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Chapter 6: Responsible Organizations | Administration Module 

This Chapter provides procedures for adding and editing Responsible Organizations contained in the 
Administration module. The DRGR System allows for one or more Responsible Organizations by activity in 
the DRGR action plan. A Responsible Organization is the organization responsible for implementing, or 
carrying out, the DRGR activity. A Responsible Organization can be the Grantee or a subgrantee. Grantees 
should only enter each Responsible Organization into DRGR once to avoid creating erroneous duplicates. 
Once entered, Grantees can associate a Responsible Organization to one or more DRGR activities across all 
its Grants (see Chapter 14 of the User Manual for more information on activities). Grantees can also 
optionally associate a Responsible Organization to DRGR projects (see Chapter 12 of the User Manual for 
more information on projects). 

This Chapter describes actions for Grantee Users and HUD Users and is divided into subsections. The 
following actions are covered in this Chapter: 

Grantee Users 

Menu Option Subsection Action 

B1 Add Responsible Organizations 

C1 – C3 Search Responsible Organizations 

-- See Chapter 34: Data Uploads 

HUD Users 

Menu Option Subsection Action 

C4 Search/View Responsible Organizations 

A. Administration Module Access 

The Administration Module contains all user management functions. The steps in this section explain how 
to access the main Administration module menu. Functions are described in subsequent sections. 

A1. Grantee | User Access 

User Role: Grantee User Menu Option: Administration Module 

Purpose: Allow Grantee Users to access “Manage Grantees” actions to add, search, and upload responsible 
organizations. 

Complete the following steps to access the Administration Module: 

1 In the DRGR System, select the Administration module, or icon, located in the navigation menu. 
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Chapter 6: Responsible Organizations | Administration Module 

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

A2. HUD | User Access 

User Role: HUD User Menu Option: Administration Module 

Purpose: Allow HUD Users to access actions on the Grantees menu to search and view responsible 
organizations. 

Complete the following steps to access the Administration Module: 

1 
In the DRGR System, select the Administration module, or icon, located in the navigation 
menu. 

2 This opens the dropdown menu items for the Administration module. The System displays the 
relevant menu items based on user type and user roles. 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: HUD User Menu Option: Administration Module 

B. Add Responsible Organizations 

There are two ways to add a Responsible Organization: 

• Using the menu option in the Administration Module (covered in this Chapter); or 

• On the Action Plan “Add/Edit Activity” pages (see Chapter 14). 

B1. Grantee | Add Responsible Organizations 

User Role: Grantee User Menu Option: 

Purpose: Allow Grantee Users to add Responsible Organizations. 

Complete the following steps to add a new Responsible Organization: 

1 Navigate to the Administration module and locate the Grantees menu. See A1 above. Select the <Add 
Responsible Organization> link. 

2 Select how to create the new responsible organization (Manually or Look up). Select the Manually option and 
click the Continue button. 

3 On the “Responsible Organization” page, complete, at minimum, the required fields marked with an asterisk (*) 
and select <Save>. 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: Grantee User Menu Option: 

3 The following page will load with a message “Responsible Organization has been saved.” 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: Grantee User Menu Option: 

4 To add contact information, go to the “Contact” tab and add information for this new Responsible 
Organization. 
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Chapter 6: Responsible Organizations | Administration Module 

C. Search, Edit, View, and Delete Responsible Organizations 

C1. Grantee | Search, Edit, View, and Delete Responsible Organizations 

User Role: Grantee User Menu Option: 

Purpose: Allow Grantee Users to search, edit, view, and delete Responsible Organizations. 

Complete the following steps to manage Responsible Organizations: 

1 Navigate to the Administration module and locate the Grantees menu. See A1 above. Select the <Manage 
Responsible Organizations> link. A screen will load with search criteria. 

2 Enter the search criteria and select <Search> or select <Search> to load all existing Responsible 
Organizations in DRGR. 

3 Search results will load. Locate the desired Responsible Organization and select the pencil icon in the 
“Actions” column on the right. The “Manage Responsible Organization” page will load. 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: Grantee User Menu Option: 

4 On the “Manage Responsible Organization” page, users can update existing data using the <Edit Details> link 
or delete the Responsible Organization using the <Delete> link if the Responsible Organization is not 
associated to an activity and no draws are associated with the Responsible Organization. 
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Chapter 6: Responsible Organizations | Administration Module 

Menu Option: User Role: Grantee User 

After selecting <Edit Details>, the “Edit Responsible Organization Details” page will load where users can edit 
information, as necessary. Select <Save> to record changes to the Responsible Organization Details. 
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Chapter 6: Responsible Organizations | Administration Module 

Menu Option: User Role: Grantee User 

C2. Grantee | Responsible Organization SAM Validation 

User Role: Grantee User Menu Option: 

Purpose: Allow Grantee Users to validate a Responsible Organization with the System for Award Management (SAM) 
database (optional but recommended). 

Complete the following steps to validate a Responsible Organization with the SAM database: 

1 Navigate to the Administration module and locate the Grantees menu. See A1 above. Select the <Manage 
Responsible Organizations> link. 

2 After entering search criteria and selecting <Search>, select the pencil icon in the “Actions” column next to the 
desired Responsible Organization to load the “Manage Responsible Organization” page. See C1 above. 

3 On the “Manage Responsible Organization” page, locate the SAM Profile tab and select <Look Up>. The “SAM 
Profile Lookup” page will load. 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: Grantee User Menu Option: 

4 On the “SAM Profile Lookup” page, enter search criteria and select <Search>. Search results will load. To associate 
the Responsible Organization with SAM data, select the radio button next to the desired search result (See 1 in 
the screenshot below) and select <Save>. SAM data can be viewed by selecting the eye icon in the “Actions” 
column (See 2 in the screenshot below). 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: Grantee User Menu Option: 

1 2 

5 If data is selected on the “SAM Profile Lookup” page, then the SAM Profile tab on the “Manage Responsible 
Organization” page will be updated and the user is able to view the SAM details. 
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Chapter 6: Responsible Organizations | Administration Module 

C3. HUD | Search and View Responsible Organizations 

User Role: HUD User Menu Option: 

Purpose: Allow HUD Users to search and view Responsible Organizations. 

Complete the following steps to search and view a Responsible Organization: 

1 Navigate to the Administration module and locate the Grantees menu. See Section A2 above. Select the 
<Manage Responsible Organizations> link. 

2 Enter the search criteria and select <Search> or select <Search> to load all existing Responsible Organizations 
in DRGR. Locate the desired Responsible Organization and select the pencil icon under the “Actions” column. 

3 The “Manage Responsible Organization” page will load where HUD users can view information on the selected 
Responsible Organization. 
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Chapter 6: Responsible Organizations | Administration Module 

User Role: HUD User Menu Option: 
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