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Agenda

• IDIS Requirements

• Project and Activity Set-up
• Structure

• Naming Conventions

• Funding and Drawdown
• Funding Activities

• Creating and Approving Vouchers

• Revising Vouchers

• Completing Activities

• Microstrategy Reports

• Questions



IDIS Requirements



IDIS Requirements

•Quarterly draws from IDIS are a requirement of the 
grant agreement

• Separation of duties between creating vouchers and 
approving vouchers

IDIS Access Form:

https://www.hudexchange.info/resource/3327/idis-online-
access-request-form/

https://www.hudexchange.info/resource/3327/idis-online-access-request-form/
https://www.hudexchange.info/resource/3327/idis-online-access-request-form/


Project and Activity Set-up



Project and Activity Structure

•Projects are set up for the grantee /project sponsor –
one project for each

• St. Louis will have three projects
• City of St. Louis
• Doorways
• Peter and Paul

•Activities performed by each organization will be set 
up under each organization’s project



Project and Activity Structure (Sample)



Project Naming Conventions

Project Titles follow this pattern:

Grant period (3 years) /Org. name/Grant #/(Abbreviated Org. name)

• 2020-2023 City of St. Louis MOH20FH002 (STL)

• 2020-2023 Doorways MOH20FH002 (DW)

• 2020-2023 Peter and Paul MOH20FH002 (PP)



Activity Naming Conventions

Activity Titles follow this pattern:

Grant period (3 years) /Activity/Grant #/(Abbreviated Org. name)

• 2020-2023 Admin MOH20FH002 (STL)

• 2020-2023 STRMU MOH20FH002 (DW)

• 2020-2023 Facility Based Housing MOH20FH002 (PP)



CARES Act Project Naming Conventions

Project Titles follow this pattern:

CV-COVID-19 Grant period (3 years) /Org. name/CARES Act Grant 
#/(Abbreviated Org. name)

• CV-COVID-19 2020-2023 City of St. Louis MOH20FHW002 (STL)

• CV-COVID-19 2020-2023 Doorways MOH20FHW002 (DW)

• CV-COVID-19 2020-2023 Peter and Paul MOH20FHW002 (PP)



Activity Naming Conventions

CARES Act Activity Titles follow this pattern:

Grant period (3 years) /Activity/Grant #/(Abbreviated Org. name)

• CV-COVID-19 2020-2023 Admin MOH20FHW002 (STL)

• CV-COVID-19 2020-2023 STRMU MOH20FHW002 (DW)

• CV-COVID-19 2020-2023 Facility Based Housing MOH20FHW002 (PP)



CARES Act Project Naming Conventions



Naming Convention Tool



Project Set-up Details

There are two options for creating/adding HOPWA Projects in IDIS:

• Option 1: Grantee creates projects first and then adds them (associates 
with) to the corresponding Annual Action Plan (Section AP-35)

• Option 2: Grantee creates Annual Action Plan first and follows the steps 
to Add a Project within the Action Plan (Section AP-35) 

* Remember – the Program Year you select should be the same as the Grant Year. 

• Example: Program Year 2020 Projects are ONLY added to the FFY 2020 
Annual Action Plan



Option 1: Creating Projects in IDIS and adding them 
to the Annual Action Plan

Option 1



Completing Project Set-up 

Option 1



Adding your new projects to the Annual Action Plan

Option 1



Adding your new projects to the Annual Action Plan

Option 1



Option 2: Creating a Project in the Annual Action Plan

• Screen AP-35 is where you will set up your projects

Option 2



Option 2: Creating a Project in the Annual Action Plan

Option 2



Option 2: Creating a Project in the Annual Action Plan

Option 2



Option 2: Creating a Project in the Annual Action Plan

Option 2



Assigning a Project Sponsor to a Project

If you create your Projects in the Annual Action Plan, the Assign Project 
Sponsor button may be disabled.  You’ll need to go back into your newly 
created projects to assign the correct ones to your Project Sponsor. 



Assigning a Project Sponsor to a Project



Activity Set-up

Activity Set-up will take you through two screens

• After you complete the first screen, continue to the second page 
to add the proposed budget and # of households served

• When the activity is set-up correctly, the activity will show up as 
Ready to Fund in the table you see when you click on Edit or 
View Activity

*Be sure to complete two screens; many grantees only complete one 
screen and find their activities are not Ready to Fund.



Activity Set-up Details



Activity Set-up Details



Activity Set-up Details



Activity Set-up Details



Funding Activities



Funding Activities

Option 1



Funding Activities

Option 1



Funding Activities

Option 2



Funding Activities



Funding Activities



Drawdown: Creating Vouchers



Creating Vouchers



Creating Vouchers



Creating Vouchers



Creating Vouchers

Approximate Cost Incurred Date

• As of December 2019, a new field called “Approximate Cost Incurred Date” has been 
added to the voucher screen for HOPWA and must be completed for each HOPWA 
voucher line item when drawing funds.

• This field will help in identifying the accomplishment year of the activities since each 
grant has a life cycle of three years.

• The selected date doesn’t need to be the exact date the services were provided but 
should fall within the dates covered by the invoice being drawn against.

HOPWA IDIS Field "Approximate Cost Incurred Date" Functionality

https://www.hudexchange.info/news/new-hopwa-idis-field-approximate-cost-incurred-date-
functionality/

https://www.hudexchange.info/news/new-hopwa-idis-field-approximate-cost-incurred-date-functionality/
https://www.hudexchange.info/news/new-hopwa-idis-field-approximate-cost-incurred-date-functionality/


Creating Vouchers



Creating Vouchers



Creating Vouchers



Drawdown: Approving Vouchers



Approving Vouchers



Approving Vouchers



Approving Vouchers



Approving Vouchers



Approving Vouchers



Drawdown: Revising Vouchers



Revising Vouchers



Revising Vouchers



Revising Vouchers



Revising Vouchers



Revising Vouchers



Revising Vouchers

Vouchers may only be revised from and to the same Program Year

• If you draw from the wrong Program Year, you will need to return 
the funds from the incorrect draw to LOCCS and re-draw the funds 
from the correct Program Year

For more information about returning funds, go to:

https://www.hudexchange.info/resource/3089/instructions-for-
returning-funds-to-the-line-of-credit-and-to-us-treasury/

https://www.hudexchange.info/resource/3089/instructions-for-returning-funds-to-the-line-of-credit-and-to-us-treasury/
https://www.hudexchange.info/resource/3089/instructions-for-returning-funds-to-the-line-of-credit-and-to-us-treasury/


Completing Activities



Completing Activities



Completing Activities



Microstrategy Reports



Microstrategy Reports

Useful reports include: 
• PR-02: A report of Projects and Activities by year

• PR-05: A report of Drawdowns

• PR-30: Security Administrator User Profile report: to view IDIS 
user access within your organization



Helpful Resources

• IDIS Access Form:

https://www.hudexchange.info/resource/3327/idis-online-access-request-form/

• Using IDIS Online for the HOPWA Program:

https://www.hudexchange.info/resource/1018/using-idis-online-for-hopwa/

• HOPWA IDIS Set-Up and Draw Instructions for CARES Act Grants:

https://www.hudexchange.info/resource/6050/hopwa-idis-setup-and-draw-
instructions-for-cares-act-grants/

• Naming Convention Tool:

https://www.hudexchange.info/resource/5233/hopwa-idis-naming-convention-tool/

• HOPWA Ask-A-Question:

http://www.hudexchange.info/program-support/

https://www.hudexchange.info/resource/3327/idis-online-access-request-form/
https://www.hudexchange.info/resource/1018/using-idis-online-for-hopwa/
https://www.hudexchange.info/resource/6050/hopwa-idis-setup-and-draw-instructions-for-cares-act-grants/
https://www.hudexchange.info/resource/6050/hopwa-idis-setup-and-draw-instructions-for-cares-act-grants/
https://www.hudexchange.info/resource/5233/hopwa-idis-naming-convention-tool/
http://www.hudexchange.info/program-support/


Questions?
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