program: Program Year: Fund Type:
HOME All
Receipt Number: Amount: Date Created:
Select Date
i Cess mmdddfyyyy)
Receipt Status: Receipt Created For:
All he

Search Reset
|

Results Page 1 of 13

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

5000045 HOME | 2008 PI MILWAUKEE £4,000.00 | 06/10/2009 | Original Edit | Wigw
243462 HOME | 2008 PI MILWAUKEE £4,098.00 | 07/28/2008 | Original Edit | Vigw
242158 HOME | 2008 PI MILWAUKEE £44,250.08 |07/07/2008  Original Edit | View
241865 HOME | 2008 PI MILWAUKEE £49,458.90 | 06/30/2008  Original Edit | Vigw
240706 HOME | 2008 PI MILWAUKEE £2,261.00 | 06/16/2008  Original Edit | View
240291 HOME | 2008 PI MILWAUKEE $46,385.54 | 06/10/2008  Original Edit | View
237602 HOME | 2008 PI MILWAUKEE £1,650.00 | 04/28/2008  Original Edit | Wigw
236644 HOME | 2008 PI MILWAUKEE £80,764.20 | 04/14/2008  Original Edit | View

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

10) Click the Save button

Organization:

MILW ALIKEE Receipt
- Logout Edit Receipt

Activity Funding

_ Gearch [Save] | [Return to Search Receipts

*Indicates Required Field
Dravedown

- Creats Woucher Receint Created F Receint Stat

_ eceipt Created For: eceipt Status:
Search Voucher MILWAUKEE Modified

- Approve Voucher odme

Receipt Number:

Associated Grant #:
5000045
Receipt M-08-MC-35-0204
- Add
- Search Receipt
- Search Accounts Program: Receipt Type:
HOME
Utilities Program Year: IDIS Activity ID:
2008
- Home
- Data Downloads Source Type: .
- Print Page MC Matrix Code:
- Help
Fund Type:
PI Grantee Receipt Number:
I—_ISSE Wiewer *Amount:
~ cupport ¢ 4000.00
- CPD Home
- HUD Home c 5
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1) Click Funding/Drawdown tab at top of screen

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

Integrated Disb

UserID: C01133
User Role: Grantee
Organization:
MILW ALIKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- Approve Youcher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Help

sement & Infermation System (IDIS)

Activity Funding

Search for Activities to Fund

Search Criteria
Program:

All ~
Activity Name:

Program Year:
Al W

(Seare] | (Fece]

FundingfDrawdown

IDIS Project ID:

IDIS Activity ID:

Grantee /PJ Activity ID:

[ Coomeesor | aamin | gonns

Activity Status:
All i

*Activity Owner:
MILWALKEE, W %
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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

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

User ID: C0O1133
User Role: Grantee
Organization:
MILW ALIKEE

- Logout

Activity Funding
- Search

Dravdown

- Creats Woucher
- Search Woucher
- Approve Voucher

Receipt

- Add

- Search

- Search &ccounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Receipt

Search Receipts

Search Criteria
Program:

All v
Receipt Number:

Receipt Status:
All hd

Search Reset
I

~y

Funding/Dravdown

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

Select Date
Cex mmddddyyyy)
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

Briee -
ganization: Receipt
LW AUKEE
Search Receipts
Logout
Search Criteria

tivity Funding Program: Program Year: Fund Type:
earch HOME v Al

Receipt Number: Amount: Date Created:
lawdown Select Date
reate Voucher . (en: mmiddiyyyy)
earch Woucher Receipt Status: Receipt Created For:
pprave Yaucher All v

ceipt I
hold

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 |06/10/2009 | Original Edit | View
ata Downloads
rint Page 243462 HOME 2008 PI MILWALKEE $£4,998.00 |07/28/2008 Criginal Edit | wiew
Helo 242158 HOME 2008 PI MILWALKEE $44,250.98 | 07f07/2008 Criginal Edit | Wiew
241865 HOME 2008 PI MILWALKEE $£49,455.90 | 06/30/2008 Original Edit | wiew
ks . 240706 HOME 2008 PI MILWALKEE $£2,261.00 |06/16/2008 Original Edit | wiew
DF Wiewer
upport 240291 HOME 2008 PI MILWALKEE $46,385.54 | 06/10/2008 Criginal dit | Wiew
PO Home . . .
237602 HOME 2008 PI MILWALUKEE $£1,650.00 |04/28/2008 Original Edit | Wiew
HUD Home
236644 HOME 2008 PI MILWALKEE $80,764.20 |04/14/2008 | Criginal Edit | Wiew
< >
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8) View Receipt page will appear
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Organization:
MILWAUKEE

- Logout

Activity Funding
- Search

Drawdown

- Create Woucher
- Search Woucher
- Approve YWoucher

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- POF Wiewsr
- Support

- CPD Home
- HUD Home

Receipt

View Receipt

Return to Search Receipts

Receipt Created For:

MILVWALIKEE

Receipt Number:

3000045

Receipt
Program:
HOME

Program Year:
2008

Source Type:
MC

Fund Type:
PI

Amount:
£4,000.00

Comments:

Receipt Status:
original

Associated Grant #:
M-08-MC-35-0204

Receipt Type:

IDIS Activity ID:

Matriz Code:

Grantee Receipt #:

Page 55




IDIS OnLine Quick Tips User Guide

6.4 View Receipt Accounts

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

. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
P Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

e w., e e  Ey— il
User ID: C01133 FundingfDravdown Grantee/P] m

User Role: Grantee
Organization:

MILWAUKEE 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: *Activity Owner:
- Create Woucher MILWWALKEE, W+
- Search Woucher
- Approve Voucher Program Year: Grantee /P Activity ID:

Al w
Receipt

et |

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

Integrated Disbursement & Infermation System (IDIS)

User ID: C01133
User Role: Grantee
Organization:

MILW & UKEE Receipt
- Logout View Receipt Accounts

Activity Funding
- Search

Drawdown

Search Criteria
Program:

Al v

Receipt Created For:

Program Year:

Fund Type:
Al w

- Create Woucher
- Search Woucher
- &pprove Youcher

Search Feset
|

Receipt

- Add

- Search

- Search Accounts

Utilities

- Home

- Data Downloads
- Print Page

- Heln
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6) Search Results Page will appear

antee .
rganization: Receipt
LW AUKEE
View Receipt Accounts
Logout
Search Criteria
ktivity Funding Program: Program Year: Fund Type:
Eearch COBG v All ¥
Receipt Created For:
awdown

Create Voucher

Eearch Voucher |

Ppprove Youcher

pCeipt
hdld Results Page 1 of 3
@1 Program | Source Type Program Year | Fund Type |Estimated Amount | Receipt Created For | Amount Drawdown Amount
Eearch Accounts
CDBG MC 2008 PI $500,000.00 | MILVWALKEE £324,519.41 $266,548.23
it CDBG MC 2008 EL +10,000.00 | MILYWALKEE +61,483.19 $55,179.77
ilities
Home CDBG M 2007 PI $1,000,000.00 | MILWALUKEE $£562,116.37 $541,344.82
pata Downloads CORG | MC 2007 RL £500,000.00 | MILWAUKEE £62,161.90 £61,011.90
Print Page
Help CDBG MC 2006 PI $1,150,000.00 | MILWAUKEE £977,0735.76 $977,075.76
CDBG M 2006 RL $£250,000.00 | MILWALIKEE +£183,494.50 $£181,994.50
hks CDBG MC 2005 PI +1,500,000.00 | MILWAUKEE £1,120,650 .96 £1,128,650.96
FOF Wiewer
Eunport CDBG MC 2005 EL $500,000.00 | MILYWALKEE £251,627 98 $251,627.98
EPD Home CDBG MC 2004 PI $£1,200,000.00 | MILWAUKEE £1,318,763.20 $£1,318,763.20
gD Home
CDBG MC 2004 REL $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
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: CO1133 Projects/Ac Funding/Drawdown Grant Grantee/P] M

User Role: Grantee

organization:
MILWAUKEE Subfund

- Logout Add Subfunds

Search Criteria
Program: Fund Type: (tip) Grant #: (up)
All B Select v

Grant
- Search

Subfund Grant Year: (tip)
- add Select v

[ewmn) | (Fe]

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

Utilities

- Home

- Data Downloads
- Print Page

- Heln

Links

- PDE Viewer
- Suppaort

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

6) Click the Add link in the Action column

Organization:
MLt AUKEE Subfund
- Logout Add Subfunds
Grant Search Criteria
- Search Program: Fund Type: (tip) Grant #: (tp)
HOME  + Select v
Subfund Grant Year: (tip)
- add Select v
- Search
|
Subgrant
- Add
- Search Results Page 1 of 2
Grantee/P] Name Program Grant Year Grant # Fund Type Authorized Amount Action
Utilities
- Homa MILWAUKEE HOME 2008 M-02-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
Print Page
- Help MILWAUKEE HOME 2006 M-06-MC-55-0204 CR $1,528,183 .81 Add
MILWAUKEE HOME 2005 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
- EQE Wigwer MILWALKEE HOME 2003 M-D3-MC-55-0204 R $1,066,360.80 | add
Support
CPD Home MILWAUKEE HOME 2002 M-02-MC-55-0204 CR $1,410,300.00 add
T AR 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-29-MC-55-0204 CR $1,166,871.00 Add
1 2 Mext 10 Recults
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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

o

all 7

User Role: Grantee
Organization:

MILWA A UKEE Subfund
- Lagout Add Subfund
Grant

- Search E | | Return to Search Subfunds

Subfund *Indicates Required Field
- Add Grantee/PJ Name: Grant #: (tip)
- Search MILWAUKEE | WI M-08-MC-55-0204
Program: (tp) Grant Status: (tp)
HOME Active
Subgrant
- &dd Grant Year: (p) Grant Blocked: (tp)
- Search 2008 No
*Fund Type: (tip)
Utilities Select Option + | | Check Balance
- Home
- Data Downloads
Source Fund: CR
Subfund Amount
Links Minimum Authorized Amount Required
- BDF Miewer Maximum Authorized Amount Allowed
= Support
- CPD Home Available to Subfund
- HUD Home
Authorized Amount for this Subfund (sp) ¥+

Save| | |Returnto 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

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

e e ]
User ID: CO1133 Projects/Activities Funding/Drawdown Grant Grantee/PJ

User Role: Grantee
Organization:
SOUTH DAKOTA Subgrant

- Logout Add Subgrant
Grant *Indicates Required Field
- Search
*Program (sp) *Grant Year (tp) *Grant # (tp) *Fund Type (5p)
Subfund Select v Select v Select v Select v
- Add
- Search
*Subgrant to Organization Maximum Subgrant *MNew Subgrant *Banking
Amount Amount
Subgrant
- Add £ O ves

- Search Select Organization @ no
Check Balance Save Feset
e | !

- Home

- Data Downloads
- Print Page

- Help

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

Links Select b Select v Select b Select v
- 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 Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User [D: CO1133 Projects/Activities Funding/Drawdown Grant Grantee/P] m

User Role: Grantee
Organization:

MILWAUKEE Subgrant
- Logout Select Organization

o

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

(=25 nn=ann=nnnn) (e nn=nnnnnnn)

Add

- Search

utilities
- Home
- Print Page

- Help

Links

- PDF Vigwer
- Support

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

9) Click the Select button

- Search
(s nn=nnn-nnnn) (2t nn-nnnnnan)

Subgrant
- Add
- Search

Subgrant to:
Utilities Results Page 1 of 166
- Home
- Data Downlosds Organization Name City LOCCS Banking DUNS # |EIN/TIN #
- Print Page Access
- Heln ©  30TH STREET ICC MILWAUKEE COUNTY CONSORTIUM | No
Links ©  30TH STREET INDUSTRIAL CORRIDOR MILWAUKEE No
- PDF Viewer COPR.
- Suppart
- CPD Home ©  20TH STREET INDUSTRIAL CORRIDOR MILWAUKEE COUNTY CONSORTIUM | No
- HUD Home CORP

©  ABBOTSFORD ABBOTSFORD Mo

® ACAPINC WAUKESHA COUNTY COMSORTIUM | No

©  ACCESS TO INDEPENDENCE MADISON L) 39-1240200

22 NORTH SECOMD STREET

© acTs MILWAUKEE No

O ADEMS COUNTY ADAMS COUNTY No

C  ADOPT-2-NEIGHBORHOOD, INC ADOPT-A-NEIGHBORHOOD, INC No

O ADVOCAR MEEN2H )

122 456 78 2 10 Hesti0Results

| [Add Organization

10) Enter New Subgrant Amount and Banking option

11) Click the Save button

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
W Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C01133 Projects fAc H Funding/Dravdown Grant Grantee/P] m
User Role: Grantee
Organization:
MILUWAUKEE Subgrant
- Logout Add Subgrant
Grant *Indicates Required Field
- Bearch
*Program (tp) *Grant Year (tp) *Grant # (up) *Fund Type (tip)
Subfund HOME 2008 v MOBMCEENZ04 ~ CR v
- Add
- Search
*Subgrant to Organization Mazimum Subgrant *New Subgrant *Banking
Amount Amount
Subgrant
- Add ADOPT-A-NEIGHBORHOOD, INC $0.00 £ O ves
- Search ® N
ADOPT-A-NEIGHEORHOOD, INC, W1 D
utilities Change Organization
- Hame
- Data Downloads CheckBalance | |
- Print Page
- Helo
Links Show Availability
- PDF Viewer Program: (sp) Grant Year: (tp) Grant #: (up) Fund Type: (sp)
- Support Select - Select v Select hd Select v
- CPD Home
- HUD Home
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9. Admin Functions

HQ Administrators — editing a users profile

1 when prompted to select a profile select Headquarters

ft Internet Explorer =) X
rites Tools Help l:'
2 @ O search Py Favorites | €0 vy B =23
121 hd.gov s flogin do e bmit =LoginSSOS8ssol ssrParamiName =SM_LISER \/ &4 Go
vGovR © B~ & Bockmarkse M. Slheck v « Wl #Send o J Settings~
wiSeachWeb « / O3 - A NSy @ GMall -

)Shopping = ©My Yahoo! = DINews - @Games = AMskc - »

US. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
M Community Development Systems

Integrated Disbursement & Infotmation System (IDIS)
| User 1D: HO1401 Login
User Role:

Organization: Profile Selection

""" Select Grantee /P Profile:
Select GranteeP) !
oR
Sedect HQ Profile:

LI ilieie
- oeg Select Meadquenorn »
‘ SOdQuarters } N |
POF Wowe | Sedec Prosie |
. N
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2 choose Admin from upper toolbar

ft Internet Explorer =)

-

rites Tools Help . 1.,

1@ & Osexch |[frFavcrites €@ 2 5 & = &

121 hod.Qwefidisfiogn.do L 8c
v|Goo®R @ B - & Bockmarkse P . Blhak - - (31 - [ Send tov JSémr-gs-

Search'Web = « O - #Ant-Spy @
US. DEFARTMENT OF HOUSING AND | DEVELL

; 'Cbr-ﬁ}numty Development Systems -
Integrated Disbursement & Infatmation System (IDIS)

Y Shopping = @My Yahoo! -

User ID: #0401 Projects fActivities Funding/Orawdoven Grant Admin Reports
User Role: Headquarters
Organization: wel to t
Headquarters ywwelcome [=] e
Integrated Disbursement and Information System
Logoyt

—
5 Ne
TOER e Waming! Mizuse of Federal Information at the
falls under the provisions of Tithe 18, Unted
lBIObI?OO? » section 1030, This law speches penakies for ax
il d access, ateration, damage, or destr
10/05/2009 nformation resicing on Federal computers

BAMES rot

10 Can Fund Schvihes

Wamning! Your 1015 working session wil tone o

10/02/2009 minutes # there 1 NO intaraction with the ap ver
L PR oort Bad for Mul profile Lser The systeen wil provide & warning and pre e
: Rot i R —— eed MOre UMe 3 MInutes LAoe to the expiraton of the
10/01/2009 ourrent session
Chance o Drasing of Proqram 1ncome

To work wzh D15 Micro
nesan/2ana dose any remanng M

¥ ategy Reports, you must first
Strategy windows from price
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3 choose “search user profile” from right hand side of screen

't Internet Explorer (=) X

rites Tools Help &
2 ¢ /- Search 47 Favorites €& vig B =3

21 hud gov/\dis/admin_meru. Fp v | B Go

vGoo®R © B~ € Bockmarkse 9. ‘TCheck » & - (3~ & Send tow 2 Settings~

v |Search Web * i - @ant-Soy @ GMall - DSopping + My Yahoo! » DINews - @Games = 8Music - »

US. DEFPARTMEINT OF HOUSING AND URBAN DEVELOPMENT

M Gommunity Development Systems

Integrated Disbursement & Infommation System (1DIS)

——————————
User 1D: HO1401 Projects/Activities | fLundinadOravedown Grant Reports

Useor Role: Headquarters
Organization:

Headguarters

Admin

Add User Profile (Page 1)

Ludad

*Assign User Role:
SelectRole »

Status Modified Date:

10/07/2009

User Information

*First Name: Department:

) Middle Initial: Seperviser's 10:
*Last Nomee: Phone #; (v, Ixt
*Emall: Fax: (ny)

4 enter users name or User 1d to search

9.1 Grantee - Editing a User Profile

1) Click the Admin tab at top of screen
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DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
B Community Development Systems

Integrated Disbursement & Information System (IDIS)

— ek . et R e y———————
UserID: C15581 Funding /Dravdown - Grantee/PJ

User Role: Grantee

0Organization:
LOUISVILLE - JeFFerson | Welcome to the

COUNTY METRO GOWT Integrated Disbursement and Information System
- Logout

— IDIS News Warning! Misuse of Federal Infarmation at this Web
Ve No news to display. Code, secton 150 e low smacios panalies for -

exceeding authaorized access, alteration, damage, or

- Data Downloads destruction of information residing on Federal

- Brint Page computers,

- Help
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

_ PDF Viewer you if you need more time 3 minutes prior to the

- Supnort expiration of the current session.

- CPD Home

To waork with IDIS MicroStrategy Reports, you must first
- HUD Home close any remaining MicraStrategy windaows from priar
sessions, and open a new window using the link on the
IDIS Reports page.

Content updated Mow 14, 2008

U5, Department of Housing and Urban Development
451 7th Street S.W., Washingtan, DC 20410
Telephone: (202) 708-1112 TTV: (202) 708-1455

I ——————..-

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
W Community Development Systems

Integrated Disbursement & Information System (IDIS)

— ekt . e e Oy ———
User Role: Grantee

0Organization: -

LOUISVILLE - JeFFerson | User Profile

COUNTY METRO GOVT

Search User Profiles
- Logout
Search Criteria

Admin User ID: First Name: Last Name:
- Search User Profiles

- Isble Maintenance (ex wnnnnn)

Select Role: Organization name: Status:
All A4 Select Status v

Utilities

- Home

Search Feset

. Deta pownigads |

- Print Page

- Helo

Links

- POF Viewer

- Suppart

- 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
B C€ommunity Development Systems

Integrated Disbursement & Infermation System (IDIS)

e, e e R R —ntnnnnntilll
User ID: C32177 Projects/Activities Funding/Dravwdown Grantee/P] Admin

User Role: Headquarters
Organization:

Headguarters User Profile
- Logout Search User Profiles
Admin Search Criteria §
- Add User Profile User 1D: First Name: Last Name:
- Search User Profiles 15581
- HOME Match Liability 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
- PO Viewer C15581 TOMY PULLIAM Active Edit | 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

[(OSET KO, AEdUyuarter

IDIS OnLine Quick Tips User Guide

Organization:
Headguarters

- Logout

Admin

- Add User Profile

- Search User Profiles

- HOME Mateh Lishility Rate
- Tahle Maintenance

utilities

- Home

- Data Downloads
- Print P3ge

- Help

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

Admin

Edit User Profile (Page 1)

| [Cance\] | [Histury] | [ResetStatus

*Indicates Required Field

*User ID:

{ex: xnnnnn)
*Status:

Status Modified Date:
06/18/2009

User Information
*First Name:

Middle Initial:

*Last Name:

*Email:

Existing User Roles:

Headguarters
Field Office

Grantee

Department:

Supervisor's ID:

Phone #: (tp) Ext:

Fax: (tip)

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

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

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

Funding/Dravdown Grantee/PJ Admin Reports

User ID: C15581 Projects/Activities
User Role: Grantee

0Organization: B
LOUISVILLE - JeFFERsON | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

Admin User 1D: First Name: Last Name:

- Search User Profiles
- Tahle Maintenance [ex: ®nnnnn)

Select Role: Organization name: Status:

All v Select Status v
Utilities

:gngDuwnluads |

- Print Page
- Heln

Links

- PDF Viewer
- Support

- CPC Home
- HUD Home

N

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
B Community Development Systems

Integrated Disbursement & Information System (IDIS)

e . e e y——————il
User Role: Grantee

Organization: -

LoutsvILLE - JeFrerson | User Profile

COUNTY METRO GOVT

Search User Profiles
- Logout
Search Criteria

Admin User ID: First Name: Last Name:
- Search User Profiles

- Tahle Maintenance [ex: wnnnnn)

Select Role: Organization name: Status:
All hd Select Status v

Utilities

- Home

Search Reset

_ Deta pownigads |

- Print Page

- Helo

Links

- POF Viewer

- Support

- CPD Home

- HUD Home

I EEEEE—IIRRRRRRN

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.5. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
W Community Development Systems

Integrated Disbursement & Information System (IDIS)
User ID: C32177

et . e ek y———
Funding/Drawdown Grantee/PJ Admin Reports

User Role: Headgquarters
Organization:

Headguarters User Profile
- Logout Search User Profiles
Admi Search Criteria i
- Ag::;rtlser Profile User 1D: First Name: Last Name:
- Search User Profiles 19581
- HOME Mateh Lishility Rate (ex: #nnnnn)
- Table Maintenance Select Role: Organization name: Status:
All v Select Status v

Utilities
|
- Data Downloads

- Print Page
- Help

Results Page 1 of 1

Links User ID First Name Last Name Status Action

- DDF viewar C15581 TOMY PLILLIAM Active Edit | Wiew
- Support

- CPD Home

- HUD Home

7) Edit User Profile page will appear

8) Click Grantee link under Existing User Roles

USET KU, A=dUL LT TET
Organization:

Headguarters Admin
- Logout Edit User Profile (Page 1)
—Aigl'j"tlser Profile | [Canc:el] | [H\stury] ‘ [RESE’t Status

- Search User Profiles
- HOME Mateh Liahility Rate

[ " :
_ Table Maintenance Indicates Required Field

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

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
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C15581 Projects/activities Funding/Drawdown Grantee /PJ]

User Role: Grantee
Organization:

YERMONT Admin
- Logout Edit Grantee /P] User Profile (Page 2)
Admin

- Search User Profiles |

- Table Maintenance

*Indicates Required Field

Utilities User ID: Name:
- Home 15581 TOMNY PULLLAM
- Data Downloads
- Print Page Assigned User Role:
- Help Grantee
Grantee /P] Profiles
Links 8 .
- BOF Yiewar Grantee/PJ Name City State EIN/TIN # | Status Action
- Suppoert LOUISYILLE - JEFFERSON COUNTY METRO LOUISVILLE K 32-0049006 | Active Mo Access
- CPD Home GONVT
- HUD Home
VERMONT MONTRELIER  |WT  03-6000274 |[active || Editfccess

MACON CITY OF MACON | GA 58-6000612 | Active Mo 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

UserID: C15581
User Role: Grantee
0Organization:
YERMOMT

- Logout

Admin
- Search User Profiles
- Table Maintenance

Utilities

- Home

- Data Downloads
- Print Page

- Help

Links

- PDE Viewer
- Support

- CPC Home
- HUD Home

Funding /Dravdown

Admin

Edit Grantee/PJ User Profile (Page 4)

ISﬁve] | [ Cancel ] | [ Histony ]

User ID:
C15581

Assign User Role:
Grantee

Grantee/PJ] Name:
WERMONT

Program Privileges
CDBG

[ Ess

HOME

V] HOPWA

Administrative Privileges
Administration

Report

Tahle Maintenance
Add Subordinate

Edit Subordinate

HEREE

—

Grantee/P]

MName:
TONY PULLIAM

Status:
Active ¥

Activity Privileges
Set up Activity
Update Activity
Wi Activity

Drawdown Privileges

Drawdown approval
Reguest Drawdaown
Wiew Drawdown
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9.3 Grantee - Viewing Existing User Roles

1) Click the Admin tab at top of screen

DEPARTMENT OF HOUSING AND URBAN DEVE
i Community Development Systems

Integrated Disbursement & Information System (IDIS)

UserID: C15581
User Role: Grantee
Organization: .
LOUISVILLE - JeFFErsonN | User Profile
COUNTY METRO GOYT

Search User Profiles
- Logout

Search Criteria

Adrmin User 1D: First Name: Last Name:

- Search User Profiles

- Isble Maintenance (21 Hnnnnn)
Select Role: Organization name: Status:

All V Select Status | ¥
Utilities
- Home

Search Feset
- Data Downloads I

- Print Page
- Helo

Links

- POF Viewer
- Support

- CPD Home
- HUD Home

_______________________________________________________A
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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 Community Development Systems

Integrated Disbursement & Information System (IDIS)

UserID: C15581 Projects/Activities Funding/Dravdown Grantee/PJ Admin

User Role: Grantee

Organization: )
LOUISVILLE - JeFFerson | User Profile
COUNTY METRO GOVT

Search User Profiles
- Logout

Search Criteria

Admin User ID: First Name: Last Mame:

- Search User Profiles
- Tahle Maintenance [ex: ®nnnnn)

Select Role: Organization name: Status:

All v Select Status v
Utilities

:gziznaEDownloads |

- Print Page
- Heln

Links

- PDF Viewer
- Support

- CPD Home
- HUD Home

—————————————N
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5) Search results page will appear

6) Click View under Action column

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
I Community Development Systems

Integrated Disbursement & Infermation System (IDIS)

User ID: C32177 Projects/Activities Funding/Dravwdown Grantee/P] Admin

User Role: Headgquarters
Organization:

Headguarters User Profile
- Logout Search User Profiles
admi Search Criteria .
_ AEInd"l]Jser Profile User ID: First Name: Last Name:
- Search User Profiles 15581
- HOME Match Liability Rate (=x: xnnnnn)
- Table Maintenance Select Role: Organization name: Status:
All A4 Select Status | %

e |
- Data Downloads

- Print Page

- Help

Results Page 1 of 1

Links User ID First Name Last Name Status Action

- PDF Viewer C15581 TOMY PULLIAM Active Edit | View
- Support

- CPD Home

- HUD Home

7) View User Profile page will appear

Integrated Disbursement & Infermation System (IDIS)

et . et y———
User ID: C32177 Projects/ Activities Funding/Drawdown Grantee/PJ Admin

User Role: Headgquarters
Organization:

Headguarters User Profile
- Logout Wiew User Profile (Page 1)
Admin

- Add User Profile
- Search User Profiles

- HOME Match Lisbility Rate

_ User ID: Existing User Roles:
Tshle Maintenance 15581 9

Headguarters
Status:

Utilities Active Field Office
- Home
- Data Downloads Status Modified Date: Grantes
- PrntPage 01/30/2009
- Help
User Information
First Name: Department:
Links TOMNY
- PDF Viewer
- Support Middle Initial: Supervisor's ID:
- CPD Home
- HUD Home Last Name: Phone #: Ext:
PULLIAM
Fax:

Email:
te
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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 ni1.001_ ]
B Community Development Systems

Integrated Disbursement & Information System (IDIS)

User ID: C32177 jec tivitie Funding{/Dravedown Grantee/P] m

User Role: Grantes

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 pravisions of Title 18, United States
- Data Downloads No news to display. Code, section 1030, This law specifies penalties for
— pri q exceeding authorized access, alteration, damage, or
_ E'rlrt Ezoe destruction of information residing on Federal
Held computers.
Warning! Your IDIS working session will ime out after
Links 20 minutes if there is no interaction with the application
- PDF Wigwer server. The system will provide a warning and prompt
- Support wou if vou need mare time 3 minutes prior to the
~ CPD Home expiration of the current session.
- HUD Horme

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

Content updated Mow 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

-

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 You have been logged out from IDIS and your session has been cleared,

- CPD Home

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