Instructions for eWHEDA's
Form 500 Web Application

we do so you can.



Contents

Yool =Ty 1 V= a VI3 A (<] o SRR 3
AN T T o YU o o ] [Tl £ T U PUPPPPPPP 6
VTN Y = e Ce T =Tt Al BT =Y RS 6
0 aTaaF T A o) D o 0T Y =T o T=T o PSPPI 7
NN AT a Y- LI o] o] [ Tor- 14 o] o W PR URRIP 8
Project is NOt ElIGIble fOr DiSHUISEMENTS .........eiiiiiiie ettt et e et e e e et e e e e eba e e e e e saeeeaaasaeeeaansaseesanstseeeassseeeaansseeeaansseeeeanssenessssnneann 8
VIBWING ESCIOW BAlANCES .....oviiiiiiiiie ettt ettt e e ettt e e e ettt e e e e ettte e e setteeeesautaeeesaataeeesantaeeeeastaeesaansaeeesstaseesansaeeesassaeeesasteaeesansaaessassaeeesansaeessnnsanessnnes 8
Project is Eligible fOr @an ONIINE REQUEST.........viiiiciiiee ettt ettt e e et e e e e e tteeeestteee e s staeeaaassaaeeaassaeeaansaseeaansssseaansssesesnsaeesasnssseeeasssnessnssnneann 9

PV o [T g T Y=o [U T S PPSRTRPPPPNS 9
REVIEW YOUI REGUEST ..ttt ettt ettt e ettt et e e e e e sttt et e e e e e s e aaa b e e e e eeeesasaasa b e e e eeeee s aasabaeeeeeeeasassbbbaeeeeeeenasnseaaeaeessansusnbeaaaeeessnsnnnne 13
Submitting @ REQUESE USING @ PrE@pproVal. ... ueee ettt sttt e ettt e e et e e s s bee e e s sabeeeesaabeeeesasbeeeeeasseeeesanseeeesansaeeesanseeeesaseenesnnss 14
Deleting aNn INCOMPIETE REQUEST.......ciiiiiiieeciiiee et ee e ettt e e et e e e e rtteeeeeataee e e ataeeaeasssaeeassaaeeaaasaeeeeassseeesasssaeaaasssaeeeasssseesanssasesasssaeeeanstaeeeastesesassnns 17
Completing and Submitting an INCOMPIELE REQUEST........oiii ittt et e e et e e e e eate e e e eeabaee e eabaee e e staeeeestaeeeestaeeeanteeeeasteeesannsnes 18
PriNtING REQUESTS/DISIUISEIMENTS .....eeiiiiiiieciee ettt et e et e ettt e e te e e e beeeeabeeeebeeeeaaeesbeeeasseesasaeantaseaabesanseeeassesansesensseesasasensasesnsesenseeensteestesensseennses 19
YT aT < LN 2 To TS PP 19

R T = N o T DT o U Y=Y o g T=T o PSPPSR 22
Using the Navigator Bar at the TOP Of the REPOI .......eiiiiieiee ettt e e et e e e st e e e e s abee e e s s beeeeenbeeesenseeesannbeeessnssenessnssens 24

eWHEDA Form 500 Instructions 2 Last updated: 6/9/2011



Accessing the System

1. Access the Internet through your Internet Service Provider (ISP).
2. Enter wheda.com in the Address line of your browser. The link to eWHEDA applications can be found on the top menu bar and is labeled

“ eWheqa Ilolgin" .

L L 0

L

calendar | facing foreclosure? eWHEDA login contact | WHEDA employment | |

HEDAI

we do so you can.

3. Then click on the blue eWHEDA in the second paragraph of this page.

Business Partners WHEDA Products Home Buyers Homeowners Rental Resources

| search

Follow uz an

HEDA!

we do so you can

Press Room

Who We Are
Foundation Grants
Waorking with WHEDA
Using Our Site

Calendar of Events

calendar | facing foreclosure? | SWHEDAlogin | contact | WHEDA employment | l:lsgarch

Follow us on Bl AATENT s1ZE

If you are a WHEDA homeowner, gign in to MyLeanOnline to pay your mortgage, check your
balance, and more!

If you gr€one ONYHEDA s businezs pariners, including lenders or devslopers, sign in to our
secufs eWHEDA lo}-in =ite as you usually do.
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VWORKING WITH WHEDA

Email Updates
Find Us
WHEDA in Your Area

.

About WHEDA
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4. Login with your user name and password. Your password is case sensitive. If you do not have a user name and password, click on the blue
hyperlink How to Sign Up for Our eWHEDA Services to obtain one.

L.‘.’ HEDA. SERVICES

To access eWHEDA Services, you need to provide your username and password.
If you need assistance, please contact WHEDA Online Support
at 800.334.6873

B

How to Sign Up for Qur eWHEDA Services

Username: |entery0ur Username |

Password: |uuu |

Forgot your password? Login

**MNote: This Login is for our Business Partners - If you have a WHEDA home mortgage
please log in at WHEDA.com from the Homeowners Page.

Terms of Use

As a condition of your use of eWHEDA Services on the wheda.com web site, you
warrant to WHEDA that you will not use the wheda.com web site for any purpose
that is unlawful or prohibited by these terms, conditions, and notices. You may not
use the wheda.com web site in any manner which could damage, disable,
overburden, or impair the wheda.com web site or interfere with any other party's
use of the wheda.com web site.

You may not modify, copy, distribute, transmit, display, perform, reproduce, publish,
license, create derivative works from, transfer, or sell any information obtained from
the wheda.com site.
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5. Once logged in, you will see the Available Applications screen. It will look similar to the screen below.

elcome to e ervices - Windows Internet Explorer

G@ hd |E| https: vz wheda,comfapps! 5 ||E| |£| |Live Search ||P |'|

Links *QCDnvert - Select

12’ ﬂﬁ I?Welcnme to e'WHEDA Services ]_l @ - B @ - @Page - @Tnals -
”

(GUHEDA SERVICES

Available Applications*:

APPLICATION NMAME DESCRIPTION
» Administration Tool A user administration module accessible to Delegate Administrators
» MOOR Multifamily Quarterly Occupancy Report for Management Agents
» FORMS0D0 Multifamily Reserve Disbursement Requests |

tIIInI\« those applications for which you are an approved user are shown here. If you are a WHEDA
partner and need access to an application not shown, contact your Delegated Administrator or call 1-

800-334-6873.

[Heme] [Privacy Pelicy] [Site Security] [Contact Us] [Tep]
Copyright € 2001-2004 Wisconsin Housing and Economic Development Authority

6. Click on Form500 from the Available Applications menu.
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Viewing Your Projects

After logging in and selecting Form 500 from the list of available applications, all projects that you have access to will be displayed. If you
have access to more than one management agency, click the drop down arrow and select the appropriate management agency. The

project section will be updated accordingly.

FI:II';_I'J A Wisconsin Housing and Economic Development Form300

Instructions About Form500 Logout

Projects

Management Agency: [MANAGEMENT COMPANY NAME : 50001

The data displayed is for the prior 12 months only

Date Amount Status Description
YOUR PROJECT NAME : 63 %

YOUR PROJECT NAME: 22 &
YOUR PROJECT NAME : 4020 &

YOUR PROJECT NAME : 1700 =
YOUR PROJECT NAME : 1354 =

Viewing Project Details

@)

Click on the ¥ sign next to the project name you want to view or submit a request for that project. Click the — to compressed the details.

eWHEDA Form 500 Instructions 6
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The page will then look similar to this:

Wisconsin Housing and Economic Development Form500

Instructions  About Form&o0 | nooot

Frojects

Management Agency: MANAGEMENT COMPANY NAME : 50001

The data displayed is for the prior 12 months only

Date Amount  Status Description
ElYOUR PROJECT NAME : 63 @
Add New Request

BYOUR PROJECT NAME : 22 &
EIYOUR PROJECT NAME :4020 &

ElYOUR PROJECT NAME : 1700 %
Add New Request
e Waiting
6/6/2011 $500.00 ABC Carpets
Approwval
Waitin
6/1/2011 £500.00 g Test
Approval
7/6/2010 £7,340.00 Rejected Various Cls
ElYOUR PROJECT NAME : 1354 1 &

Summary of Disbursement:

A summary of disbursements requested in the prior 12 months will be displayed. Click on the orange date hyperlink to view the details of that

disbursement.

eWHEDA Form 500 Instructions 7
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Navigating the Application
As you use the system, various tabs are displayed. Clicking links will move you from tab to tab. The activated tab will be highlighted in light blue.

The inactivated tab(s) will be highlighted in light gray. To return to a previous tab, do not click the back button on your browser. Instead, click on

the tab you wish to return to.

[ Prujeciﬁ l New Request l Escrow Balances I

Project is not Eligible for Disbursements
If the orange hyperlink says, Project is not eligible for disbursements at this time, it may mean that your escrow balances have fallen below

the recommended level of $1,500 per unit or your asset manager has put your escrow accounts on hold. If you believe this to be an error, please
contact your asset manager.

Viewing Escrow Balances
To see the status of your escrows, click on the orange hyperlink Project is not eligible for disbursements at this time or Add a new request.

Form500 Test Environment

| E A_ Wisconsin Housing and Economic Development Form500

Instructions  About Form500 Logout
FormS00 Home = FormS00

I Projects l Mew Request l Escrow Balances ‘

MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 56

RESIDUAL RECEIPTS $37,927.48 $583.50 56
$2,543.49

$165,327.03

There are two information icons used on the Escrow Balances tab. They are a Dand ag
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The orange icon indicates that an escrow is on hold. If you hover your mouse pointer over the icon, a message will display. “Escrow is on
hold. Preapproval Required.”

The green icon indicates that this is the escrow account your asset manager has determined is the primary escrow account. If your
project is eligible to submit disbursements without a preapproval, this is the escrow account that will be used (screen shot below). If you
hover your mouse pointer over the icon, a message will display. “Unless otherwise determined by a preapproval, all disbursements will
use this escrow account if the escrow meets eligibility requirements.”

I Projects l MNew Request ] Escrow Balances l

MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 27

. . . . Loan
Description Available Balance Units Average Per Unit
Number

RESIDUAL RECEIPTS £42,5631.33 55 §775.12 27

$90,419.16 $1,643.98

Project is Eligible for an Online Request
If the orange hyperlink says, Add a new request, you may add a request through this application.

Adding a Request
1. Click on the orange hyperlink that says, Add a new reguest.

= YOUR PROJECT NAME : 4020

B/ 201( $7,340.00 Rejected Warious Cls
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ASPHALT/CONCRETE/ROOF? Checkbox: If this request is for asphalt, concrete or roofing materials, you must use a preapproval. See the
preapproval section of this manual.

3. Enter a DESCRIPTION.

To add the invoices for this request, click the Add Line Items button.

[ Projects I New Request l Escrow Balances

MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 27

Save Incomplete || Submit Request || Cancel Request |

ASPHALT/CONCRETE/ROOF?: {Only with PreApproval)

DESCRIPTION: |

REQUEST AMOUNT: {(Calculated)

Services or Materials Purchased

Description of . . .
Location {i.e. Invoice _ .
Vendor Name Work or o ) Check #/Date Amount Delete Edit
Unit#) #/Date

Purchase

\| Add Line ltems :[)

eWHEDA Form 500 Instructions 10 Last updated: 6/9/2011



* WVENDOR MNAME:
* SERVICE/MATERIAL:
* LOCATION:

* INVOICE =:

TOTAL AMOUNT: $0.00

* INVOICE DATE: ———

CHECK=:
CHECKDATE: |/ |
* AMOUNT:
* Required
Save

Exit

Enter VENDOR NAME (Required).
Enter SERVICE/MATERIAL (Required).

Enter INVOICE # (Required).
. Enter INVOICE DATE (Required).
10. Enter CHECK # (Not required).
11. Enter CHECK DATE (Not required).
12. Enter AMOUNT (Required).

5
6.
7. Enter LOCATION (Required). This is the unit # or area of the building.
8
9

13. Click the Save button. (If you wish to exit without saving, click the Exit button or click the X).

eWHEDA Form 500 Instructions
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14. If you need to add another invoice, click the Add Another button. If you are done, click the Exit button or click the X.

* Required

* WVEMDOR NAME:

* SERVICE/MATERIAL:
* LOCATION:

* INVOICE #:

* INWVOICE DATE:
CHECK=:

CHECKDATE:

* AMOUNT:

| Add Another Save

TOTAL AMOUNT: $500.00

ABC Carpets

Carpet

Unit 10

132314

04/13/2011 iz
G446

04/30/2011 2
500.00

o
o
o
[

Exat

X]

eWHEDA Form 500 Instructions
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[ Projects l

MANAGEMENT COMPANY NAME : 50001

New Request

l Escrow Balances

YOUR PROJECT NAME : 27

Save Incomplete || Submit Request

|| Cancel Request |

ASPHALT/COMCRETE/ROOF?: {Only with PreApproval)

DESCRIPTION: |Carpet

REQUEST AMOUNT: $500.00 (Calculated)

Services or Materials Purchased

Description of

Vendor Name Work or N
Unit#)
Purchase

ABC Carpets Carpet Unit 10

| Add Line kems |

Location (i.e. Invoice

#/Date

132314
4/13/2011

Check #/Date Amount Delete
o446

£500.00
4/30/2011

X

Edit

g

TOTAL: $500.00

Review Your Request

15. Review your request. You have many options on this page.

a. You can Add Line Items. Click this button if you need to add more invoices to this disbursement request.

b. You can edit the DESCRIPTION.

¢. You can edit the line items by clicking the pencil icon 7 next to the item you wish to edit.
You can Save Incomplete. This option will save the disbursement to the project, but it will not submit it to WHEDA. You can save
multiple requests as incomplete. You can select the incomplete disbursement by clicking on the orange hyperlink date and
submit it to WHEDA. Incomplete disbursements will display in the prior 12 months history of the project.

e. You can Cancel Request. If you have not saved as incomplete or submitted this request, the Cancel Request button will delete
the request and line items completely. If you have saved, the cancel button will not save any changes since the last save. If you

want to delete this request, you will need to Save Incomplete and delete the request manually. See the Deleting an Incomplete

Request section of this manual.

eWHEDA Form 500 Instructions
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f.  You can Submit Request. Clicking this button will submit the request to WHEDA. Submitted requests will display in the prior 12
months history of the project. You cannot delete a submitted request. If you have submitted in error, please contact your Asset
Manager.

Submitting a Request Using a Preapproval
1. From the projects listing, click on the orange hyperlink that says, Add a new request.

2. If you have available preapprovals authorized and entered by your Asset Manager, you will see an additional button labeled
PreApprovals. Click on this button.

[ Frojects l MNew Request I Escrow Balances l
MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 27
PreApprovals | | ) Save Incomplete | | Submit Request | | Cancel Request |
ASPHALT/COMCRETE/ROOF?: {Only with PrefApproval)
DESCRIPTION: |

REQUEST AMOUNT: (Calculated)

Services or Materials Purchased

Description of

Location (i.e. Invoice

Vendor Name Work or " .
Unit#) #/Date

Check #/Date Amount Delete Edit
Purchase

Add Line ltems

eWHEDA Form 500 Instructions 14 Last updated: 6/9/2011



3. A new window will appear listing any preapprovals that have a balance.

# Description Amount

Repair and replace
: %$15,000.00
sections of the roof

Cancel

Pre-Approvals

-
X
Approval
PP Balance Loan #
Date
£/17/2011 £15,000.00 435

4. Click on the orange # hyperlink to select the preapproval. Click Cancel Request or xto close this window.

[ Projects I

MANAGEMENT COMPANY NAME : 50001

New Reguest l Escrow Balances l

YOUR PROJECT NAME : 27

Save Incomplete | | Submit Request

|| Cancel Request |

X PREAPPROVAL: 1486

ASPHALT/CONCRETE/ROOF?: [ (Only with Preapproval)

DESCRIPTION:  |Elevator upgrade

PREAPPROWVAL BALANCE: 52,003.00
REQUEST AMOUNT:  (Calculated)

Services or Materials Purchased

© N W

next to PREAPPROVAL.

eWHEDA Form 500 Instructions

Check the ASPHALT/CONCRETE/ROOF? Box if applicable.
The DESCRIPTION is filled in based on the description entered by the Asset Manager and cannot be edited.

The PREAPPROVAL BALANCE will also be displayed.
To continue with this preapproval request, click the Add Line Items button. To remove the preapproval from this request, click the b 4
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10.
11.
12.
13.
14.
15.
16.

17.

* WVEMDOR NAME:

* SERVICE/MATERIAL:
* LOCATION:

* INVOICE #:

* INWOICE DATE:
CHECK=:

CHECKDATE:

* AMOUNT:

* Required

Add Another Save

ABC Carpets
Carpet

LInit 10
132314
04/13/2011
6446
04/30/2011
500.00

TOTAL AMOUNT: $500.00

Saved...

Exat

X]

Enter VENDOR NAME (Required).
Enter SERVICE/MATERIAL (Required).

Enter LOCATION (Required). This is the unit or area of the building.

Enter INVOICE # (Required).

Enter INVOICE DATE (Required).

Enter CHECK # (Not required).

Enter CHECK DATE (Not required).

Enter AMOUNT (Required).
Click Save.

If you need to add another invoice, click the Add Another button. If you are done, click the Exit button or the X.

eWHEDA Form 500 Instructions
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18. Review your request. You have many options on this page.

a. You can Add Line Items. Click this button if you need to add more invoices to this disbursement request.

b. You can edit the line items by clicking the pencil icon . next to the item you wish to edit.

c. You can Save Incomplete. This option will save the disbursement to the project, but it will not submit it to WHEDA. You can save

multiple requests as incomplete. At anytime, you can select the incomplete disbursement and submit it to WHEDA. Incomplete

disbursements will display in the prior 12 months history of the project .

d. You can Cancel Request. If you have not saved as incomplete or submitted this request, the Cancel Request button will delete

the request and line items completely. If you have saved, the cancel button will not save any changes since the last save. If you

want to delete this request, you will need to Save Incomplete and delete the request manually. See the Deleting an Incomplete

Request section of this manual.

e. You can Submit Request. Clicking this button will submit the request to WHEDA. Submitted requests will display in the prior 12

months history of the project. You cannot delete a submitted request. If you have submitted in error, please contact your asset

manager.

f.  You can remove the preapproval from this request by clicking the K next to PREAPPROVAL.

Deleting an Incomplete Request

To delete an incomplete request, click on the X o the right of the request.

£1,000.00
$97,415.70 Disbursed

$24,552.15 Disbursed
$12,092.85 Disbursed
$951.588 Disbursed

%4,549.79 Disbursed

£58,244.836 Disbursed
%5,375.11 Rejected

eWHEDA Form 500 Instructions

Replace Carpet @

windows- building permit was not
included in the bid.

replace boilers in elderly building

1/3 down payment for boiler work
Range & Door

new water heater, lock replacement,
landscaping,

refrigerator/ range/ hood

Various Cls
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Completing and Submitting an Incomplete Request
To edit or submit an incomplete request, click on the orange hyperlink date for the request. The following will display.

[ Projects l MNew Request ] Escrow Balances
MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 27
Save Incomplete || Submit Request || Cancel Request |
ASPHALT/CONCRETE/ROOF?: {Only with PreApproval)

DESCRIPTION: |Carpet

REQUEST AMOUNT: 500,00 (Calculated)

Services or Materials Purchased

Description of

Location (i.e. Invoice

Vendor Name Work or o ) Check #/Date Amount Delete Edit
Unit#) #/Date
Purchase
ABC C t C t Unit 10 132314 6446 £500.00 X s‘?
arpets arpe ni .
P P 4/13/2011 4/30/2011

TOTAL: $500.00

| Add Line tems |

19. Review your request. You have many options on this page.

a. You can Add Line Items. Click this button if you need to add more invoices to this disbursement request.

b. You can edit the line items by clicking the pencil icon next to the item you wish to edit.

c. You can Cancel Request. If you have not saved as incomplete or submitted this request, the Cancel Request button will delete
the request and line items completely. If you have saved, the cancel button will not save any changes since the last save. If you
want to delete this request, you will need to Save Incomplete and delete the request manually. See the Deleting an Incomplete
Request section of this manual.

d. You can Submit Request. Clicking this button will submit the request to WHEDA. Submitted requests will display in the prior 12
months history of the project. You cannot delete a submitted request. If you have made a submission in error, please contact
your asset manager.

eWHEDA Form 500 Instructions 18 Last updated: 6/9/2011



e. You can Save Incomplete again. This option will save the disbursement to the project, but it will not submit it to WHEDA. You
can save multiple requests as incomplete. At anytime, you can select the incomplete disbursement and submit it to WHEDA.
Incomplete disbursements will display in the prior 12 months history of the project.

Printing Requests/Disbursements

Single Request
To print a single request, click on the orange hyperlink for that request.

. £1,000.00 Incomplete Replace Carpet X
QQ?,415.?0 Disbursed windows- building permit was not
included in the bid.
$24,552.15 Disbursed replace boilers in elderly building
£12,092.85 Disbursed 1/3 down payment for boiler work
$951.88 Disbursed Range & Door

) new water heater, lock replacement,
£4,649.79 Disbursed

landscaping,
£8,244.86 Disbursed refrigerator/ range/ hood
£5,375.11 Rejected Varnious Cls
Click the printer icon from this screen.
Frojects l Request Detail ] Escrow Balances l
MANAGEMENT COMPANY NAME : 50001 YOUR PROJECT NAME : 27

Fax: 608-999-9999 Email: managementco@msn.com

REQUEST DATE: 12/20/2010

STATUS: Disbursed
DESCRIPTION: windows- building permit was not included in the bid.

eWHEDA Form 500 Instructions 19 Last updated: 6/9/2011



The following report will be displayed.
o @ PoOM L /2 |Main Report || # | 100% [w|

Form 500 Request Report

acEnNCY-  MANAGEMENT COMPANY PrOJECT  PROJECT NAME: 27

Fac  608-999-9999 EMALL:  managementco@msn.com

RECQUEST DATE:  12/20/2010
STATUS:  Disbursed (12/21/2010)
DESCRIPTION:  windows- building permit was not included in the bid.
FREAPPROVAL MUMBER:  Ma
ESCROWACCT: REPLACEMEMT RESERVE
ASPHALT/ICOMCRETE/ROOF:. Mo
LOAN MUMBER: 435

TOTAL AMOUNT OF REQUEST:  $97.415.70

DESCRIPTION OF

VEMDOR WORK OR PURCHASE LOCATION INVOICE # / DATE CHECK # / DATE AMC
HD Supply Facilities Maintenance Flumhing Fixtures F92-Homestead 9104286647 81812010 1
HD Supply Facilities Maintenance Flumkbking Fixures 291-Homestead 9104259139 81712010 31%
HD Supply Facilities Maintenance Flumkbing Fidures 591-Homestead 9104580348 9/3/2010 Be
HD Supply Facilities Maintenance Flumhing Fixdures 291-Homestead 9104822039 91712010 F10

eWHEDA Form 500 Instructions 20 Last updated: 6/9/2011



The following window appears with printing instructions listed towards bottom. Make sure ALL is selected to ensure you get all pages.
Click OK.

‘€ Print the Report - Windows Internet Explorer g@

£ https:,I'Il'staging.wheda.u:nm,I'aspnet_client,l'system_l.[V] @' Certificate Error |
Links ** %Cnnvert - ESEIect

Page Rangs: OF
OPages:
From: |1 To: |1
To Print:

1. In the next dialog that appears, select the "Open this file” option and click
the OK button.

2. Click the printsr icon on the Acrobat Reader Menu rather than the print
butten on your internet browser.

Cancel

C €D Internet HA00% -

The standard Adobe window then appears. Click the Open button. Adobe will open and you can print as you normally would through
Adobe. If you don’t have Adobe installed, a free copy of Adobe Reader can be found at: http://get.adobe.com/reader/

e =

| File Download

Do you want to open or save this file?

Iﬁi: Mame: crGeneric.pdf
-] Type: Adobe Acrobat Document, 57.6KB

Fram: staff.staging.wheda.com

Open ][ Save ][ Cancel ]

harm your computer. If pou do not trust the source, do not open or

|@) While files from the Internet can be useful, some Hles can potentially
b,
= zave this file, what's the rsh?
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Range of Disbursements

To print all disbursements for a project or to print disbursements for a specific date range, click on the printer icon next to the project name. It is
important to note this report only produces requests that have been disbursed by WHEDA. It does not include requests waiting approval,
approved by end user or incomplete.

o PROJECT NAME: 407

Approved By

%2,003.00 Elevator upgrade
i End User =
Waiting ) ) )
£500.00 testing spelling of disbursement
Approval
$23,872.00 Disbursed Elevator upgrade

Flooring 581 102 & 102 M. Capon,

£9,5847.88 Disbursed
552 S. Brooklyn.

$14,175.00 Disbursed Elevator upgrade
$4,298.72 Disbursed carpet and vinyl at the 582 duplexes
The following window will appear:
-
X

PROJECT NAME: 407

SELECT ALL REQUESTS: [
DISBURSEMENT START DATE: =
DISBURSEMENT END DATE: B

Ok Cancel

If you want every request disbursed for this project, check the ‘Select All Requests” box and Click OK.

eWHEDA Form 500 Instructions 22 Last updated: 6/9/2011



Ok

Create disbursement report for project = 407

Cancel

Click OK. The following report will be displayed.

@ S Mo« » W 57 /166 | Main Report || # | 100% [w]
10/31/1996 wl  AGENCY. MANAGEMENT AGENT NAME: 222 PROJECT:  PROJECT NAME: 407
31131997 AlL:
T FAX.  999-999-9999 EMAIL:  MAAGENT@YAHOO.COM
3/25/1997
4/22/1997 .
=61997 REQUEST DATE.  09/25/2005
6/5/1997 3 STATUS:  DisbureeaNai2siz00s) =
7/31/1997 N
o DESCRIFTION:  Window replacements as prev. approved
10/7/1997
11/13/1997 PREAPPROVAL MUMBER:  NA
12/8/1997 ESCROWACCT.  REPLACEMENT RESERVE
12/18/1997
1/6/1993 ASPHALT/CONCRETE/ROOF: Mo
171
12771398 LOAN NUMBER: 222
3/12/1998
3/24/1998 TOTAL AMOUNT OF REQUEST:  § 20,762.00
7/28/1998
B/25/1998 DESCRIPTION OF
9/95/1998 VENDOR WORK OR PURCHASE LOCATION INVOICE # / DATE c
12/23/1398 Custom Quality Windows replacment of windows as prev. Unit 12 4646 B/10/2008 0
12/26/1993 approved - downpayment

Click on the dates to the left of the report to select each disbursement or scroll through the pages by using the arrows at the top of the window.

You may print one or more or all pages, by clicking the printer icon at the top of the report.
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If you want to enter a specific date range, enter a disbursement start date and a disbursement end date in the applicable fields. Click OK.

Create disbursement report for project 2407 with a date range of 01/01/2010
Through 06/30/20117

Dk Cancel

The report will look the same as if you clicked the All check box except it will be for those specific dates only.

Using the Navigator Bar at the Top of the Report

N EI N K -

@ S (T= P M1 /11 |Main Report [ @ | 100% [ H
(2] [ L] L] 10
1. Export button. Click this button to export the report to another format. PDF, Word, etc.
2. Print button. Click this button to send the report to your printer.
3. This button will show or hide the group tree. The group tree is the list of dates you see on the left hand side of the report.
4. Click this arrow to go to the first page of the report.
5. Click this arrow to go to the previous page of the report.
6. Click this arrow to go to the next page of the report.
7. Click this arrow to go to the last page of the report.
8. This indicates the page number you are currently on. You may also type in a page number to navigate to that page.
9. This indicates how many pages are in the report.

10. This is the search window. Enter what you would like to search for and either hit enter or click the binoculars.
11. Click on the drop down arrow to zoom in or out.
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