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Online Account User Guide

E
CLC LODGING N FEMA
MAVIMILA & NOLUTIONS A
HOME | PROGRAM INFORMATION | USER GUIDE | FAQ | CONTACT US | LOGOUT
MyELA | Submit Billing | Billing History | Guest Surmmary
ADMIN MODE Thank you for ahnosing to You last logged in on: 01/16/2012
Thix area will not show any hotsl participate in the LA program. .
Intarmation until you have salacted a Change your password here
hatal to view with the admin toolbar 11 YOU NOOY HUGIMANCO. DIGBLe CONLBOL
above un n:lmmuﬁvﬁgrmn:@cmplﬂﬂamu Gam Look forthe help loon
MAA-US PUC—— — OF Sl GUF B SupRor ling
1-RGG-545 0k throughout thu site for
Cnegk in aguesl u,s:lng thngmm\ Infarmation about how to ?m
. HOTEL SUPPORT LINE | | use the tools tound here.
Check Guast > 1.866.545.9865 for assistance,
Qualification UPDATE ROOM AVAILABILITY
Date of Chuckin  (REQUIRED) You have rooms
fis | ELA Program News View Al avallable.

(tormat: MM/DBACTT)

*ou must fill n at least 3 flalds balow

Make Rooms

(January 10, 2012) All ELA Activations Complete

A o hotel check out tirme on January 10th, 2012 all ELA
activations will complete. Bo more extansion parlods for
assistance have been granted and all guests should be Guest Alerts View Al
T L chacked out af your l'?otel as their eligibility has endad. No New Alarte Avaliable
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.

Unavailable

Ragietration 1D

Last Name

Last 4 diglts of SSN #

Date of Mirth

Cformat: MM/D DY)
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Login

LUserName

Password

SUBMIT >>

HOTEL ENROLLMENT
v v v v ¥

If you need an ELA Hotel

Account Please Click Here

| forgot my password

 All hotels/lodging providers wishing to
participate in the Emergency Lodging
Assistance (ELA) Program must first
complete CLC Lodging’s (CLC) online
enrollment process at the Program website
ela.corplodging.com (NOTE: no www)
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PROGRAM ENROLLMENT (CONTINUED)

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 >>

* Click Enroll to begin the ELA account
enrollment process

* Properties with existing CLC WebCheckINN
accounts may enter their respective
WebCheckINN usernames and passwords and
then click Login to pre-populate associated
hotel information on the next page

Hotel ELA Enroliment (9 HELP ]

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 >>

» Hotels/lodging providers can identify their
property via one of three convenient options:

* CLC number & CLC Check number

* Hotel Chain & Chain Property number

e Sabre or Worldspan number & Zip Code

* Enter the applicable information in the fields
provided

* Click Submit

e If you are unable to provide any of the above
information, click Skip This to manually create
your hotel account
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PROGRAM ENROLLMENT (CONTINUED)
Ny 0 R « The Hotel Account Creation screen allows
Fotel Aceoun Crestion A prospective ELA program partners to create an
ELA account by supplying complete contact
el information
—  Enter your property’s contact information in the
fields provided
i e « Create a Username for your ELA account
pone: (NOTE: choose a username that is property-related and easy for
you to remember)
» Enter your first and last name in the fields
. provided
« Enter your 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 cren ) e Click Submit
Username:* } 5
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How Hote \ \
InfG tzabon Confirmaton Arrenties / Fisished /

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

T
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* The Hotel Conformation screen allows
properties to review their provided

The nformatica deow has been ematiad 10 mat:h the US Pestal farmat

Htes Name: Ly Bored contact information

Acdrres:

o * Review the information displayed in the
Wichits KS, 63203 . . )

Phorec(£59) 555 5555 Hotel Confirmation section

Fox: (5555555854

A

Contact Namez Jare Dos

* Click Edit to revise any of the displayed
CLC Actel #:
S hotel contact information

WortiSpen ¥

Hete Ohare Ploase Select. °
Hetes Ohan Propecy ¥ :
Usemame:* Jandoe

Click Submit to confirm the displayed
hotel contact information

FirstName Jan
Last Neme Ooe
Ersal= jdoeermal.com

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

suama > 2
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Hotel Hotadl Hote! o o
lnlc-.r::alim Oc-ntf'nab'm > Aw:\c:be5> Finishzg > ’ The _HOteI Amenltl_es SCl:een a”_OWS
R TS B L) lodging partners to identify various
Pleas? complete e requlred IOrmanan Delovz facilities and services available at their
Tatal number of rooms Tof the plusicaly Total number af guest rooms (ncluding sulest p ro pe r"l:y
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 ° In the required fields prOV|ded, Identify
, e o o the amenities available at your property
Yes < Mo ot & S

_ _ = .° "° NOTE: please provide as accurate information as

Lunch {prowided ot no charge: Dinner w:tmdedotnochalsel- possible to assist individuals seeking IOdglng

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

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

Click Submit
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IYour account has been crealed

You will recetve 30 amal shorly You will De able 12 3c02ss your acoount immadiately with the informaion provided in e email we have sent you

Upon successful enrollment, your ELA account will
be activated

CLC emails your ELA account password to the
email address provided during the enroliment
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
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ONLINE ELAACCOUNT SIGN-IN

Login

UsarName

Participating lodging partners are required to
enter their Username and Password to access
the Emergency Lodging Assistance online
billing system

A

P asaword

SUBMIT >> &

Enter your Username and Password in the
fields provided

HOTEL ENROLLMENT
v ¥ wr.'w Y

Click the SUBMIT button

If you need an ELA Hotel
Account Please Click Here

| forgot my password

The Username and Password is established
by each property. If the Password is lost, click
on the applicable | forgot my password
retrieval link

10
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- « From the MyELA page, lodging partners are able to change
@‘tﬁﬁ?ﬁ{f? & FEMA * ELA account passwords
- « ELA program partners Update Room Availability to remove
4 or publish their properties to the Program lodging directory
pDMIN MODE Thank you for choosing to You last logged in on: 09/13/2018
e R Pt e B | | changeyour psswo S | (www.femaevachotels.com)
R ool | b « Click on the green/red oval to Make Rooms Unavailable or to
| i 1-866-545-0865 . ) HELP - - .- -y -
phegk n 3 guest uging thig form. romaten ot hou e Make Rooms Available (pertaining to additional rooms
;he::_: Gl:_est 2 HOTEL SUPPORT LIN. . .
1-866-646-9865 or assistancs. UPDATE ROOM AVAILABILITY available and not FEMA guests already in house)
ate of Checkin F?EQUIRED] l You harle;;)oms
j o . available. - - - i
fom=s o) ELA Program News vewsn | PSS P » Updates regarding FEMA guests’ qualification periods,
—— L including extensions or terminations of assistance, are reviewed
egistration |0 Guest Alerts View All H H
VoNewAens avaiabe in the Guest Alerts section of the MyELA page
irst Name
[—etvare * Program updates can be viewed in the
e iae g ELA Program News section
o » You can view and edit contact info on the MyELA page
P « To make any changes, click the Edit This Information link in
| the Hotel 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.

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

Guest Alerts View All

12
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GUEST QUALIFICATION & CHECK-IN : —
e e CLC provides ELA Program partners with instant
Check in a guest using this forrg, guest verification, authorized dates of stay and
— number of rooms allocated when the Check Guest
Check Guest 2 lifi . line f . leted
Qualification Qualification online form is complete
Date of Checkin  (REQUIRED) .
G * Enter or select the guest’s Date of Checkin in the

(format: MM/DDIYYYY) field provided, followed by 3 of the following
*You must fill in at least 3 fields below fleIdS:

* Guest’s Registration ID number
Registration 1D * Quest’s First Name

¢ * Guest’s Last Name
First Name | * Guest’s Last 4 digits of Social Security number
‘ (SSN#)
Last Name I * Guest’s Date of Birth
Last 4 digits of SSN # | (NOTE: guest registration information must match
< FEMA'’s records exactly when submitted or the guest may

S | not be found in the database. For assistance or to

confirm guest qualification, please contact the ELA

< Lodging Support Center at 1-866-545-9865)
(format: MM/DDIYYYY)
+ Click SUBMIT
| 13
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 All qualified guests requesting lodging must provide a valid,

@ P : government-issued photo ID (for example, a current state issued
HOME PRO(‘RAMINAFORMAIION USER GUIDE | FAQ | CONTACT US | LOGOUT driver,s Iicense) at CheCk-in

MYELA | b g | Biing sty | Guest Summary * Make a copy of the guest’s photo ID for proof of verification

Is quaiied through 0372812013 » 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
1 4 ol A s o e 0 o reviewed in the Guest Alerts section of the MyELA page)

¥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™ #om s gues! Detore INBal Check in and i Now 10rm JOHOWING every exens on should ® C heCk th e fo I I OWi ng boxes aS ap p ro p ri ate :

the guest be granted one. Payments will not be made for any guest hat has not lumed in a signed "U.S.

Dv.palmomc:jufom.onm s:cumYs.ELA; Terms tmcmn?ns' .@C.youlhfﬂ done m:: please check e box ® “I have COI Iected identification for th iS guest. .. ”
« “| have collected a signed and completed (by the guest)...”
| have collected identicaton fofr Bus guest and | agrea 10 keep it on record for 2 years — 6 29
| have collected a signaed and completed (by his guest) "U.S. Department of Homeland Security’s ELA Terms L I agree tO Comply PR

and Conditions” form  This form can be cownioaded hore

1200 compy i 8 appicaia s caraing o e Priacy Aot 1974 30 8ree 50t i 0030 o » Click Check In to proceed with the guest’s check in process

QAL any quesTs personally identtadie Tormadton (Pil) in vrdal, wtten, and of ¢leconic Jorm, except a3

| Please fil out the following form to verify you have collectad some form of valid government issued
Identification.

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 1o comphete Checkng this guest in

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

14
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» After guest qualification, complete the check in
process via the Guest Room Assignment screen

Guont ELAGYY TESTGY
Harmove s G

The following rooms are approved for this guest:

W M)

A Qualincation Datons Optionn

1 Q7/30/2007 - OnMABI2007 [ Cheok in |}
scroll down to submit this Information,
Follo Nurmibaer
‘ -

«

Foom N
i \
Check in Date *
Q7/30/2007

(] ot | | Planse Gpeciry
Daily ate « Taw)*

w0 [ e » Gigns)

Dty Yo Aot

wlo [ (Bmine Tax - N ® Signm
Total Duily Hale:

0.00

Guest Room Assignment P HELe]
Guest: ELASS6 TEST986
Raemove This Gueaest
The following rooms are approved for this guest:
R < Hificat Dates Options
1 O7131/2007 - 08/15/2007 <
Available Rooms Room Qualification Dates Options
2 0713112007 - 081512007
Buest Room Assignment £ HELP ]

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

* 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 specificdisaster

15
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The following rooms are approved for this guest:

{You can only check in one room at a time)

Available Rooms  Room Qualification Dates Options
1 09/28/2013 - 09/2812013

-

this program by $98.90. -

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 alior!am.

« 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
Guont: ELABSG TESTHRO

The following rooms are approved for this guest:

P ey ety bl B e roese b e Hene)
Avallable Roomos Room Qualificaton Datos
1 O7/I312D07 . O/ BIZ2DOT

Options

P HELE

Status CHECKED IN
Follo Numberr: 16n

Data . 0232000
Date Out

et Froen: Blledt Through:
Allowod Dally Room Rate! $0.00 Alloweod Dally Tax Amount: 40 00

Allowed Total Dally Rate: 5000~

Cancul Check In

'

» After completing the guest’s check- in, the ELA
website allows hotels to:

 Edit the guest’s Check In

» Cancel the guest’s Check In

» Check Out the guest

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

 |If applicable, click Check In to assign an additional
room for the guest or Cancel Check In as needed

16
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» To begin the billing process, hotels must first qualify

and check-in the guest

Guests Available for Biling @:} ]Ssr?r':;lfl r:;a:‘fl: (;[tc: Otrr]m:) User Guide Guest Qualification & Check-in for

Guest Name folio# | Room# = Check-inDate Qualified Through BiledThru | Options
p— P I E— - _  Click Submit Billing on the navigation bar to access the
1 Guests Available for Billing screen
Bill Stay for ELA611 TESTE11 £ HiiLP « The Guests Available for Billing screen displays an
Guest overview of all guests checked into the hotel
ELAG11 TEST611 » Hotels have the flexibility to either partially bill for ELA
Folio Number guest stays or complete final billing at their convenience

100
Room Humber
1408

NOTE: Each guest stay can only be billed once per day)
« Under Options, click the BILL button to issue a bill for

Billing From Night OF: the guest’s stay

0713112007

Pl « On the Bill Stay screen, enter all applicable information
0713172007 ) in the fields provided, including opting to either check
) Check this guest out? (The check out date will be: 0f/01/2007) out the guest or leave checked in, based on their in-

(¥ Guestis not checking out at this time. T house status

« « Click Submit 17
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GUEST SUMMARY

HOME | PROGRAM INFORMATION | FAQ | CONTACT US | LOGOUT

MyELA | Submit Biling | Biling History | Guest Summary

Guest Summary provides an overview of the guest history
for your property

The information below is availsdle for donload: | DOWNLOAD FILE

(uest Name Qualification Period
ELAG1 TEST11 077302007 .013172008  Room#  Folio#  Daily Room Rate Status Optipns

Click Guest Summary on the navigation bar to access a
summarized view of guests registered with your property

CEOEDIN
1408 100 k) DEY K$
{07:307207)
ELAB90 TEST690 073112007 -013172008  Room#  Folio#  Daily Room Rate Status Optpns
CHECKED IN
2 124 $0.00 DEY He
(0713172007
ELA986 TEST986 07512007-12012007  Room#  Folio#  Daily Room Rate Status Optipns
CHECKEDIN \ 4
® iz ne (07/3172007)

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

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

If applicable, click VIEW ALERTS to access guest specific
account updates

Click DETAILS under the Options column to access a
detailed view of the guest’s profile

18
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GUEST SUMMARY (CONTINUED) » The Guest Details screen provides an overview of the guest’s
Guest Detail (§HELP check-in information

Guest: ELA986 TEST986 - - - —
 |If applicable, the Guest Details screen displays additional

The following rooms are approved for this guest: rooms available for the guest

(You can ony check in one room at 2 tme] » If necessary, click Check In to assign an additional room for
Available Rooms Room Qualification Dates Options

1 0713112007 - 08/45/2007 [ Check In [ the guest.

(NOTE: refer to the User Guide Guest Qualification & Check-in section for
further instructions)

BLERLELY e it Tois check 1o I « If necessary, click Edit This Check In to access the Edit

Room screen

Status: CHECKED IN Date In: 07/31/2007
ool e i « If necessary, click Cancel Check In to void the guest’s check
Aledtrom: - Al Through: - in from your hotel registry
Allowed Daily Room Rate: $50.00 Allowed Daily Tax Amount; $1.50
e smentEA e lowed TotalDaily Rate: $51.50° * 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)

13
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‘.;i:..n.,.,..,.,..| | « The Edit Room screen allows lodging partners to revise a
|55 - - -
Eomestin Bt guest’s check-in information
TE T | » Enter the revised guest check-in information in the fields
= — provided
dler e, * Click SUBMIT to complete the revised guest check in process
e aam—— L5 N
Check Out ELA611 TESTE11 () HELP
Guest « The Check Out screen allows properties to check out a guest
ELAG11 TEST611 « Enter the check-out date in the field provided
:‘::’"'"“"er « Click SUBMIT to complete the guest check out process.
Room Number * Hotels must submit guest billing in order to receive payment
1408
Check this room out on: (NOTE: refer to the User Guide Submit Billing section for further instructions)
lo7ra1izo0r |12
:

20
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BILLING HISTORY — ) : : :
 Billing History provides an overview of all submitted

Billing History Search billings. Detailed views of guest billings and payment
Check#| | inquiries are available for convenient recordkeeping
Guest Last Name  Click Billing History on the navigation bar to access a
Date Billed e I — summarized view of a property’s historical billing record
Date of Stay i « The Billing History Search dialog box allows user to
Room # customize their search
Folio # « The Billing History screen offers an assortment of options.
To access these options, perform the following:

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

e famation selow s s e soicac: pownororie || o |f applicable, click VOID under the Actions column to cancel
Guest | Folio# Roomd# Billed Nights of Stay ;fl’lt:'d TP‘:Z’ BiledDate | Check# CheckDate Status  Actions the guest billing
2y e o o em| |° Please contact CLC via the ELA Program Lodging Support
TESTA11 i I - .
o (1 Nins) Center (1-866-545-9865) for instructions on how to ADJUST
cLseti B ol | CED billing for guest stays which reflect status of PROCESSED

100 | 1408 | TISU/ZO07-ISUZO0T 750 | $0.00 [ SUBMITTED - - H

== T « Click DETAILS under the Actions column for a detailed

| | View of the guest billing 21
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BILLING HISTORY

Bill History Detail

Guest

ELAG11 TESTE11
Folio Number
100

Room Number
1408

Total Billed
58250

[JHELP)
Qualification End Date
01/31/2008
Billed Date
0713172007
Billed Period

07/30/2007 - 0713002007
Total Paid

$82.50

Check Info

Date

Amt Billed

AmtPaid  Check# Check Date

07/31/2007

$82.50

$82.50

89476 08/02/2007

The Bill History Detail screen displays:

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

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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ELA Virtual Card Payment Program!

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

» You will be issued a 6-digit prefix you will need to retain for all future payments.
* You will receive an email notification of payment for listed invoices with a unique 10-digit number.

« Combine the 6-digit prefix with the unique 10-digit number to create your complete Mastercard account
number. You will process this payment like any other credit card transaction.

* Your funds settlement will be received within 24-48 hours through your merchant processor.

* Your remittance advice will be emailed from our payment processor, Comdata. Please make sure your
email system will accept messages from the following email addresses:

payment.advisory@comdata.com, vendorenrollment@comdata.com and iconnectdata@comdata.com.

« The “Billing History” tab on your ela.corplodging.com account will have all of the details for this
payment.
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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

Example of 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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