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HOME | PROGRAM INFORMATION | USER GUIDE | FAQ | CONTACT US | LOGOUT

MyELA | Submit Billing | Billing History | Guest Summary

ADMIN MODE

Thix area will not xhow any hotel
Intarmation until you have salacted a
hotel to view with the admin toalbar

Thank you for choosing to "
CarHoDEIe (5 (e MLA Drogmm: You last logged in on: 01/16/2012

Change your g d hore

11 you need nuoistanco. plesse contact

above (N At femahousingioarpladging com Lool farthe help loon
NI Bl et S Caa6- 545 vaus o PRer e throughout tha site for
Chegk n aguesl u.a’lnq |h|gvorm Infarmation about how to 7m
HOTEL SUPPORT LINE use the tools tound here.
Check Buest || 1866515 9865 for assistance. RN
Qualification UPDATE ROOM AVAILABILITY
Date of Chuckin  (REQUIRED) 4 You have rooms
(m ELA Program News View Al avallable.
R R, (January 10, 2012) All ELA Activations Complete -

*You must fill In at leaxt 3 flulds balow
As of hotel check out tirme on January 10th, 2012 all ELA

activations will complete. Mo more extension parlods for
assistance have been granted and all guests should be Guest Alerts View All
R chacked out of your hotel as thelr eligibility has ended. NoONGW Alarts Avliablg
Please complete billing for all remaining guests chocked
Into your systam and completa your transactions by
checking them out of the system. As always our Suppor
Center Representatives are avallable to assist you with
any gquestiona you may have while campleting your final
billing submissions, Thank you to all the lodging partners

asslsting inthis emort,

Ruglietration 1D

Last Name

Last 4 digits of SSN ¥

Date of Birth

(format: MM/D DY)
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e All hotels/lodging providers wishing to
participate in the Emergency Lodging
Assistance (ELA) Program must first

complete CLC Lodging’s (CLC) online
SUBMIT >> enrollment process at the Program website

ela.corplodging.com (NOTE: no www)

P azamard

HOTEL ENROLLMENT
v v v v v

If you need an ELA Hotel

Account Please Click Here <

| forgot my password
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T WLl oo ot Ravwe oL curr2Ent Gnrpnrate Lﬂﬂﬂlr‘lﬂ Hser i CIICk Enro“ to begin the ELA account
t, 1 lick th "ERNMROLL" butt t ti
Sdosunt Risses ollok s e weten to continue ‘ enrollment process
e Properties with existing CLC W_ebCheckINN
accounts may enter their respective
" i e I I o WebCheckINN usernames and passwords and
yﬂl] WAYUNEE S AN e _nrpnr [ =] . u I'IH (FEA i, I pd g g | F] ] » I.'l [z Fa E A ] ﬂu | ] - - -
Balow aAnd wea Wil 100K UP Wour IFornmation 1o help with your ELM then click Login to pre-populate associated hotel
UECouUnt creation. information on the next page
[NES el Taplel
Fras=wron o
- I e Hotels/lodging providers can identify their
property via one of three convenient options:
S o - e CLC number & CLC Check number
Infnrmntinn> Confirmation > Amenities > Finished > | ¢ Hotel Chain & Chain Property number
Hotel ELA Enroliment 7 I e Sabre or Worldspan number & Zip Code
Please compleate OME of the pairings below to identify your property: e Enter the app“cable |nf0rmat|0n in the f|e|ds
H yvou do not hawve any of the below indormation: SkKip This =5 < pI’OVIded
1) cLo# e Click Submit
CLC Chieck &
OR
2) Hitel Chain Floaso Solect... -
Chain Proparty &
oOR :
3) Sabre or Worldspan # e If you are unable to provide any of the above
Zip Code information, click SKip This to manually create

your hotel account
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Pt Moted Hoted > > | -
o S /RS £ T . e The Hotel Account Creation screen
Hotel Account Creation 7m .
P allows prospective ELA program
et s e i partners to create an ELA account by
Wsted Mavwer supplying complete contact information

N —

Awwss 7

e Enter your property’s contact

Oy St L
e information in the fields provided

ey~ e Create a Username for your ELA

Manayors Cot Prore account (NOTE: choose a username

P e o that is property-related and easy for
you to remember)

e e Enter your first and last name in the

Worktsgn # fields provided

bastet ot e Enter your email in the fields provided

e > (NOTE: accurate email information
is essential. CLC delivers your new

oot L account password to the email

Pt M - address provided)

e o Click Submit

S
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Hotel Hotel Hotel
Infoimation / Confirmation Amenities Finished

'Hotel Confirmation [ HELP ]
Please review the information below to ensure it is accurate.

The information below has been formatted to match the US Postal format.
Hotel Name: My Hoted
Address:

123 Any Street
Wichita KS, 67203

Phone: {555) 555-5555
Fax: (555)555.5555
Conact Name: Jane Doe

The Hotel Conformation screen
allows properties to review their
provided contact information

Review the information displayed in
the Hotel Confirmation section

CLC Hotel #:

Sabre #:

WoeldSpan #:

Hotel Chain: Please Select..

Click Edit to revise any of the
displayed hotel contact information

Hotel Chain Property #:
Usemame:* Jandoe1
First Name:* Jan

Last Name:* Doe
Email:* oe@emall.com

If you need 1o change something, i everything looks correct
click Edit. click Submit.

G——————————————————————

Click Submit to confirm the displayed
hotel contact information
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Hotel

Hotel
Information Confifmation

Hotel
Amenities Finished

Hotel Amenities

Please complete the required information helow:

Total number of rooms for the physically
challengedhandicapped:

[example: 50 - Do not enter any text)

Pets Allowed?

7 Yes @ Mo

In Room Kitchen Facilities (refrigerator and stove)?

Lunch {provided at no charge):

Mon. - Fri.

: | Yes 0 Mo
Sat. & Sun.

T es @ Mo

Total number of guest rooms {including suites):

Pet Policy and/or Cost;

[example: One pet under 45 |bs - $15 additional fee)

Breakfast (provided at no charge):

D veL)

The Hotel Amenities screen allows
lodging partners to identify various
facilities and services available at their

property

Mon. - Fri.

es G No <
Sat. & Sun.

T Yes @ No

Dinner {provided at no charge):

Mon. - Fri.

“es G Mo
Sat. & Sun.

T Yes @ No

Page |7

In the required fields provided, identify
the amenities available at your property
(NOTE: please provide as accurate
information as possible to assist
individuals seeking lodging)
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The Tollowing information is optional, but we encourage you 1o complete the Torm, You can return and edit this

information at a later thme.

Hotel Internet Address:

CEm Py A, o i G

Year of last complete guest room rencwvation:

Caxampls: 1&%W%)

Total number of non smoking rooms nciuding soites):

Management Compams

I8 your propery certified by the National Minority
Supplicr Developmicnt Council?®

CWas oo Mo a MNA
Londoging tas:

(if not applicabie, antar 03

o not anter a decimal Tor % antries
State tax:

(i not spplicable, anter 03

(Ce not enter a4 decimal for %% sntrisex)

iy ta:

C(f et applicabls, sntar O3
E0o ot anter a decimal Yor % antiies)
G CUpancy Lax:

flf not applicabla, anter 03
oo not anter a decimal for % antries)

Frea Continental breakrast:
o YWas @ o

Dioes hotel comphy with the Amaricans with Disabilitics
Act of 19007

o fas [ A (] A

Sl -soervice laundry on-site:
Yeas o

Ownership Compams

I8 your propery cantified by Small Business
Administration or YWoman's Business Emterprise National
Council?

CYas o0 Moo A

Lodging tax: Percent or fised amount'7

LLMENT (CONTINUED)

@ FPercent o Fixed

State tax: Parcent or fiKed amount 7

@ Fercent o Fixed

ity tax: Percoent or fixed amount 2

@ Parcent o0 Flxed
Ococupancy Lax: Percent or Nixed amount ¥
@ FParcent o0 Fixecd

Restaurant on site:
o Yas @ [Na

| SUBMIT >>

-~

In the optional fields provided in the
Hotel Amenities screen, identify
additional amenities available at your
property

Click Submit

Page |8
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Your account has been crealed

You will recetve an email shordy You will De able 10 300888 your acoount immadialely with the iformation provided in e email we have sent you

G0 1o e £LA Homega

=

Upon successful enrollment, your ELA
account will be activated

CLC emails your ELA account password to
the email address provided during the
enrollment process

Use your username and supplied password to
access your ELA account

It is important to immediately sign into the
newly requested ELA account to review the
Emergency Lodging Assistance Payment
Contract

The system prompts you to initial and agree to
the contractual terms provided

Print a copy of the payment contract for
your records prior to initialing and
agreeing to the terms electronically

Page |9
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ONLINE ELA ACCOUNT SIGN IN

_ e Participating lodging partners are
Login required to enter their Username and
UserName Password to access the Emergency

Lodging Assistance online billing
system
F asaward <
e Enter your Username and
SUBMIT == < Password in the fields provided
HOTEL ENROLLMENT e Click the SUBMIT button
v v v v w¥
if you need an ELA Hotel e The Username and Password is
. established by each property. If the
Account Please Click Here Password is lost, click on the
applicable I forgot my password
retrieval link
| forgot my password
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@ CLC LODGING
SAVINGS & SOLUTIONS

& FEMA L

HOME | PROGRAM INFORMATION | USER GUIDE | FAQ | CONTACT US | LOGOUT

From the MyELA page,
lodging partners are able to change
ELA account passwords

MyELA | Submit Billing | Billing History | Guest Summary

Hotel Information

CLCTEST HOTEL (22222)
540 5 BROADWAY ST

WICHITA, KS B7202-2012
Contact: Homer Newguy
P (222)000-0002

Thank you for choosing to
: participate in the ELA program.

If you need assistance, please contact
us at femahousingg@corplodging.com
or call cur hotel support line
1-866-545-84865

F: (2227555-5552
Edit This Information

HOTEL SUPPORT LINE:

— 5 1-866-545-9865 for assistance.

Check in a guest using this form.
- - L) -

Check Guest ELA Program News ~ View

Qualification
Date of Checkin  (REQUIRED)

?
= {January 10, 2012) All ELA Activations Complete

) As of hotel check outtime on January 10th, 2012 all ELA
—i activations will complete. Mo mare extension petiods for
(raomments (ISP ) assistance have heen granted and all guests should be
Fou mustfillin at least3 fields below W oo oy gut of your hotel as their eligibility has ended.
Flease complete hilling for all rermaining guests checked
into your system and complete your transactions by
checking them out of the systermn. As always our Suppart
Center Representatives are available to assist you with

Registration 1D

First HName

any gquestions you may have while completing your final
Last Name hilling submissions. Thank vou to all the lodaing partners

assisting in this effort.
Last 4 digits of SSN #

Date of Birtth

(farmat: b bA/D DY)

SUBMIT >>

v

You last logged in on: 01/12/2012

Change your password here

Look far the help lcon
throughout the site for ?m
infarmation about how to

use the tools found here.

UPDATE ROOM AVAILABILITY

{ You DO NOT have
] rooms available.

-
I

Biaf ; Make Rooms
i Available

ELA program partners Update Room
Availability to remove or publish their
properties to the Program lodging
directory (www.femaevachotels.com)
Click on the green/red oval to Make
Rooms Unavailable or to Make
Rooms Available (pertaining to
additional rooms available and not
FEMA guests already in house)

Guest Alerts view All
Ho Hew Alerts Available ¢

Program updates can be viewed in the
ELA Program News section

Updates regarding FEMA guests’
qualification periods, including
extensions or terminations of
assistance, are reviewed in the Guest
Alerts section of the MyELA page

Page |11

You can view and edit contact info on
the MyELA page

To make any changes, click the Edit
This Information link in the Hotel
Information field
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Hotel Edit Information > HELP]

Please make any changes to the information below and click submit.

Hotel Hame*

|.A.n1.f Hotel |

Address™ e The Hotel Edit Information screen
| 123 Main Street | allows participating lodging
Address 2 providers to make any necessary

| changes to their contact information
City* State* Zip* e Review the contact information and
[Denver | [colorado | [11111 revise as needed

Phone* e Click SUBMIT to confirm the
|(555) 555-5555 | 55515555555 changes

Fax™

| 5555555555 | (555)565-5555

Contact Name™ —

|J0hr1 Doe

CLC Hotel #

Sabre #

Waorld Span #

Hotel Chain

| Flease Select... V|

Hotel Chain Property &

| |

Page |12
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e CLC provides ELA Program partners

{3 ET TING t TA D with instant guest verification,
S 18 guestLing g form. authorized dates of stay and number of

rooms allocated when the Check Guest
Qualification online form is completed

Check Guest >

Qualification :

Date of Chedkin  {(REQUIRED)

| | j ) e Enter or select the guest’s Date of
{format: MM/DDY Y YY) Checkin in the field provided, followed
~veou must fill in at least 2 fields below by 3 of the following fields:

e Guest’s Registration ID number
e QGuest’s First Name
e Guest’s Last Name
e Guest’s Last 4 digits of Social
Security number (SSN#)
e Guest’s Date of Birth (NOTE:
guest registration information
Last Mame must match FEMA’s records
| | exactly when submitted or the
- uest may not be found in the
Lest 2 digits ot SSN = glatabase.)/For assistance or to
I:I confirm guest qualification, please
Date of Birth contact the ELA Lodging Support
| | Center at 1-866-545-9865)
e Click SUBMIT

Registratiocn T

First Mame

1 A L

{format: MMDODSY ™Y ™)

SUBMIT >>

Page |13
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GUEST QUALIFICATION & CHECK-IN (CONTINUED)

% FEMA "

@ CLC LODGING ]
:.' -"-V?' A—:.‘, “nlyA4:' v ‘ A

HOME | PROGRAM INFORMATION | USER GUIDE | FAQ | CONTACT US | LOGOUT

MyELA | Submit Billing | Bitling History | Guest Summary

is qualified through 09/28/2013 .

i Ploase tlll ou! me tolowino form to verw you have coneclnd some totm of valld oovemmem hsued

Identification.

you will need 1o collect a vahid government issued photo 1D of this guestand

| weep it on record. You will aiso need 1o coliect a completed and signed "U.S. Department of Homeland Security’s

ELA Terms and Conditions”™ fom s guest Delone intal check in and a now 1orm olowing every exdension should
the guest be granted one. Payments will not be made for any guest that has not urmed in a signed "U.S.
Department of Homeland Security’s ELA Terms and Conditions™ Once you have done Tis, please check he box
below and cick coninue. If you do not wish 10 check the gues!inio your hotel at this Sme click cancel

vl

| have collected identicaton 1or Tus guest and | agree 10 keep it on record for 2 years

| have collected a signed and completed (Dy s guest) "US. Department of Homeland Security’s ELA Terms
and Conditions” form  This form can be cownloaded here

1 agroe o comply with all applicabie laws pertaming 10 the Privacy Act of 1974 and agree 10 not disciose of
QAract any QuOs TS personally identiadie nformaton (Pil) iIn vordal, written. and of glecronic form, except a3
authoned by representatve(s) of CLC Lodging (CLC) and of an ofc:al wriien reques! fom the US Federal
Emergency Managemant Agency (FEMA)

Chck Check In below to Start the Check In process. You MUST complete the room assignment form on the next
screen to compiete checking this guest in,

All qualified guests requesting lodging
must provide a valid, government-issued
photo ID (for example, a current state-
issued driver’s license) at check-in
Make a copy of the guest’s photo ID for
proof of verification
Obtain a signed-and-completed ELA
Terms and Conditions Form from the
guest. The form is printed by the property
and is found by clicking on the Program
Information menu (NOTE: updates
regarding FEMA guests’ qualification
periods are reviewed in the Guest
Alerts section of the MyELA page)
Check the following boxes as appropriate:
“I have collected identification for
this guest...”
— “I have collected a signed and
completed (by the guest). L
“I agree to comply...
CI|ck Check In to proceed with the
guest’s check in process

Check In >>3 Cancel >> ™

If the guest is unable to provide a valid,
government-issued photo ID, click Cancel
to end the check-in session

Page |14
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GUEST QUALIFICATION & CHECK-IN (CONTINUED)

After guest qualification, complete the
check in process via the Guest Room
Assignment screen

Guost: ELAGYY TESTG1Y

Harmove This Guass

The following rooms are approved for this guest:

100w ornily sl 10 oo ron at o i)

N ] Quahincation Deatons Optionns
1 O7/30/2007 - OB BI2007 [ Cheok In R Emmm e

Scraoll down to submit this Information,
Follo Numibar™

Guest Room Assignment D HELF )

Guest: ELA9S6 TESTO86

Remove This Gueaest

The following rooms are approved for this guest:

(YO0l 08t Only Ohaol 1 one foom at & thine)

Available R Room Qualification Dates Options

1 0713112007 - 08/15/2007 | Check In |

Available Rooms  Room Qualification Dates Options

2 0713112007 - 081512007
[Guest Room Assignment E HELP ]

Foom Numibae ™

The Guest Room Assignment screen
displays the guest’s authorization
information (including ELA eligibility
period and rooms available)

[ |

Check in Date *

Q7/30/12007

Any Reoy (Optonal)
[

idwrly

|

| Meaith
| R ST )
|

[
[
| Crit | | Planen Gpeciry
Daiy Hate « Taw)*

w0 | (No 8 Bigns)

Dty Tax Aot

"o | (Gmine Tax < No 8 Signm)
Total Duily Hate:

0.00

BUBMIT => B

Click Check In to assign the guest a room
Enter the requested room information in
the fields provided

Hotels may enter UP TO the regular
RACK room rate and taxes for the assigned
room.

Click SUBMIT

CLC’s ELA website immediately alerts
hotels of daily room charges that exceed
the program’s overage threshold as
determined by FEMA for the specific
disaster

Page |15
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GUEST QUALIFICATION & CHECK-IN (CONTINUED)

The following rooms are approved for this guest:

(You can only check in one room at a ime)

Available Rooms  Room Qualification Dates Options
1 09/28/2013 - 09/28/2013

| The room charges (Daily Room Rate + Daily Tax Amount) entered exceed the maximum allowed under
this program by $98.90.

Please adjust your daily rate(s) on the form below and click Submit.

Qualified guests are responsible for paying any
amount exceeding the program’s overage
threshold (NOTE: hotels/lodging providers
are responsible for collecting any overage
amount from the guest)

If this happens, the hotel re-enters the adjusted
guest room assignment information when
prompted

Guest Room Assignment £ HE L P
Guont: ELADSG TESTRRO

The rollowing rooms are approved for this guest:

(Y0 mmny oty b le 1 s roeen mt s e

Avallable Rooms  Room Qualification Datos Options
L] 073112007 - ORI BIZDOT <

Status: CHECKED 1IN Data b 0732007

Follo Number: 16n Date Outl

Pulted Froem: Billed Through:

Allowod Dally Room Rate! $0.00 Allowaod Dally Tax Amount: 40,00
ST IS e amaunt FIRMA will pay Allowed Total Dally Rate: %000 *

Cancul Oheck In :

After completing the guest’s check- in, the

ELA website allows hotels to:

e Edit the guest’s Check In

e Cancel the guest’s Check In

e Check Out the guest (NOTE: refer to the
User Guide Guest Summary section for
instructions with these options)

Page |16

If applicable, click Check In to assign an
additional room for the guest or Cancel Check
In as needed
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e To begin the billing process, hotels must

Guests Available for Billing ﬁi first qualify and check-in the guest
i (NOTE: refer to the User Guide Guest
Guest Nlame foio# | Room#  CheckinDate = QualfiedThrough  BilledThru | Options Qualification & Check-in for further
instructions)
ELAB11 TESTEN1 100 1408 0713012007 013172008 — I
e Click Submit Billing on the navigation
bar to access the Guests Available for
Billing screen
Bill Stay for ELA611 TEST&11 (9 HELP ]
e The Guests Available for Billing screen
Sl displays an overview of all guests
ELAG11 TESTE11 checked into the hotel
Folio Number o Hotels have the flexibility to either
100 partially bill for ELA guest stays or
complete final billing at their
Room Number convenience (NOTE: Each guest stay
1408 can only be billed once per day)
Billing From Night Of: e Under Options, click the BILL button to
0713112007 issue a bill for the guest’s stay
Billing Throuwgh Night OF:
[07/31/2007 ~| e On the Bill Stay screen, enter all

applicable information in the fields

provided, including opting to either
() Check this guest out? (The check out date will be: 08/01/2007) check out the guest or leave checked in

) Guest is not checking out at this time. based on their in-house status

: e Click Submit

Page |17
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GUEST SUMMARY

e Guest Summary provides an

HOME | PROGRAM INFORMATION | FAQ | CONTACT US | LOGOUT overview of the guest history for your
property

MyELA | Submit Biing | Biling History | Guest Summary

e Click Guest Summary on the

Guests Summary OHELﬁ navigation bar_ to access a _
- summarized view of guests registered

The information below s avaisble for download: | DOWNLOAD FILE with your property
Guest Name Quaiification Peniod
ELAGITESTEN  07002007-015312000  Room#  Folo#  DalyRoomRate  Status  Options
4 _ e The Guest Summary screen offers an
o o @ CHECKED N assortment of options. To access
{o77302007) these options, perform the following:
AAOTESTHO  OTOVZOU108  Rom  foo  DRoomRae  Sats  Opts » Click DOWNLOAD FILE to
obtain an Excel™ spreadsheet of
- - - CHECKED IN — the property’s entire guest
073172007) summary file
. : e If applicable, click VIEW
ELASBGTESTS86 O7042007-12012007  Room#  Folo#  DaiyRoomRate  Status  Options ALERTS to access guest specific
CHECKED IN account updates
N e Click DETAILS under the
— et view of e guests
detailed view of the guest’s

profile

Page |18
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GUEST SUMMARY (CONTINUED)

Guest Detail
Guest; ELA936 TEST986

IED

The following rooms are approved for this guest:

(fou can only check in one room at a time}

Available Rooms  Room Qualification Dates Options

1 07/31/2007 - 08115/2007 [ Check In |

The Guest Details screen provides an
overview of the guest’s check-in
information

a

If applicable, the Guest Details screen
displays additional rooms available for
the guest

If necessary, click Check In to assign an
additional room for the guest. (NOTE:
refer to the User Guide Guest
Quialification & Check-in section for
further instructions)

Status: CHECKED IN 0f5 123 | AN RPN
Folio Humber: 15a Date Out; —
Billed From: - Billed Through: —

If necessary, click Edit This Check In to
access the Edit Room screen

Allowed Daily Room Rate: $50.00 Allowed Daily Tax Amount: $1.50

*This is the amount FEMA will pay

Allowed Total Daily Rate: $51.50"

Cancel Check In <

If necessary, click Cancel Check In to
void the guest’s check in from your hotel
registry

Check Qut P»

Page |19

If necessary, click Check Out to access
the guest’s Check Out screen. In most
cases, it is best to submit final billing at
the same time as checking out guests.
(NOTE: refer to the User Guide
Submit Billing section for further
instructions)
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GUEST SUMMARY (CONTINUED)

Edit Room
Guest:
ELAS86 TESTO986
Folio Number
[15a \
Room Number*
|55 \
Check In Date *
07/312007
Any Special Needs Reguirements (Optional)
= Eloary
] +Heaith
[ Disacled
[ other|
Daily Room Rate (inoluding Gooupanoy Tax)*
5 %65 ‘! (No 5 Signa)
Total Applicable Daily Tax Amount
3 “ 5 ‘ {Sales Tax - No 5 Signa)
Total Daily Rate:
$70

SUBMIT >>

S

Pleuse Spaecily

The Edit Room screen allows
lodging partners to revise a guest’s
check-in information

Enter the revised guest check-in
information in the fields provided
Click SUBMIT to complete the
revised guest check in process

Check Out ELAG11 TESTE11

Guest

ELAG11 TESTG11

Folio Humber

100

Room Number

1408

Check this room out on:

07/31/2007 ]

B rieLr)

SUBMIT >=> By

The Check Out screen allows
properties to check out a guest
Enter the check-out date in the field
provided

Click SUBMIT to complete the guest
check out process.

Hotels must submit guest billing in
order to receive payment (NOTE:
refer to the User Guide Submit
Billing section for further
instructions)
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BILLING HISTORY

Check #

Guest Last Hame

Date Billed Ta] —

Date of Stay o)
Room #

Folio #

Billing History provides an overview of all
submitted billings. Detailed views of guest
billings and payment inquiries are available for
convenient recordkeeping

Click Billing History on the navigation bar to
access a summarized view of a property’s
historical billing record

The information below is available for download: | DOWNLOAD FILE

: - Totl | Total . .
Guest  Folio# Room# Billed Hights of Stay Gled P Billed Date | Check# CheckDate Status  Actions
ELAB11
100 | 1408 | TIR0/2007- 7102007 13112007
TESTA! T T VOIDED
(1 Nights)
ELABI! BILL
100 | 1408 | TI30/2007- TI30/2007 13112007
TESTEMt |~ | g4 s T SUBMITTED
(1 Nights)

The Billing History Search dialog box allows
user to customize their search

The Billing History screen offers an assortment
of options. To access these options, perform the
following:

e Click DOWNLOAD FILE to obtain an
Excel™ spreadsheet of the property’s entire
guest billing file

e If applicable, click VOID under the Actions
column to cancel the guest billing

e Please contact CLC via the ELA Program
Lodging Support Center (1-866-545-9865)
for instructions on how to ADJUST billing
for guest stays which reflect status of
PROCESSED

e Click DETAILS under the Actions column
for a detailed view of the guest billing
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Bill History Detail

Guest

ELAG11 TESTE11
Folio Number
100

Room Number
1408

Total Billed
$82.50

() HELP

Qualification End Date
01/31/2008

a

Billed Date
0713112007
Billed Period
07/30,2007 - 07/30/2007
Total Paid

$82.50

Check Info

Date Amt Billed

Check# Check Date

0713112007 $82.50

80476 080212007
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The Bill History Detail screen displays:

e The guest’s qualification end date, room
information, and cumulative rates

e Complete itemized history of all billings
submitted for the guest

Click Back to return to the Billing History

screen

Thank you for your participation with the
Emergency Lodging Assistance (ELA)
Program

For additional questions, the ELA Program
Lodging Support Center can be reached by
phone at 1-866-545-9865 (Monday
through Friday, 8 a.m. to 5 p.m. CST) or by
email at femahousing@clclodging.com
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