2017 LIHTC Electronic Underwriting Application Submission Instructions
As of 5/16/17

Go to https://webappsi3.lhc.la.gov and click on “Signup”. Fill-in your email address and password.
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https://webapps13.lhc.la.gov/

Confirm your password and click on “Signup”. You will be redirected to the below page:
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Click on “My Library”
You'll see the screen below
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Create a new folder using your project name as the folder name. To create a new folder, complete the following steps

1. Click “New Folder”
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sz, Shared with all ¥ S
2% Shared with groups q
Tools
2.

Enter your project name in the “Name” box and click the “Submit” button.
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3. Your new folder should be displayed in your “My Libraries” folder
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To upload files complete the following steps:

[

1. Click on the folder you’ve created to store your project files. (The folder name should be displayed at the top of the screen)
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2. Click Upload

' Seafile
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3. Your file explorer window will open. Go to the files you’d like to upload.
a. You can upload on file at a time by highlighting the file and then click open.
Marme Date modﬂ‘ied Type
Ascet Management_ 4_21 17.docx 4726/2017 3:42 PM Microsoft Word Document
[ QandA.docx 4,21 /2017 11:45 AM Microsoft Word Document
' ] | 3
1eme: QandA.docx ~ | AlFiles o) -|
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b. You may upload multiple consecutive files by holding down the shift key while selecting the first file and the last file you’d like to
upload and then click open.

Documents library Arrange by:  Folder =

C.

Instructions

Date m Dd‘i-fi ed

Mame Type

T testS.pdf 5/11/2017 12:51 PM  Adobe Acrobat Document
L test3.pdf 5/11/2017 12:51 PM  Adobe Acrobat Document
@) test3.docx 5/11/201712:51 PM  Microsoft Word Document
@) test2.docx 5/11/201712:51 PM  Microsoft Word Document
@) testl.docx 5/11/201712:51 PM  Microsoft Word Decument
@) seafile.docx 5/11/201712:50 PM  Microsoft Word Decument

You can upload multiple nonconsecutive files by holding down the ctrl key and selecting each file you’d like to upload and then

click open.

Documents library
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Arrange by:  Folder *

Marne Type

T testS. pdf 5/11/2017 12:51 PM  Adobe Acrobat Document
EC] test3, pdf 511/201712:51 PM Adobe Acrobat Document
05 test3.docx 5/11/201712:51 PM  Microsoft Word Document
testd.docx 51172017 12:51 PM Microsoft Word Document
@ testl.docx 5/11/2017 12:51 PM  Microsoft Word Document

| seafile.docx

5/11/2017 12:50 PM

Microsoft Word Document




4. Once you click open you’ll get a message letting you know the status of the upload.
a. Anupload failure may look like the following:

File Upload failed

test3.pdf

82 42 KB
Unknown error

b. A successful upload will look like the following:

File Upload complete

Testd docx 11.41 KB uploaded



A listing of the uploaded files will appear in the project folder as shown below:

ibraries [ My Library / Luxury Living Apts

Upload Mew Folder Mew File Share

] -
0 Bh  testt.docx = 11.1 KB Just now
0 W il doc 288.1 KB Just now
O m  test3.docx 11.2 KB Just now
0 IS tests par 80.5 KB Just now
To send your final submission to LHC, complete the following steps:
1. Go to the folder that contains the files you like to send
My Libraries / My Library / Luxury Living Apts
Upload New Folder MNew File Share
O MName a Size Last Update
I =  seafile.docx 288.1 KB 4 days ago
I = testl.docx 11.1 KB 4 days ago
I = test3.docx 11.2 KB 4 days ago
[l , ests | 50.5 KB 4 days ago



2. Click the Share button.
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3. Select “Share to user” on the box that comes up. Note: The title should read “Share [your folder name]”.
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4. Enter “gapcomments”; leave the permissions as “Read-Write”; click “Submit”

k|
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Upload Link » gqapcomments Head-'l."u"rite ‘ Submit |
Share to group
5. Once you click submit the username and permission will be displayed.
R,

Share Luxury Living Apts

Download Link User Permission
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Share to group

6. Select “X” in the top corner to exit the window.



To receive a copy of the LHC submission for your records, complete the following steps:

1. Select “Download Link” and click Generate
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[] Add password protection
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Share to user | Generate |
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2. Click Send, enter your email address and click submit.

Share Luxury Living Apts

Link:
https:/fwebapps13.Ihc_la.gov/d/b0025d5dfd/
Upload Link
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Share Luxury Living Apts

https:fiwebapps13.lhc la.govid/b0025d5dfd/ ~
Upload Link

Send to:
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Message (optional):

Submit = Cancel v

3. Select “X” in the top corner to exit the window.

Notes:

Please be prepared to complete your submission well in advance of the application deadline. The program will not allow submissions beyond
4:30 P.M. CDT on July 10, 2017. All support documentation must be included with your one-time submission. Any technical questions may be
sent to Lionel Dennis at Idennis@lhc.la.gov.
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