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Chapter 25: Program Income | Financial Module
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Chapter 25: Program Income

This Chapter provides procedures for adding, viewing, and editing Program Income Receipts and Program
Income Accounts contained in the Manage My Financials module.

This Chapter describes actions for Grantee Users and HUD Users, and is divided into subsections. The
following actions are covered in this Chapter. Many awards, such as technical assistance awards, and many
program designs allowable under HUD awards do not generate program income. This functionality is
relevant only to awards and programs that generate program income.

Grantee Users

Menu Option Subsection Action
© Create Recaipt c1 Add a new Program Income Receipt
© Search/Edit Receipts (o] Search, view, and edit Program Income Receipts
© Search/Edit Receipts C3 Associate Program Income Receipts
© Add Program Income Account D1 Add a new Program Income Account
[ Search/Edit Pl Accounts D2 Search, view, and edit Program Income Accounts
HUD Users
Menu Option Section Action
@, Search/View Receipts C4 Search and view Program Income Receipts
@ Search/View Pl Accounts D3 Search and view Program Income Accounts

A. Program Income Summary

If a Grantee generates Program Income (Pl), they must track program income sources and uses in DRGR.
Grantees should consult with their CPD Representative regarding what constitutes “Program Income” and
if certain thresholds exist for reporting purposes (e.g., if cumulative annual receipts are less than $35,000,
the Grantee may not be required to report Program Income).

Program Income is managed in DRGR by:

e DRGR users with Draw Request or Draw Approve roles — see Chapter 24 Financial: Overview and
Roles.

e Budgeting Program Income at the Action Plan, Project, and Activity Level — see Chapters 10 — 14 of
this User Manual.

e C(Creating Program Income Receipts, typically against the activity that generated the Pl —see Section C.2
below.
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e Drawing Program Income on Vouchers against the activity that expended the Pl —see Chapter 24
Financial: Obligations and Vouchers.

e Optional: Creating Program Income Accounts and RLF Accounts — see Section C.2 below.

Al. Program Income Receipts Overview
Reporting Program Income in DRGR

Grantees report Pl received by creating Pl Receipts in DRGR. Grantees must report all Pl received in DRGR,
including when:

e The Grantee, any subgrantees, or subrecipients generate Pl; and

e Subrecipients or subgrantees are permitted to retain Pl generated and offset future program funds
reimbursement requests. For example, if a subrecipient generated $10,000 of PI, and has eligible
expenditures totaling $50,000, the subrecipient would submit a reimbursement request for
$40,000 of Program Funds. In this scenario, the Grantee must create a Pl Receipt for $10,000 and
create a Voucher with two-line items: one line item to draw $10,000 in Program Income, and
another line item to draw the $40,000 in Program Funds.

Associating Program Income Receipts

Grantees also have the option of associating Pl receipts for tracking purposes. For example, a subrecipient
is allowed to retain 90 percent of Pl generated to expend on eligible expenditures, with the remaining 10
percent returned to the Grantee. Since the subrecipient is allowed to retain Pl generated, a Program
Income Account must be created (see Section D.1. below). In this scenario, a Pl receipt for 90 percent of
the funds would be created for the activity that generated the Pl (within the Pl account) and a receipt for
10 percent of the funds would be created for the Grantee’s administration activity (outside the Pl account).
The two receipts can then be “associated,” using the process described below, to show the relationship
between the two receipts.

A2. Program Income Accounts Overview

Program Income Accounts are used to “wall off” Pl generated by a
particular Responsible Organization. If, for example, a Grantee permitted @yl Program  Income
a subrecipient to retain Pl to expend on other eligible uses in the Accounts are optional in
Subrecipient Agreement, a Pl Account would allow the Grantee to track DRGR. .If.a Grantee requires a

o y , subrecipient to return all PI
Pl generated and expended for that subrecipient (“Responsible

generated, then a Pl Account
Organization” in DRGR) from all other activities carried-out by the |EESHIRle e Nt ol Tekiels

Grantee and other subrecipients. Failure to create a Pl Account for the [BRGIEKeI¢=ls]o](o]#

subrecipient described in the example would result in the DRGR System
requiring the Grantee to draw Pl generated by the subrecipient on another subrecipient’s expenses. This is
due to the following DRGR math rules, which are designed to require Grantees to drawdown Pl before
drawing additional Program Funds.
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DRGR Math Rules

Total Program Funds Available to Drawdown from an Activity =

Obligated Amount
— (Total Approved and Pending Amount Drawn (PF + Pl)
— PI Account Balance Available + Pending Pl Draws for the Pl Account

Drawdowns of Pl generated by an activity in a Pl Account can be created against the activity that generated
the Pl or other activities in the same Pl Account. Any activities that are not assigned to a Pl Account will
remain in a “General Pl Account.” Regardless of whether an activity is assigned to a Grantee-created PI
Account or whether the activity is in the General Pl Account (unassigned), DRGR requires all Pl received in
each Pl Account/General Account to be used before Program Funds are used.

B. Manage My Financials Module Access

The Manage My Financials module contains all Program Income actions.

B1. Grantee | User Access

User Role: Grantee Drawdown Users Menu Option: Financial Module

Purpose: Allow Grantee Users to access Program Income actions.

o Complete the following steps to acess the Manage My Financials Module:

1 Inthe DRGR System, select the Manage My Financials module, or icon, located in the
navigation bar.

B-11-DN-13-0001 P A T S- 8- - - &- ’JT'lt!;Jlnﬁr_‘.ﬁ\rn

2 This opens the dropdown menu items for the Manage My Financials module. The System displays
the relevant menu items based on user type and user roles.

Manage My Financials

DRAWDOWN PROGRAM INCOME

[# Search/Edit Obligation © Create Receipt

© Create a Voucher © Add Program Income Account
@, Search/Maintain Vouchers [ Search/Edit Pl Accounts

© Search/Edit Receipts
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User Role: Grantee Drawdown Users Menu Option: Financial Module

B2. HUD | User Access

User Role: HUD Users Menu Option: Financial Module

Purpose: Allow HUD Users to access Program Income actions.

o Complete the following steps to acess the Manage My Financials Module:

1 Inthe DRGR System, select the Manage My Financials Module, or icon, located in the
navigation bar.

B-11-DN-13-0001 /ﬁ‘ E‘ s' AIa' =' *' =' H /SE”

2 This opens up the dropdown menu items for the Manage My Financials module. The System
displays the relevant menu items based on user type and user roles.

Manage My Financials

DRAWDOWN PROGRAM INCOME
Q, Search/View Obligation @, Search/View P| Accounts
@, Search/Maintain Vouchers @, Search/View Receipts

@. Search/View Invoices

Q. Add Document Review

Q, Search Document Review

C. Manage Program Income Receipts

C1. Grantee | Add Program Income Receipt

User Role: Draw Requester or Draw Approver Menu Option: @ Create Receipt

Purpose: Allow Grantee Drawdown Users to add a Program Income Receipt.

o Complete the following steps to add a Program Income Receipt:

1 Navigate to the Manage My Financials module and locate the Program Income menu. See Step Al
above. Select <Create Receipt>. The “Create Receipt” page will load.
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User Role: Draw Requester or Draw Approver

Menu Option: @ Create Receipt

2 Theappropriation and Grant will default to the selected Grant in the Navigation Bar. On the “Create
Receipt” page, complete all fields marked with an asterisk (*).

#h  Dicaster Recovery Grant Reperting System
M Disaster Recovery Grant Reporting System

RECEIPT

Create Recelpt

Receipt Created For:

v

3 Select the desired “Activity” from the dropdown menu. Grantees may only select one “Activity” for
each Program Income Receipt created.

Ml Disaster Recovery Grant Reporting System
-~ ) porting Sy

RECEIPT

Create Receipt

Receipt Created For:
Cevraia

v

4 Enter a “Grantee Receipt #”. Grantees are encouraged to use a naming convention that is
identifiable.

Ml Disaster Recovery Grant Reperting System
CPD P S

RECEIPT
Create Receipt

Receipt Created For:

Receipt Created By:

*Adivily:

v

5 Enter the “Amount” of Program Income that was generated.

@\ Disaster Recovery Grant Reparting System
M Disaster Recovery Grant Reporting System

RECEIPT
Create Receipt

Receipt Created For:
Gaargia

*Amount:

i

]

GopL2

o s e )

otal Reccipt Amounts
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User Role: Draw Requester or Draw Approver Menu Option: @ Create Receipt

6 Enter the “Receipt Date” using the following format: MM/DD/YYYY, which should equal the date
the Pl was generated. The “Receipt Date” defaults to today’s date. Any date prior to today’s date
will automatically generate an email to the Grantee’s CPD Representative.

#N  Disaster Recovery Grant Reporting System
N Disaster Recovery Grant Reporting System

RECEIPT
Create Receipt

Recelpt Created For:
Georga

v

St e s rdlyyry)

*Amount:
§

Total Receipt Amount:

7 Inthe “Comment” field, enter a description of the Program Income generated (i.e. Sold 123 Main

Street for $100,000) for tracking and recordkeeping purposes. When complete, select <Save
Receipt>.

wery Grant Reperting System

A M- $- B G-
RECEIPT
Create Receipt

v

8 If successful, the “Search/Edit Receipt” page will load and display the message “Receipt Created
Successfully”.

RECEIPT

Search for Receipts

+ Receipt “Test 1" Created Successhully

Grant Number: Pragram Income Account Name: Project Number: Receipt Status:
11 T v okt “
Activity Number: Grantee Receipt Number: Earliest Receipt Dates:

il Sekect Diaker
search =
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C2. Grantee | Search and Edit Program Income Receipts

User Role: Draw Requester or Draw Approver Menu Option: © Search/Edit Receipts

Purpose: Allow Grantee Drawdown Users to search and edit a Program Income Receipt.

o Complete the following steps to search and edit a Program Income Receipt:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al
above. Select <Search/Edit Receipts>. The “Search for Receipts” page will load.

2 From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown
menu. Complete the remaining search criteria fields to narrow the search results. When complete,
select <Search>.

1100130001 a

RECEIPT
Search for Recsipts
Grant Number; Program Income Account Names: Project Number: Receipt Status:
611.00 13 0001 v v
Activity Humber: Gramtes Receipt Number: Earfiest Recelpt Date:
et Dl
[ searn | =

3 Select the <Edit> link under the “Action” column to edit the desired Program Income receipt. The
“Edit Receipt” page will load.

Grant Reporting System B11TH- 13000 [ & @m- $- o ¢ W &

RECEIPT
Search for Receipts

Grant Number: Progrem Income Account Name: Project Number: Receipt Status:
B 11 0n 13 00t ~ Seleel v
Activity Number: Grantes Receipt Number: Earliest Receipt Date;
i Select Date
Resel

Recen Do Receip state program i Grantes Activity rmbee

2020-04-01 Gpen 50 ol
20200001 op 5064 Hall 1 5064-013-A-1+Hell o101 $16.750.00 it
a8t Oprm 5068 tiall P 50514811 il 20%0-0d-0 s19,m7.00 i
2020-04-01 Opes 5064 1l 1 5064218 lall 2020-0-01 $3457.13 i
2016-08-01 Open 5054 Al PT S054-148-5-H Allenla 2015-08-01 £45,057.13 ol
210 Open 5050 Carralitan 91 B1-Ailisn S-001-651 Carrallton 0181201 nt
2077101 open m . 5 071201 it | anl
2017-12-01 Gpen m1 03-Rushal 2017-12-01 o nl
P open 1 @ sdmin S 21 x Camlon 2014120 o
FraTRpEY] Gpen 5057 NWGRE: D1 4Gt S057-01-F-41 N 54 R 2013120 it | View | vicm Arcoant

1201 45 [Hext 10 Reslts]
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User Role: Draw Requester or Draw Approver Menu Option: © Search/Edit Receipts

4 Edit the desired fields. It is important to note that a Grantee cannot reduce or cancel the receipt
if some, or all, of the Pl has been drawn on a voucher. Grantees may also change the “Receipt
Status” to Cancel in order to remove the Pl Receipt. When complete, select <Save Receipt>. DRGR
will return the user to the “Search/Edit Receipt” page.

[l & @3- & - - 2

RECEIPT
Edit Receipt

raw #67. L3 124142017

Bssociated Recsipts

C3. Grantee | Associate Program Income Receipts

User Role: Draw Requester or Draw Approver Menu Option: @ Search/Edit Receipts

Purpose: Allow Grantee Drawdown Users to associate Program Income Receipts.

o Complete the following steps to associate Program Income Receipts:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al
above. Select <Search/Edit Receipts>. The “Search for Receipts” page will load.

2 From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown
menu. Complete the remaining search criteria fields to narrow the search results. When complete,
select the <Search> button.

!F! Disaster Recovery Grant Reporting System P a

RECEIFT

Search for Receipts

Grant Number; Program Income Account Name: Project Number: Receipt Status;
011 DK 13-001 v 2

Activity Number: Gratee Receipt Number: Earliest Recelpt Date:

[swwer] =
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User Role: Draw Requester or Draw Approver

Menu Option: @ Ssearch/Edit Receipts

3 Select the <Edit> link under the “Action” column to edit the desired Program Income receipt. The

“Edit Receipt” page will load.

RECEIPT
Search for Receipts

Grant Humber: Program Income Account Name:
£ 71 00 13 001 ~

Activity Number: Grantee Receipt Number:
= Resel

sl Page 1 0 170 11,100 resipls Feurd)

Sirantes Reveipl 2 Reciyt Date Receip Slatus
S064-001-D-1 11
5064-013-A

506414801 ial

Prosram Lncsme Aot Hame

E1ON- 30001

Profiect Number:

Earliest Receipt Date:

S064-144-0-1 Hall

Receipt Status:

20141201

2017120
17-12-0

PTRERY

Project # e Activity Number Date Crealed
5064 1hall FT v 5064-001-0- Hall 2020-04-00
S061-013-A-FHell 2020-04-01 $16,750.00

§19,017.60
$1457.13

£45,957.13

RECEIPT
Edit Receipt

Riscuipt Craateel Tiors
aeerna

Grant Nurbar:
I aE O 13 001

e @

il Draw 26!

PI applied to Hall County NSP1 Draw #67. -LJ 12/1/2017

Ruevipt Creatil By:
Jer, Eremann

Aetiviy:

total Heceipt Amount:
e

RECEIPT
Associate Receipts

CEETETY ~ o 5 & ¢ &- 2

Search for Receipts
Search Critetia

Grant Number: Brogram Tncome Account Nare:
B.05 DN 13 0001

Grantes Activity Number: Grantew Receipt Number:

Project Number:

Earliest Rucxipt Distes

Receipt Status:

selen:

Search | | Reset | “Retun
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User Role: Draw Requester or Draw Approver Menu Option: © Search/Edit Receipts

6 The “Associate Receipts” page will refresh and display the search results. Users can select one or
more Program Income receipts to associate with the receipt being edited. Once complete, select
the <Save Association> button.

RECEIPT
Associate Receipts

Realpt ¥ 3064 01 R | Hall pi

SUS0-001 B H-Carrubor Drawd 17 ORI Open  B-08-GH-13-0001 5650 Car

P -y i SOSO-001-BK Cavalien  GR/Z22015 SARIA5A Eil | Wiew | View Acvaunt

50004 01| COTBITT_DFWS L9 04142014 OPCh 003 ON 1 DOD. 5050 Camelitan L 0L AsyDis

0 GUL £1) CamolRon | D4/16/2014 SALFG.7Y LA | Wiew | Visw Accaunt

Setect [eccips Scccipt e Sintes Gronts P18 o Plects  Actuyd Date Created Amount cten
T #5081 -Garen ity _Drew 01708/2017 SUBL-AABH Sarden Cay OUUSE0L 695 Ed
] o v EUN-LI0L G LUK GECRGIA  OSTIWANAD 423382 G|
0 12005 Open  S0-DN-LI-00L S065-LAAE-] Onireets | 12102015 35891.26 Edi |
a 9R/OZI0NE Open  TEA DN 19 0001 506D AP G0 dwin 063 21X Reckisle  OAZI0IE 1543 Fdi|
u 0312010 Open 008 0N 17 000: 5050 Cameliton ™1 01 Acq/Dis) 5050 001 B 1 Carraleen | /022011 208522 | Kol | Wiew | View Aceoune
T | 500001 50 Caralten_raws1a 07193012 Open 008 DN 110000 5050 Carrliton M 01 Acy/Dia 5050 001 011 Coralken 0103013 4000 LAt | Wew | view deco
1| SOS0001-B-HeCan o Drwd 48 GAFIH/A013 Comuslimd B-08-DH-30001 5050 Corollon 91 l-o/Diss SOS0-001-8-H Covcallory | OA/29(2013 1601 EL | View | View deaount
1
I
1

SOLDUDL 1| Carrsiez_DFWEZ0 OAfZ4Z014 Open OGS UN 1) UODL G050 Carelitsn M OL AZYDIE SOMDOUL 011 ComalRen  OAEZ0I 4000 LA | wiew | Visw acesunt

ancel

7 If successful, the “Edit Receipt” page will load and display the following message: “Selected
receipts have been associated successfully.” The associated receipts will also be shown under the
“Associated Receipts” heading.

EaTE Recelet
Ty e ——

p—]

e 1 il Gty Nl 1 Drasdnun 200, 4177020 1K

ReosipL Status:

Acsoriansd Recoipts
6 N SN BSE ORDO/200 Gpon B U BN 13 0 G
D) 5061-001-01 1ad_Direwie 3001

e - it
w 1 X CROMGIA&D2150 4358.92 F e
{01200 Open D-0-DR-11-0001 5061 I1sl L D1-AcyiDisp 5001-CO1-CrL il DA/BL/2020 1000 Edi | e

Demmrociate Selected
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User Role: Draw Requester or Draw Approver Menu Option: © Search/Edit Receipts

8 Users can disassociate receipts by selecting the desired receipt using the checkboxes followed by
selecting the <Disassociate Selected> button. Additional Program Income receipts may be
associated using the <Associate New> button.

RECEIPT
Edit Recelpt
+ Selected recaips have been mmssciead suceeehully

it o
Gserpiz
E08-D05-13-0001

[E——
01 D T 1 Disem a0

11 applind fo Hal Cointy NI 1 Drdomn 200, 41776060 1R

*Recipt Status:

mmmmmmmmmmmmmmmmmmmmmmm s rane D craases ansam
SIS YA e B 0 BN 13 01 oo ACTAFE s AT D31 52 CECRGIA B A 55592 P | e | W
D 5061-001:0-1 ai_Drawt 004, 0L/2020 Gpen E-CO-DK-13-0001 5067 sl FL Dlfeu/loess 5051-CCL-oE il GCLIE0ZD 1000 EdR | Wew | View decnut

st Selected | | fsscoote tew

C4. HUD | Search and View Program Income Receipts

User Role: HUD User Menu Option: @ Search/View Receipts

Purpose: Allow HUD Users to search and view Program Income Receipts.

o Complete the following steps to search and view Program Income Receipts:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al
above. Select <Search/Edit Receipts>. The “Search for Receipts” page will load.

2 From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown
menu. Complete the remaining search criteria fields to narrow the search results. When complete,
select the <Search> button.

!F! Disaster Recovery Grant Reporting System [—

RECEIFT

Search for Receipts

Grant Humber: Program Incoms Account Name: Project Number: Receipt Status:
010N 13-0001 s

Activity Number: Gratee Receipt Number: Earliest Recelpt Date:

(o =

3 Select the <View> link under the “Action” column to view the desired Program Income receipt. The
“View Receipt” page will load.
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User Role: HUD User Menu Option: @ Search/View Receipts

asna

RECEIPT
Search for Recsipts

Grant Humber: Pragram Income Account Haine; Froject Husmber Recclpt Status:
caiset
Aty Number, Graitss Roceipt Mumber Earlient Recaipt Dte:

[T
HUD Offcs: Geantee Name:
Seéeet Ot

Seanh s

D. Managing Program Income Accounts

D1.Grantee | Add Program Income Accounts

User Role: Draw Requestor and Draw Approver Menu Option: © Add Program Income Account

Purpose: Allow Grantee Drawdown Users to add a Program Income Account.

o Complete the following steps to add a Program Income Account:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al above.
Select <Add Program Income Account>. The “Add Program Income Account” page will load.

2 The appropriation and Grant will default to the selected Grant in the Navigation Bar. On the “Add
Program Income Account,” enter a “Program Income Account Name” field.

PROGRAM INCOME ACCOUNTS
Add Program Incame Account

*Program Income Account Mame:

ARl RES e e Grgameatin: BeAecta Hasgonsib O DRI
ssan arg >

<4 Hemeue Ly

Avamabie Acthities: Setectea actnties:
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User Role: Draw Requestor and Draw Approver Menu Option: © Add Program Income Account

3 Select the desired Responsible Organization from the “Available Responsible Organizations” field
(see (a) below) and select <Assign Org> (see (b) below). The “Selected Responsible Organization”

(see (c) below) and “Available Activities” fields will refresh. To remove a Responsible Organization,
select <Remove Org>.

# T- 5- B- € - & T

PROGRAM INCOME ACCOUNTS
Add Program Income Accaunt

‘Sefected Actnities:

4 Select the desired activity from the “Available Activities” field (see (a) below) and select <Assign
Activity> (see (b) below). The “Selected Activities” field will refresh.

® D5 @ 0w 2

PROGRAM INCOME ACCOUNTS
Add Program Income Account

e tend espesnsible rgeaniations

‘Selected Activities:

Avallable Activities:

DRGR User Manual Version 3.0 — August 2021 Page 13



)

e Chapter 25: Program Income | Manage My Financials Module

User Role: Draw Requestor and Draw Approver Menu Option: @ Add Program Income Account

5 Once complete, select <Save>. The “Search for Program Income Accounts” page will load and
display the following message “Program Income Account Created Successfully.

PROGRAM INCOME ACCOUNTS
Add Pragram Income Account

Sellected Mespandbic Organlzatians:

sSasign Org > ST —r—

<o Rurnmm Doy

Selected Activities:

Avaitable Activities:

5055-004-0-H st

-

D2.Grantee | Search and Edit Program Income Accounts

User Role: Draw Requestor and Draw Approver Menu Option: & Search/Edit Pl Accounts

Purpose: Allow Grantee Drawdown Users to search and edit a Program Income Account.

o Complete the following steps to search and edit a Program Income Account:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al
above. Select <Search/Edit Pl Account>. The “Search for Program Income Account” page will load.

2 Once on the “Search for Program Income Account” page, select the desired “Grant Number” from
the dropdown menu. Complete the remaining search criteria fields to narrow the search results.

When complete, select the <Search> button.

PROGRAM INCOME ACCOUNTS

Search for Program Incoma Accounts

B

Grant fearnber:

£-08-DN-13-0001
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Menu Option: [@ Search/Edit Pl Accounts

User Role: Draw Requestor and Draw Approver

Select the <Edit> link under the “Action” column to edit the desired Program Income Account. The

“Edit Program Income Account” page will load.

PROGRAM INCOME ACCOUNTS

m Income Accounts

Fi | Vew

[T

Edit the desired fields, keeping in mind that an activity cannot be removed from a Pl Account unless
the Pl receipted and drawn does not affect the DRGR Math Rules described in Section B.2. When
complete, select the <Save> button. DRGR will return the user to the “Search for Program Income
Accounts” page and display the following message “Program Income Account Updated Successfully.”

PROGRAM INCOME ACCOUNTS
Edit Program Income Account

D3.HUD | Search and View Program Income Accounts

@, Search/View P Accounts

User Role: HUD User Menu Option:

Purpose: Allow HUD Users to search and view a Program Income Accounts.

o Complete the following steps to search and view a Program Income Accounts:

1 Navigate to the Manage My Financials module and locate the Drawdown menu. See Step Al
above. Select <Search/View Pl Account>. The “Search for Program Income Account” page will

load.
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Chapter 25: Program Income | Manage My Financials Module

User Role: HUD User

Menu Option: G, Search/View Pl Accounts

2 Once on the “Search for Program Income Account” page, select the desired “Grant Number” from

the dropdown menu. Complete the remaining search criteria fields to narrow the search results.
When complete, select the <Search> button.

PROGRAM INCOME ACCOUNTS
Search for Program Incoma Accounts
B

Progean Income Accousts

Grantee ACtiity M

3 Select the <View> link under the “Action” column to view the desired Program Income Account.
The “View Program Income Account” page will load.

scarga
PROGRAM TNCOME ACCOUNTS
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	Add a new Program Income Receipt
	C2

	C1
	Search, view, and edit Program Income Receipts
	C3

	Associate Program Income Receipts
	D1

	Add a new Program Income Account 
	D2

	Search, view, and edit Program Income Accounts
	Menu Option
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	Search and view Program Income Receipts
	D3

	Search and view Program Income Accounts
	TIP! Program Income Accounts are optional in DRGR. If a Grantee requires a subrecipient to return all PI generated, then a PI Account should not be established for this subrecipient.
	Menu Option:   Financial Module
	User Role: Grantee Drawdown Users
	Purpose:  Allow Grantee Users to access Program Income actions.
	Complete the following steps to acess the Manage My Financials Module:
	In the DRGR System, select the Manage My Financials module, or  icon, located in the navigation bar. 
	1
	This opens the dropdown menu items for the Manage My Financials module. The System displays the relevant menu items based on user type and user roles. 
	2
	Menu Option:   Financial Module
	User Role: HUD Users
	Purpose:  Allow HUD Users to access Program Income actions.
	Complete the following steps to acess the Manage My Financials Module:
	In the DRGR System, select the Manage My Financials Module, or     icon, located in the navigation bar. 
	1
	This opens up the dropdown menu items for the Manage My Financials module. The System displays the relevant menu items based on user type and user roles. 
	2
	Menu Option: 
	User Role: Draw Requester or Draw Approver
	Purpose:  Allow Grantee Drawdown Users to add a Program Income Receipt.
	Complete the following steps to add a Program Income Receipt:
	Navigate to the Manage My Financials module and locate the Program Income menu.  See Step A1 above.  Select <Create Receipt>. The “Create Receipt” page will load. 
	1
	The appropriation and Grant will default to the selected Grant in the Navigation Bar. On the “Create Receipt” page, complete all fields marked with an asterisk (*).
	2
	Select the desired “Activity” from the dropdown menu. Grantees may only select one “Activity” for each Program Income Receipt created. 
	3
	Enter a “Grantee Receipt #”. Grantees are encouraged to use a naming convention that is easily identifiable. 
	4
	Enter the “Amount” of Program Income that was generated. 
	5
	Enter the “Receipt Date” using the following format: MM/DD/YYYY, which should equal the date the PI was generated. The “Receipt Date” defaults to today’s date. Any date prior to today’s date will automatically generate an email to the Grantee’s CPD Representative.
	6
	In the “Comment” field, enter a description of the Program Income generated (i.e. Sold 123 Main Street for $100,000) for tracking and recordkeeping purposes. When complete, select <Save Receipt>. 
	7
	If successful, the “Search/Edit Receipt” page will load and display the message “Receipt Created Successfully”. 
	8
	Menu Option: 
	User Role: Draw Requester or Draw Approver
	Purpose:  Allow Grantee Drawdown Users to search and edit a Program Income Receipt.
	Complete the following steps to search and edit a Program Income Receipt:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Search/Edit Receipts>. The “Search for Receipts” page will load. 
	1
	From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown menu. Complete the remaining search criteria fields to narrow the search results. When complete, select <Search>. 
	2
	Select the <Edit> link under the “Action” column to edit the desired Program Income receipt. The “Edit Receipt” page will load. 
	3
	Edit the desired fields. It is important to note that a Grantee cannot reduce or cancel the receipt if some, or all, of the PI has been drawn on a voucher. Grantees may also change the “Receipt Status” to Cancel in order to remove the PI Receipt. When complete, select <Save Receipt>.  DRGR will return the user to the “Search/Edit Receipt” page. 
	4
	Menu Option: 
	User Role: Draw Requester or Draw Approver
	Purpose:  Allow Grantee Drawdown Users to associate Program Income Receipts.
	Complete the following steps to associate Program Income Receipts:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Search/Edit Receipts>. The “Search for Receipts” page will load.
	1
	From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown menu. Complete the remaining search criteria fields to narrow the search results. When complete, select the <Search> button. 
	2
	Select the <Edit> link under the “Action” column to edit the desired Program Income receipt. The “Edit Receipt” page will load. 
	3
	4
	 Select <Associate New> to load the “Associate Receipts” page. 
	Use the search criteria to locate the desired receipt. When complete, select <Search>.
	5
	The “Associate Receipts” page will refresh and display the search results. Users can select one or more Program Income receipts to associate with the receipt being edited. Once complete, select the <Save Association> button. 
	6
	If successful, the “Edit Receipt” page will load and display the following message: “Selected receipts have been associated successfully.” The associated receipts will also be shown under the “Associated Receipts” heading. 
	7
	Users can disassociate receipts by selecting the desired receipt using the checkboxes followed by selecting the <Disassociate Selected> button. Additional Program Income receipts may be associated using the <Associate New> button.  
	8
	Menu Option: 
	User Role: HUD User
	Purpose:  Allow HUD Users to search and view Program Income Receipts.
	Complete the following steps to search and view Program Income Receipts:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Search/Edit Receipts>. The “Search for Receipts” page will load.
	1
	From the “Search for Receipts” page, select the desired “Grant Number” from the dropdown menu. Complete the remaining search criteria fields to narrow the search results. When complete, select the <Search> button. 
	2
	Select the <View> link under the “Action” column to view the desired Program Income receipt. The “View Receipt” page will load. 
	3
	Menu Option: 
	User Role: Draw Requestor and Draw Approver
	Purpose:  Allow Grantee Drawdown Users to add a Program Income Account.
	Complete the following steps to add a Program Income Account:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Add Program Income Account>. The “Add Program Income Account” page will load.
	1
	The appropriation and Grant will default to the selected Grant in the Navigation Bar. On the “Add Program Income Account,” enter a “Program Income Account Name” field.
	2
	Select the desired Responsible Organization from the “Available Responsible Organizations” field (see (a) below) and select <Assign Org> (see (b) below). The “Selected Responsible Organization” (see (c) below) and “Available Activities” fields will refresh. To remove a Responsible Organization, select <Remove Org>.
	3
	Select the desired activity from the “Available Activities” field (see (a) below) and select <Assign Activity> (see (b) below). The “Selected Activities” field will refresh. 
	4
	Once complete, select <Save>. The “Search for Program Income Accounts” page will load and display the following message “Program Income Account Created Successfully. 
	5
	Menu Option: 
	User Role: Draw Requestor and Draw Approver
	Purpose:  Allow Grantee Drawdown Users to search and edit a Program Income Account.
	Complete the following steps to search and edit a Program Income Account:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Search/Edit PI Account>. The “Search for Program Income Account” page will load.
	1
	Once on the “Search for Program Income Account” page, select the desired “Grant Number” from the dropdown menu. Complete the remaining search criteria fields to narrow the search results. When complete, select the <Search> button. 
	2
	Select the <Edit> link under the “Action” column to edit the desired Program Income Account. The “Edit Program Income Account” page will load. 
	3
	Edit the desired fields, keeping in mind that an activity cannot be removed from a PI Account unless the PI receipted and drawn does not affect the DRGR Math Rules described in Section B.2. When complete, select the <Save> button. DRGR will return the user to the “Search for Program Income Accounts” page and display the following message “Program Income Account Updated Successfully.”
	4
	User Role: HUD User
	Menu Option: /
	Purpose:  Allow HUD Users to search and view a Program Income Accounts.
	Complete the following steps to search and view a Program Income Accounts:
	Navigate to the Manage My Financials module and locate the Drawdown menu.  See Step A1 above.  Select <Search/View PI Account>. The “Search for Program Income Account” page will load.
	1
	Once on the “Search for Program Income Account” page, select the desired “Grant Number” from the dropdown menu. Complete the remaining search criteria fields to narrow the search results. When complete, select the <Search> button. 
	2
	Select the <View> link under the “Action” column to view the desired Program Income Account. The “View Program Income Account” page will load. 
	3

