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MyELA | Submit Billing | Billing History | Guest Surmmary

ADMIN MODE

Thix area will not show any hotsl
Intarmation until you have salacted a
hotel to wiew with the admin toalbar
above -

Chack in aguesl using this form
* * *

Check Guast >
Qualification
Date of Chedkin

(REQUIRED)
(i
(tormat: MM/DBACTT)

*ou must fill n at least 3 flalds balow

Ragietration 1D

Firet Namu

Last Name

Last 4 digits of SSN #

Date of Mirth

Cormat: MM/ DAY

Thank you for choosing to
participate in the ELA program.

11 YOou NOOY HuGIstANCo, PlHBLe CONLLOL
N at o houR g P gng.cam
Of Gl U B! SURROrt ing
1-RGG- 545 us

1.866.545.9865 for assistance,

ELA Program News

(January 10, 2012) All ELA Activations Complete
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
chacked out of your hotal as thair ellgibility has ended,
Please complete billing for all remaining guests chocked
Into your systerm and cormplets your transactions by
checking them out of the system, As always our Suppon
Ceanter Reprasentatives are avallabla to assist you with
any guestiona you rmay have while campleting your final
billing submissions, Thank you to all the lodging parfners
asalsting in this efart.

View All

You last logged in on: 01/16/2012
Change your password hore

Loolcforthe help loon
throughout thu site for
() HELF]

Infarmation about how to
uga the tools tound here,

UPDATE ROOM AVAILABILITY

You have rooms
avallable,

Make Rooms

Unavailable

Guest Alerts
No New Alerts Available

View All
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PROGRAM ENROLLMENT

Login “
UserName
— A All hotels/lodging providers wishing to
participate in the Emergency Lodging
Assistance (ELA) Program must first
complete CLC Lodgingodés (CLC
HOTEL ENROLLMENT enrollment process at the Program website
v vVVvwvyw ela.corplodging.com (NOTE: no www)
If you need an ELA Hotel
Account Please Click Here
| forgot my password
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PROGRAM ENROLLMENT (CONTINUED
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:

If you do not have a current Corporate Lodging user account,
please click the 'ENRQOLL' button to continue on and create a

new account.
ENROLL >>

If you have a current Corporate Lodging user account, please login
below and we will look up your information to help with your ELA
account creation.

Username

A

Password

LOGIN >>

A Click Enroll to begin the ELAccount
enrollmentprocess

A Propertiesvith existing CLCWebCheckINN
accountsnay enter theirespective
WebCheckINNusernames and passwosisl
thenclick Login to prepopulate associated
hotel informationon the next page

Hotel ELA Enroliment

IED

Please complete ONE of the pairings below to identify your property:

If you do not have any of the below information: Skip This >>

1) cLC #

CLC Check #
OR

3

2) Hotel Chain Please Select... v
Chain Property #

OR
3) Sabre or Worldspan #

Zip Code

SUBMIT >>

A Hotels/lodgingproviders can identify their
property via one of three conveniewptions:

A CLGwumber & CLC Check number

A HotelChain & Chain Property number

A Sabreor Worldspannumber & ZipCode

A Enter the applicable information in the field
provided

A ClickSubmit

A If you are unable to provide any of the abo)
information, clickSkip Thigo manually create

N

your hotel account

S

e
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PROGRAM ENROLLMENT (CONTINUED
Ny 0 R A TheHotel Account Creationscreen allows
Fotel Aceoun Crestion A prospective ELAprogram partner® create an
ELA accountoy supplyingcomplete contact
el information
- A Ent er vy o ucontgctrinfopnatiorin thé s
fields provided
i e A CreateaUsernamefor your ELA account
Phone: (NOTE: choose ausername thatis property-related and easyfor
| you to remember)
A Enteryourfirst andlast name inthe fields
. provided
A Enteryour email in the fields provided
CLC Hotel # NOTE: accurate email information
S is essential. CLC delivers your new
account password to the email
ordspan ® address provided
o cnin ) A Click Submit
Usemame:* ) 5
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PROGRAM ENROLLMENT (CONTINUED)

How Hote \ \
InfG tzabon Confirmaton Arrenties / Fisished /

Hotel Confirmaticn N D
Please review the information balow 'o ensure | is accurate

A TheHotel Conformationscreen allows
properties to reviewtheir provided
contact information

The nformatica deow has been ematiad 10 mat:h the US Pestal farmat
Heter Namse: Wy Bored
Acdres:

123 e Stoet A Review the information displayed the

Wichita KS, 67203

Phorec{£59 552 5555 Hotel Confirmationsection

Fox: (5555555854

A

Contact Namez Jare Dos

A ClickEditto revise any ofhe displayed
hotel contact information

CLC dctel #:
Seben #:

WortiSpen ¥

e T e A ClickSubmitto confirm thedisplayed
Heter Ohann Propecly 7 . .
hotel contact information

Usemame:* Jandon 1

FirstName Jan
Last Neme Ooe
Ersal= jdoeermal.com

11 you need 10 change soreting, Teverythng kobs carect .
clickEdt chick Ssbit,

susma>> 2
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Hotel Hotzl Hote! ..
lnlc-.r::alim Oc-ntf'nab'm > Aw:\c:bes > Finished > ’ A The HOtEI Amemtle? SCre-erB.”-OWS
R TS B L) lodging partners to identifywarious
Pleas? complete e requlred IOrmanan Delovz facilities and services available teir
Tatal number of rooms Tof the plusicaly Total number af guest rooms (ncluding sulest p ro p e rty
chalenped handicapped:

faczens a: 5D Co vl arcer any tad)

Pets Mllowed? Pet Molcy andior Cost:

Yor @ W
teza=pls Trapvintsr I8 me . 3t vl Tas

B Hanm Kachen Fanimies (redngerainr and sInwe) 7 Hmamaft[plmmmunr.nalgwt A In the requ”.ed flelds pr0VId6djentlfy
, e o o theamenities available at your property
Yes < Mo ot & S
_ _ = .° "° NOTE: please provide asccurate information as
Lunch {prowided ot no charge: Dinner w:tmdedotnochalsel- possible toassist individualsseekinglodging
Mon. Fri Man. Fri.
AR GohE.
T Yes 4 HNe O Nes & bhe
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PROGRAM ENROLLMENT (CONTINUED)

mrormation of & later time.

Hotel itornat Address:

CE . W3 ANvans wines ta oo

Cecanr ples 100,

Management Compansc

= () " Counce?

Yee Mo - NA

Lodgmp oo

(DC 0t aner 2 Jecira Ty S ent len

State 103¢
(Be Nt sncer 2 Jecirma 1S anlt'inn
Caty fanc:

(< not anter & Jecira oS enl len

Occupancy tax:

(0C 0t aner 2 Jecima 1S antien

free Continental s sakrast

Yas @ ho

SUBMIT >=>-

O not ap ol oubie

O mt ap >l abla,

O not wp b 2able,

O mot mp >l zable,

Year of last comphele grie st § oo ( SHowvathorn:

Total number of non smoking reooms includmg swastes):

IS VOUur Yoty certified bny the Natonal Moty

wnlarO)

“nlar O

" nter O

. ntar Oy

The follaoweing infornmation is o.:iondl. Dl Va0 SNCOUr AQe Yous TO COomphele the Torm. You can reduen aned Gal this

Does hoted comply wlth the Amaricans vith Desabainies
AcCt of 19907

s e - N4

Sol.-service laundry on-sfe:
Yos ® INc

Ownes ship Compaeny:

IS youw proparny caninied by Small Businass
Admmistration or ViAenon™s Bustiness Ernferpe ise Natlonal

Coumncil v
Yes No & NA

Loxiging tax: Percant or Nxed smoum?

- —acem F wed <
Stata tax: Percent o fixkad amosn 7

- Parcen: Fixad
City tax: Percant or Ticed smourt?

- Farcert Fixad
Orcugsancy 123 Parcamt o Tixed snourm?

- Farcert Fixac

Rastauran on ske;

Yas & NO

A In the optionafields provided irthe Hotel
Amenities screenjdentify additional
amenities available gour property

A Click Submit
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HOME | PROGRAM INFORMATION | FAQ | CONTACT US

A Uponsuccessful enroliment, yo&LA accountwill

Yo cethas s e be activated

Youmlecm 2 mal shr Yo e i X85 CAA Gl W D ks 0w e e et u A CLC emails your ELA account passwalthe

: email address provided duritige enrollment
process

A Useyour username and supplied passworédccess
your ELA account

A It is important to immediately sign intbe newly
requested ELA account to revigtwe Emergency
Lodging AssistancePayment Contract

A Thesystem prompts you to initial and agteehe
contractual terms provided

A Printa copy of the payment contrdot your
records prior to initialingind agreeingp the terms
electronically
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ONLINE ELAACCOUNT SIGN -IN

A Participatingodging partnersre requiredo
enter theilUsernameand Passwordio access

Login . : .

’ the Emergency LodgingAssistanceonline
ol billing system
P assword <

A Enteryour Usernameand Passwordn the

. fields provided

HOTEL ENROLLMENT .
vV vV VWV WV A Click theSUBMIT button

If you need an ELA Hotel A TheUsername and Passwords established
Account Please Click Here by each property. thePasswordis lost, click
onthe applicablé forgot my password

| forgot my password « retrievallink

10
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MyELA PAGE

FRERARRRRIRI I

@ CLC LODGING

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

Fromthe MyELA page, lodgingartners are able thange
ELA accountpasswords

MyELA | Submit Billing | Billing History | Guest Summary
A

RDMIN MODE

his area will not show any hotel
hformation until you have selected a

Thank you for choosing to

|| participate in the ELA program.

otel to view with the admin toolbar '
bove ity

or call our hotel support |
1-866-545-8865

ou need assistance, please contact
us at femahousing@corplodging.com
1 ot sort line

Check Guest
Rualification
ate of Checkin  (REQUIRED)

format: MM/DDYYYY)

GETTING STARTED
Check in a guest using this form.
* +* * *
?

1-866-545-9865 for assistance.

ELA Program News View All

‘ou must fill in at least 3 fields below No News Available <

egistration |D

irst Name

| ast Name

HOTEL SUPPORT LINE:

You last logged in on: 09/13/2018

Change your passwors Nere

Look for the help lcon
throughout the site for
information about how to
use the tools found here

IED

UPDATE ROOM AVAILABILITY

i; You have rooms
available.

Unavailable

ELA program partnerspdate Room Availability to remove
or publishtheir propertieso the Prograntodging directory
(www.femaevachotels.com)

Click on the green/red oval tdake RoomsUnavailable or to
Make RoomsAvailable (pertainingto additionakooms
available anahot FEMAguests already in house)

Guest Alerts

No New Alerts Available

View All

Updategegarding FEMAQ ue st s 6 periads,i f i c
including extensionsr termination®f assistangere reviewed

in theGuest Alerts section of theMlyELA page

<

ast 4 digits of 35N #

ate of Birth

ecainnior,

Programupdates can be viewed in the
ELAProgram Newsection

To 3>

You can view and edit contact intm theMyELA page
To make any changes, click thelit This Information link in
theHotel Information field

11
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PROPERTY INFORMATION UPDATES

CLC LODGING

SAVINGS & SOLUTIOH

E
& FEMA -

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

MyELA | Submit Billing | Billing History | Guest Summary

Hatal Infarmation
Hotel Name
Hotel Address
Hotel City, ST Zip
555-555-5555
555-555-5555

Edit This Information <

Thank you for choosing to
participate in the ELA program.

You last logged in on: 09/13/2018
Change your password here

I you need assistance. please con

Lo L

us at P
or call our hotel Suppon ne
0865

1-866.545

throughout the site for
information about how to

[ HELP)

***IS YOUR 1099 INFORMATION ON FILE?***
IRS reguiations require that we collect information from

<«

Check in a guest using this form
i <+
Check Guest 2 =i
Qualification
Date of Checkin  (REQUIRED)
i
{format: MMDD/YYYY)
‘ “You must fill in at least 3 fields below

Registration ID

First Name

Last Name

Last 4 digits of SSN #

Date of Birth

you for annual informational reporting to the IRS (1099-K)
If you do not provide this information, the IRS may reguire
us to withhold taxes from your payments. Also, you may
be subject to a $100 penalty imposed by the IRS if the
correct information is not provided. If you need guidance
completing the information, please review the W-9
instructions found on the IRS website www irs gov

Please follow this link to verify or provide this
information.

HOTEL SUPPORT LINE:
1-866-545-9865 for assistance.

ELA Program?ews View All

No News Available

use the tools found here

UPDATE ROOM AVAILABILITY

You DO NOT have
rooms available.

A You can view and edit contact infm theMyELA page
A To make any changes, click tEelit This Information
link in the Hotel Information field

Guest Alerts View All

12
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GUEST QUALIFICATION & CHECK -IN

GETTING STARTED

T

SERAAIRRIRRIMITIAN

CLC provides ELA Prograrpartnerswith instant

Check in a guest using this forrg, guestverification, authorizedlates of stay and

r v ¥ ¢ numberof roomsallocated when th€heck Guest
Check Guest - lificati line f _ oted
Qualification Qualification online form is complete

Date of Checkin  (REQUIRED)

- A Enteror s el e c DatdaohCheclgninghe t 6 s
(format: MMDDYYYY) field provided,followed by3 of the following
“ou must fill in at least 3 fields below ﬁEIdS:
A Gu e Regissation ID number
Registration ID A Gu e FirstName
< A Gu e dastiName
First Name | A Gu e dastadigits ofSocial Securitynumber
‘ (SSN#)
Last Name I A Gu e DuatddBirth
Last 4 digits of SSN # | (NOTE: guestregistration information must match
< F E M Arecords exactlywhen submitted orthe guestmay
S | not be found inthe database For assistance or to
confirm guest qualification, please contacthe ELA

(format: MMDDIYYYY) Lodging Support Center at 1-866-545-9865

A Click SUBMIT
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GUEST QUALIFICATION & CHECK -IN

E
CLC LODGING ~ L
@ oo ¥ FEMA L

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

MyELA | Submit Billing | Billing History | Guest Summary

is qualified through 09/28/2013 .

| ”Please”nilvoui me touowino t&m (Bﬁr‘ﬁwu ﬁave coneclna sotﬁe 1ﬁ of vabd bt;vérvn'meﬁrhsueb
Identification.

you will need 1o collect 2 vaiid government issued photo 1D of this guestand

¥eep i on record. You will 350 need 1o coliect a completed and signed “U.S. Department of Homeland Security’s {

ELA Terms and Conditions”™ fom tus guest before inital check in and i now form foliowing every exiension should
the guest be granted one. Payments will not be made for any guest hat has not lumed in a signed "U.S.
Department of Homeland Security’s ELA Terms and Conditions™ Once you have done is, please check e box

below and dick coninue if you €0 not wish 10 Check tha guas! inio your hotel a1 his tme click cancel

| have collected identicaton for tus guest and | agree 10 keep it on record for 2 years —

| have collected a signaed and completed (by his guest) "U.S. Department of Homeland Security’s ELA Terms
and Conditions” form  This form can ba cownloaded hore

1 3Qr00 0 comply with all applicabie laws pertaining o the Privacy Act of 1074 and agree 10 not disciose of
QAL any quesTs personally identtadie Tormadton (Pil) in vrdal, wtten, and of ¢leconic Jorm, except a3
aumoned by representatve(s ) of CLC Lodging (CLC) and of an olcial writien teques! fom e US Federal
Emergency Managemaent Agency (FEMA)

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

Check In >>1 Cancel >> <

o I

To J>o T To Do

All qualified guests requestingdging mustprovide avalid,
governmemnissuedphotolD (for example, a currerstate issued
dr i Mieensé) st checin
Makea copy of
Obtaina signedandcompletedeLA Terms and Conditions
Form from the guestThe form is printed by theroperty ands
found by clicking on th&rogram Information menu(NOTE:
updates regardingF E MA g weakfitasoh periods are
reviewed in theGuest Alerts section of theMyELA page)
Checkthe following boxes as appropriate:

Al have collected identificatiofor thisg u e 9t €

Al have collected a signethd completed by t h e
A agree to complyéo

Click Check Into proceed witit h e gcheeksn pfosess

g u 6

t h dor granfefsdrificationp h

)74

If the guest is unable to providevalid, governmenissuedphoto ID,
click Cancelto end the checkn session

14
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-IN (CONTINUED)

A After guest qualification, completbe checkn
process via th&uestRoom Assignmentscreen

The Guest Room Assignmenscreen displaythe
g u e authorgation informatioincluding ELA
eligibility periodand rooms available)

Guont ELAGYY TESTGY
Harmove s G

The following rooms are approved for this guest:
Ou nan ity ahenk wvoe oeny Bt W i)
Avallable Roomns Room Qualincation Daton
1 O7/30/2007 - OuM 2007
Scroll down to submit this Information,
Follo Nurmibaer

‘ >
<«

Optonn
L_Check in

FLoom M ™

Check in Date *

Guest Room Assignment P HELF]
Guest: ELADS6 TESTS86
Remove This Guest
The following rooms are approved for this guest:
she Ve P00 B0 2 Sene)
R Qualtification Dates Options
1 07/31/2007 - 08/15/2007 <
Available Rooms Room Qualification Dates Options
2 0713112007 - 081512007
Buest Room Assignment £ HELP ]

Q7/30/2007
Ay Nesesed

(] ot |
Daily ate | ] « Taw)*
n0
Daity Tax Aot
"o
Total Dailly Hate:
0.o0

‘ (No 8 Gigns)

[ (Bmine Tx = N ® Signw )

A Click Check In to assign the guest a room

A Enterthe requested room informatigmthe
fields provided

A Hotelsmay enter UP TO theegular RACK
room rate and taxes for tlagsigned room

A Click SUBMIT

A C L CBLA website immediatelalerts hotel®f
daily room charges thaixceed th@ r o gr a
overage thresholds determinetdy FEMA for
thespecificdisaster

15
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{You can only check in one room at a time)
Available Rooms  Room Qualification Dates
1 09/28/2013 - 09/28/2013

this program by $98.90.

The following rooms are approved for this guest:

Options

-

<«

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

The room charges (Daily Room Rate + Daily Tax Amount) entered exceed the maximum allor!am.

A Qualifiedguests are responsible for paysmgy amount
exceedi ng bDVeragahedhod gr a mo s

(NOTE: hotels/lodging providers areresponsible for collecting any
overage amountfrom the gues)

A If this happens, the hotelenters thedjusted guest
room assignment informatiomhen prompted

Guest Room Assignment
Guont: ELABSG TESTHRO

e wmey oty mhssmer i 1 aree e mt o Hlene )
Avallable Roomes Room Qualification Datos
1 073112007 - ORI BIZDOT

Stotus: CHECKED 1IN
Follo Numberr: 16n
et Froen:

Allowod Dally Room Rate! $0.00

The rollowing rooms are approved for this guest:

Options

Date Oun

Data i 0232000

Blledt Through:

Alloweod Dailly Tax Amount: 40,00

Allowed Total Dally Rate: 5000~

P HELE

website allows hotels to:

Editt he guest ds Check 1| n
Cancet he guestds Check I n
CheckOut the guest

Do Po Po I

(NOTE: refer to the UserGuide Guest Summary sectiorior
instructions with these options)

A If applicable, clickCheck In to assigran additional
room for the guest dCancelCheck In as needed

Afterc omp |l et i ng t-linghe@&EllAe st ¢

16
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SUBMIT BILLING

Guests Available for Billing

Q=

A To begin the billing process, hotetsist firstqualify

and checlkn theguest
(NOTE: refer to the User GuideGuest Qualification & Check-in for
further instructions)

A Click Submit Billing on thenavigation bato access thé
Guests Availablefor Billing screen

\J

Guest

ELAG11 TESTE11

Folio Number

100

Room Number

1408

Billing From Hight Of:

07312007

Billing Throwgh Night Of:
07(31/2007 ~

() Check this guest out? (The check out date will be:
{(*) Guest is not checking out at this time.

Guest Name folio# | Room# = Check-inDate Qualified Through BiledThru | Options
ELAB1 TESTBI 1 100 1408 0007 0173112008 -
V' S
Bill Stay for ELA611 TESTE11 (P Hi:LP]

A TheGuests Available for Billing screen displayan
overview of allguests checkeimto the hotel
A Hotelshave the flexibility tceither partiallybill for ELA

guest staysr completdinal billing attheir convenience

NOTE: Each gueststay canonly be billed once per day
A UnderOptions, click theBILL buttonto issuea bill for
the guestds stay

N

Tmﬂzunn

SUBMIT >> <

A OntheBill Stay screen, enteall applicablénformation
in thefields provided including opting tceither check
out the guest or leave checkiadbasedn their in
house status

A Click Submit 17
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GUEST SUMMARY

HOME | PROGRAM INFORMATION | FAQ | CONTACT US | LOGOUT

MyELA | Submit Billing | Billing History | Guest Summary

Guest Summary providesan overviewof the guest history
for your property

The information below is availsdle for donload: | DOWNLOAD FILE

| GuestName Qualification Period
[

ELABMTESTS  O7002007.01312008  Room#  Folo#  DayRoomRate  Status  Optins
CHEKED N

1408 100 ®x DEY 1§
{07:307207)

ELABOOTESTOS0  O704/2007-01312008  Room#  Foio# DaiyRoomRate  Status  Optigns

CHECKED IN

Click Guest Summaryonthe navigatiorbar to accesa
summarizedriew of guestsegistered withyour property

{07/3172007)
ELAGGTESTS86 O7012007-12012007  Room#  Folo# DaiyRoomRate  Status  Optigns

CHECKEDIN \ 4
{07/3172007)

o o Do D>

TheGuest Summary screen offens assortmerdf options.
To access thesaptions, perform the following:

Click DOWNLOAD FILE toobtainan Excel E
ofthepr o p e r t guésssurenmariile r e

If applicable, clickV/IEW ALERTS to access guespecific
accountupdates

Click DETAILS underthe Options column to accesa
detailedview ofthegue st 6s profil e

18
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GUEST SUMMARY (CONTINUED)

Guest Detail
Guest: ELA986 TEST986

The following rooms are approved for this guest:

[You can only check in one room at a time)
Available Rooms  Room Qualification Dates
1 07/31/2007 - 081152007

Options

A TheGuest Detailsscreen providean overviewo f t h e
checkin information

-
<

Status: CHECKED IN
Folio Number: 15a

Billed From; ——

Allowed Daily Room Rate: $50.00

*This is the amount FEMA will pay

A If applicable, th&uest Detailsscreen displayadditional
rooms availabldor theguest
A If necessary, clicicheck In to assigran additionatoom for

the guest.
(NOTE: refer to the User GuideGuest Qualification & Check-in section for
further instructions)

Date In; 07/31/2007
Date Out: —

Billed Through: —
Allowed Daily Tax Amount; §1.50
Allowed Total Daily Rate: $51.50"

A If necessary, cliclEdit This Check In to accesshe Edit
Room screen

Cancel Check In R

Check Out <

A If necessary, cliciCancel Check Intovoidt he gue s
in from yourhotel registry

A If necessary, cliciCheck Outto access thg u e €hedks
Out screen. Inmost casegdt is best to submit final billingt
thesame time as checking out guests.

(NOTE: refer to the User Guide Submit Billing section forfurther instructions)

19
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Edit Room
Guest:
ELA986 TESTO86

Folio Number

o A TheEdit Room screerallows lodgingpartners to revisa
|65 | A = " .
Shacaten Bate g uest 6isinfarrhagon k
TE T , A Enterthe revised guestheckin informationin the fields
= — provided
dler e, A Click SUBMIT to completehe revisedjuest check in process
— | T N
Check Out ELA611 TESTE11 () HELP
Guest A TheCheck Out screerallows propertieso check out a guest
ELAG11 TEST611 A Enterthe checkout date in thdield provided
:‘::’"'"“"er A Click SUBMIT to complete thguest checlout process.
Room Number A Hotelsmust submit guest billingn orderto receivepayment
1408
Check this room out on: (NOTE: refer to the User GuideSubmit Billing section forfurther instructions )
lo7anz00r | 2]
:
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BILLING HISTORY

A Billing History provides an overview afll submitted
billings. Detailed views ofjuest billingsand payment
iInquiries are availabl®r convenientecordkeeping

Guest Last Name A Click Billing History on the navigation bdp accessi
Date Billed e I — summarized viewofpr oper t y ddingmecosdt o r
Date of Stay i A TheBilling History Search dialog boxallows useto
Room # customize their search
Folio # A TheBilling History screen offers aassortment odptions.
To access these options, perfahma following
A Click DOWNLOAD FILE to obtainan ExceE s pr e a
of t he entregqueshillinyfifes
e nematenseen s vissernsnoss comvoorie | | A |[f applicable, clickvOID under theActions columnto cancel
Guest  Folio# Room# illdNightsof Stay 0% | % BiledDate | Check# CheckDate Stafus  Actions the guest billing
— N —— - A Pleaseontact CLC via the ELRrogram Lodgingupport
= I e o Center (-866-545-9865) forinstructions on how t&DJUST
et || o . o | (D billing for guest stays which reflect statnSPROCESSED
1 I N T L e R A Click DETAILS under theActions column fora detailed

view of the guest billing 21
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BILLING HISTORY

Bill History Detail 7?05 | A TheBill History Detail screen displays:
A Theguest 6s qual iroom iofarhatiomand e n|d
cumulative rates
Guest Qualification End Dat o : . :
- e ; A Completdtemized history of albillings submittedor the
ELAG11 TESTB11 0113112008 quest
Folio Number Ailed Date A Click Back to return to thdilling History screen
100 073112007
s Billed Period A Thankyou for your participation wittthe Emergencyodging
1408 073012007 - 07/30/2007 Assistance ELA)Program
Total Billed Total Paid A Foradditional questions, the ELrogram Lodgingsupport
58250 582.50 Center can be reachbg phoneat 1-866-5459865(Monday
throughFriday, 8 a.m. to 5 p.m. CST) by emailat
femahousing@ciclodging.com
Date AmtBiled  AmtPaid  Check# Check Date
07/3112007 §82.50 §8250 85478 0810212007
2
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MasterCard
Worldwide

HOTEL PAYMENT PROCESSIONG INSTRUCTIONS

ELA Virtual Card Payment Program!

A

You will receive a remittance advice and a MasterCard account number via email each time we h
approved a payment to you.

You will be issued a-@ligit prefix you will need to retain for all future payments.
You will receive an email notification of payment for listed invoices with a uniqudidi® number.

Combinethe 6digit prefix with the unique 1@igit number to create your complé#astercarcaccount
number. You will process this payment like any other credit card transaction.

Your funds settlement will be received within-28 hours through your merchant processor.

Your remittance advice will be emailed from our payment proceSsondata Please make sure your
email system will accept messages from the following email addresses:

payment.advisory@comdata.cprendorenrollment@comdata.com and iconnectdata@comdata.com

The ABilsltiomg 0 elaadplodgimg.cpno account wilave all of the details for this
payment.
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HOTEL PAYMENT PROCESSIONG INSTRUCTIONS

A

Corporate

-
-
-
-
-
-
-
-
-
-
-
-
-
-

-
-
-
-
-
-
-

«™

MasterCard
Worldwidde

Note: The remittance advice will be delivered by our payment processor Comdata from the
following emasl addresses: payment advisory@comdata com, vendorenrollment@ comdata com

or iconnectdatai@comdata com
Sulyect Eectromic Paymwnt Advisery from [COMPANY NAME] - ACTION REQUIRED

Freen:  [Compwsy Name]
Contact Nazne (A/P lssae)

Teo: VENDOR: Vendor Name

PAYMENT & Paymwet IV

Exampleof an actual payment email notification oo Vo o Ehmdo i

Inv Date
Com

1
12/10 /2000
-

12707 $100
Commen t dwe 12/15

12/10/2000 82 $ 00 $100
Commgnss Jun Vel

Total net pasd L $300

Fe secommend that pou un the cavd choough once for cthe full “Total Ner Paid”™ amsunc
Please vonvaer whe [Compony Namel Avosunts Fayable depaviment an vendevesvellnearfoomiars. som
Af you heve eny guestions regetdiog thas peyment

MazterCard Acceptance Rules: Please note that if you cavently accept payments via MasteaCard from any other

aal (nom ) on . you are required to accept card payusents fiom all custousess who wish 10
pay vas MastesCard, regardiess of size o i y. Accepting MasterCaurd paymests from souse customers
and ot others 13 a direct viclation of the “Mosor All Cards™ rule mn your MastesCard ags Cee 5101

and 5.11.3 or contact yous card processcr for details For addstional mformation on processing Cousdata MaterCard
Payments, vimt www, comdata com/vendors

«m

MESEEE The Comduta MusterCardd i issued by Regions Bunk, pursusnt 1o & koense by MasterCard Internationsd Incorpocaed.
MusteCard, Crrus and Moest1 0 wre regatered & ademuss of MasterCard Interrationad Inconporeted.
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