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Introduction

Before R7.10, the request for new accounts and changes to accounts was managed viaa process outside
of the DRGR system. Supervisors submitted requests by email or CHAMPS. DRGR HQ Administrators
created the profile afterverifying that the information was completed and submitted by the appropriate
HUD field staff person.

Startingin R7.10, the DRGR users are able to submitrequestsforaccount changes within DRGR. Each
requestisvalidated by appropriate usersin DRGRand once approved by HUD, the user(s) and
requestor(s) are notified via email that the requested accounts have been set-up. The following users
have the privilege in DRGR to create new or update userrequests:

e HUD Field Office Managers
e HUD CPD Reps

e Grantee Administrators

New User Request

Authorized users submitanew userrequestviathe “Request New User” linkinthe Admin Module. If
the userdoes not have the authorized role then thislinkis notavailable.

Admin
- Associate User to Grants
- View Subordinate Grantees
- Edit Subordinate Grantees
- Upload Batch Data

T 1leor

Figure 1: Request New User Link

On selection of the link the useris displayed the page to either search forthe userinIDIS (to prevent
duplication) orcreate anew userrequest.

Admin
Request New User

* Does staff already have a HUD username in IDIS? (e.g. C¥¥¥¥¥ PRikxxs H¥®kkx)
©Yes © No/Unknown/Unable to find

Continue to Next Page ]

Figure 2: Request New User Selection
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An IDIS user can be searched by usingeither Username or Name. The Name searchis not case sensitive
and matches on last name and first name of the user.

e Forrequests made by grantee users, the system only queries the active usersin IDISwhich are
associated with an IDIS Grantee (same DUNS# or TIN# as the DRGR grantee). Note thatonly
usersthat do notexistin DRGR are displayed.

e Forrequests made by a HUD user, the system queries all active IDIS users. Note thatonly users
that do notexistin DRGR are displayed.

Request New User

« No matching IDIS usars ware found, or all matching users already have a DRGR account. Please use 'Manage Existing Users” I you wish
to submit an edit request for an existing DRGR user

* Does stoff already have a HUD username in IDIS? (e, CrYos, geessss yessee)
@ Yes Nao/Unknown/Unable to find

Please search for and select stalff user below:

Search Cntena
Usorname: Nama:
John Doe
Search Reset
0 Record(s) No more Record{s) on this page
No records are Found

Contbnue 10 Next Page

Figure 3: Search for IDIS User

If the userselects “No/Unknown/Unable to find” then the Request New User page isdisplayed. The
page has two sections —a) User Contact and b) User Profile.

The User Contact section supports the capture of userinformation including the PIN number. The PIN
numberisa five digitnumberthat will be required by the HUD Help Desk.

Admin

Request New User

| Submit | | | Gancel |

“inmzoter Reaueed P

*Flest Name: Title:

John

*Last Namu: Organization:

Doe

*Emaily Phone Number:  Exty

| dosllidon. com

Address 135 Fax:

Address 2: *PIN (five digits used in initinl password):
eeene

Addiess 31 *PIN (re-enter))
seene

City:

State: Zip Code:

- n

Figure 4: Request New User Part |
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The User Profile section supports the definition of userroles and provision of comments/supporting
documents. Arequestercan upload one ormore documentsinthe supporting documents section. Note
the usertypesthat can make the requested changestothe privilegesin the boxes below.

e Forrequests made by the grantee, the Grantee Profiles are restricted to the agency of the
requested user.

*Select HUD and/or Grantee User Profile

Grantee Profie:
Subem
e Rty Viow Erantas] Nemwest | Approve | Subost  oerformance [btaff Rate | Contractor oo rofie JUpdate
Supporting Documents * Valid file axtensions & ang ot Jo5 Joes doc docx e xlax ppt pptx pf
== X
Commants HUD TA Staff Administrators HUD Super Users only
TA Grantee Administrators
Field Office Managers (currently)
CPD Representatives Field Office Managers
Grantee Administrators CPD Representatives

Grantee Administrators

Figure 5: Request New User Part II

Each request hasto be approved by HUD. Aftersubmission, the system notifiesthe HUD approvers with
areceiptof therequest. Onapproval, the notificationis senttothe requestor. Whenthe requestis
activated by the HUD Headquarter Administrator, acompletion notificationis senttothe requestorand
the person for whom the request was made. If the requestisfor a new user, the loginidisalso
provided.

Edit User Request

Authorized users submit anew userrequestviathe “Manage Existing Users” link. NOTE: If the userdoes
not have the authorized role, thislinkis notavailable.

Admin

- Associate User to Grants

- View Subordinate Grantees
- Edit Subordinate Grantees
- Upload Batch Data

- Upload User Requests

- Re
anage Existing Users

Figure 6: Manage Existing Users Link
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On selection of the link, the useris displayed the Manage Existing Users page to search forthe user.
The following actions can be taken on the selected user:

e RequestEdit—requestchangestothe userinformationand privileges

e RequestDeactivation —Deactivate the user profile

Manage Existing Users

Search Cntena

Username: Name:
DANE

Search Reset

2 Record(s) Displaying 1 through 2

Select Username Name Status HUD Office Grantee Name
DANEGA Active State of Loxesiana
DANEGR Active State of Lousiana
Request Eau Request Deactvanon Mansge Subscopbons

Figure 7: Manage Existing Users

On Request Edit, the useris displayed the Request User Edits page thatis similartothe Request New
User page. Aftersubmission, the system notifies the HUD approvers with a receipt of the request. Each
request hasto be approved by HUD. On approval, the notificationissentto the requestor. Whenthe
requestisactivated by the HUD Headquarter Administrator, acompletion notification is sentto the
requestorandthe personforwhomthe requestwas made.

User Request Approvals (HUD Staff Only)

Alluserrequestsrequire two sets of HUD authorizations:

a) Supervisoryapproval
e All Grantee requests are approved by eitherthe CPD Rep or Field Office managers
e HUD HQ/Field Office users are approved by the appropriate HUD managers (excluding
the managerwho made the request)
b) HUD Headquarters Administratoractivation
HUD users with approval rights have access to the “Certify” links under the “Admin” menu option to
approve userrequests. The approval of userrequestsis similarto the certification process.

Admin

- Upload User Reguests
- Reguest New User
- Manage Existing Users

Figure 8: Approve/Certify Users Requests Links
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The certification page displays the list of users that require approval for new, modification or

deactivation of users. Selectingthe usersand clickingonthe appropriate “Approve...” button will
approve the request. Note thatthereisnota rejectionstep.

Cerlily Grantew Adimantiratons

"y

Cortfias) Dears nars weth Dxpirieg Cartifbcatinm.

oy |

Cowcarttyr s

Bwve Duwgea | | Cacced maszeam L

Achvate Laet

Liwmre Mactivatind dus to § xpled Contilicaiies

(1 Aopesve frn omt aw Fagsded Lae Y
Foquestod Mow Users:
Seprawe Rocues Change Vow Feested e

Roquectod Uias Changonsi

“Tonctame L ‘ew Haguanted Lue

Figure 9: Approve/Certify/Deactivate User Requests
Selectingthe userand clicking the “View Requested User” button displays the “View User Profile” page.

[ “~Approve New User I [ Wiew Usar ]

Requested New Users:

Do John-TMP 10000 - State of Louisianz-

Figure 10: View Requested Users
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Admin

View User Profile View User

(==

Flrst Name: Jihe
Lust Nama: Doe
Crmall: srabkdiPcacicom

The View User profile displays the details of the request.

User Mames TME_ 10000
Vitle:

Organcation:

Phone Numbar: Exty

Addrass 2 fax:

Saheut Unar date
Perfoemance Staff Rate Contractor Profile Active

View Ciantee Reguest  Agprowe Selil
Reguest FAQ

Cramiwe A'-'M'M— Orawdown Orawdown  Action Pan

Sute of Levlsisma

Nora

User Regaest Mutory:

Type Acticn  Date oy Emad
pashiS g came Stare of Lavsiana

Prafils Comments

New User | Raguest | 05/1472014

Figure 11: View User Requests

User Request Status Report

Report “User Change Request —Outstanding Requests” reports the status of the requests. The following
Actions are reported — Request, Approve, Generate ADP Ticket, and Complete. If the requestisnotin

complete status then contact your supervisor or HUD contact.

¥ &

Home =~ Took = Data v Gid Formet ~

=l MdS =4% 2Dt b@e: x[F

REFORT DETALLS

Lepert M

4 | ) User Change Reguest - Outstanding Reguest

Changs Regast Tyoe) « MW hew User

HUD OfMicx ProfleAction  Acion Taken SyAction Dals Comenunts
Sagieat D04

e Pt i

Change Heguestiiegeesiod Userisst A
100000 John Doe | Beguest

State of Locesisro Wa

Figure 12: User Request Status Report
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HUD HQ Administration (HUD Staff Only)

Once the user requests have been approved, the HUD HQ Administrators are able to do following
actions to activate the requestsonthe “User Admin - Active and Inactive Users” page:

e EditRequested User—allows modificationtothe userrequest and displays requested roles.

e Generate ADP Request—generates an excel spreadsheet with requested userinformation. This
isthensentto ADP security for processingand account creation.

e Activate New User Request —activates the profile. Afterthe requestisprocessedviaADP,a
HUD HQ Administrator willactivate the new user profile. The requestorand the newly activated
userare automatically notified viaemail. Fornew userrequests, please coordinate with ADP
Security to confirmthat the new useraccounts have been enabled in Siteminder.

e Deactivate User Change Request —deactivates the profile.

~Actvate New U_se; lieqw.jsl
Edt R_éd:esle_d User

* Ganerats ADP Reguest

Request New Users:

- Dos John - TMP_10000 - State of Louisiana

““Actvate User Change Request
Eat Requested User

Requested User Changes:

““Deactivate User Change Reguest
Edt Raguested Usar

Requested Deactivate Users:

Figure 13: HUD HQ Administrator Actions
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