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How to Obtain/View A Copy of the HAP Voucher

Step 1: When you log into NextGen, go to “Report Request.”
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Step 2: Click “View All”
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Step 3: Scroll the list or use the search box by typing what you are looking for (month or property name, for
example), then click enter. Then, click on report request to access the report.
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Step 4: On the Report Request page, files will be located on the right-hand side box under “Files”. Only 3 files
will show up here, so to see all the files posted, click on the word “Files (3+).”

Home Dashboard Newefide NewEIV Audit Request View Results Report Request Properties Knowledge Reports  Contact Support  More

el Report Request
Report Request - 403 + Foliow NewNote  Refresh

Details Chatter
e Agd Attachments

Report Request Name Satus

Repoct Request - 403 jeted
epoct Requ: Comg! . o HAP Voucher - Palo Ver
Property Name Owner Jan 4, 2021, 0341 PM -
0 Sianing X Palo Verde_Report Request - 403_Corr
Report Month Peport Type Dec 9, 2020, 0525 P +

January TRACS Repornt DRAFT January 2021 HAP Voucher - P
Dec9,2020, 0528 PM -

Sine Staff Neme Year
201

Qualification Findngs Non - Qualification Findngs

* Voucher and Tenant Data have been successiully
transmitted
o Tenant Data Transaction I
TINT210202029908549

Notes (0)

o Voucher Transaction ID:
TIN1210202029908550

Created By Last Modified By
. Paige Collett, 12/1/2020 9.58 AM o Samantha Kirk, 12/10/2020 3:58 PM




Step 5: Page will refresh again —and now you will have access to all the files, including the original or any prior
DRAFT version.
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