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How to Enroll 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• All hotel/lodging providers wishing to 
participate in the Emergency Lodging 
Assistance program must first complete 
CLC’s online enrollment process

• Hotels/lodging providers can identify a 
property via one of three convenient 
options: 
• CLC number & CLC Check 

number 
• Hotel Chain & Chain Property 

number 
• Sabre or Worldspan number & 

Zip Code 
• Enter the applicable information in the 

fields provided

• Click Enroll to begin the ELA 
enrollment process

• If you are unable to provide any of the 
above information, click Skip This to 
manually create your hotel account 
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How to Enroll (cont.) How to Enroll (cont.) 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

• The Hotel Account Creation screen 
allows hotel/lodging providers to create 
an ELA account by supplying complete 
contact information  

• Enter your property’s contact 
information in the fields provided

• Create a Username for your ELA 
account 
NOTE: Choose a username that is 
both unique and easy for you to 
remember.  

• Enter your first and last name in the 
fields provided 

• Enter your email in the fields provided 
NOTE: Accurate email information 
is essential. CLC delivers your new 
account password to the email 
address provided 

• Click Submit
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How to Enroll (cont.) How to Enroll (cont.) 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

• The Hotel Information screen allows 
hotel/lodging providers to review their 
provided contact information  

• Review the information displayed in 
the Hotel Confirmation section 

• Click Edit to revise any of the 
displayed hotel contact information 

• Click Submit to confirm the displayed 
hotel contact information 
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How to Enroll (cont.) How to Enroll (cont.) 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

• The Hotel Amenities screen allows 
hotel/lodging providers to identify 
various facilities and services available 
at their property

• In the fields provided, identify the 
amenities available at your property 
NOTE: Try to provide as accurate 
information as possible.  

• Click Submit 
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• 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 
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How to Sign-In How to Sign-In 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

• Hotels are required to enter their 
Username and Password to access 
the Emergency Lodging Assistance 
online billing system   

• Enter your Username in the field 
provided 

• Enter your Password in the field 
provided 

• The Username and Password is 
established by each hotel. If either the 
Username or Password is lost, click 
on the applicable retrieval link.   

• Click the LOGIN button 

• For new hotels choosing to enroll into 
the ELA program, click the Skip 
button 



 
How to Qualify & Check-In Guest y & Check-In Guest 

  
  
  
  
  
  
  
    

• Enter the guest’s personal 
information in the Guest 
Qualification box provided on your 
MyELA Homepage     

• Enter the guest’s check in date in the 
field provided 

• Enter the guest’s registration 
number in the field provided 

• Enter the guest’s first and last name 
in the fields provided 

• Enter the last four digits of the 
guest’s Social Security number in the 
field provided 

• Enter the guest’s date of birth in the 
field provided 

• Click SUBMIT 

• Guest Qualification is the first step in 
the ELA process. CLC provides 
hotels with instant guest verification, 
authorized dates of stay and number 
of rooms allocated. 
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