*make sure you are viewing workbook in normal format

*make sure macros is enabled

*if you ever mess up you can always zero out and enter correct/current numbers into the funds draw to date column.

Claim Voucher Instructions for 2009-2010
First time claiming Draw 1 Instructions
1. Open attached voucher in email 

2. save as 97-2003 excel workbook 

3. A security Warning will pop up stating “Macros has been disabled” 

4. Click Options

5. Click Enable this content and OK

6. Fill in address, contact person, and phone number

7. Fill in current draw numbers with the corresponding budget line items. 

8. Save information

9. Print

10. Sign and Date Voucher

11. Mail to IHCDA with corresponding excel sheets and documentation

12. Close out excel sheet (remember to always save your work)

 Draw 2-12 Claim Instructions
1. Open previous saved d voucher

2. A security warning will pop up stating “Macros has been disabled” 

3. Click Options

4. Click Enable this content and OK

5. Type in NEW date requested and draw number

6. Click on new claim (you should see the current draw section zero out)

7. Fill in current draw numbers with the corresponding budget line items. 

8. Save information

9. Print

10. Sign and Date Voucher

11. Mail to IHCDA with corresponding excel sheets and documentation

12. Close out excel sheet (remember to always save your work)

13. Repeat these instructions for all future draws

