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https://www.nchfa.org/LPPortal


www.nchfa.comwww.nchfa.com

3



www.nchfa.comwww.nchfa.com

4



www.nchfa.comwww.nchfa.com

5

A Disbursement Report can be downloaded to view all unit funding for a 
project, either completed or active.
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Select the project that will need the admin funds disbursed.
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Or click on the highlighted project number.
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This report will show the amount of Admin available and disbursed.
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Show the Admin Funds Awarded and Admin Funds Disbursed
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Select Admin Invoices and add an invoice
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Create a new invoice by entering the required information.
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Icons for Edit / View PDF / View Summary / Delete
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Click on green plus icon to define line 
items
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Enter the admin funds, select Admin 
Cost and designate the Cost Category 
line item on the invoice. Click “Save” 

to complete.
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Click on green plus 
icon to define 

additional line items 
on this invoice.

Summary of amount 
defined vs. total 

invoice
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Important Tip:
If the invoice needs to be deleted at this point, you must first 
delete each icon in the detail section.

Summary Section

Detail Section
The Project 

Signatory will 
select the green 

checkmark to 
approve the 

invoice
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Select Admin Requisitions and then the green + to create the requisition.



www.nchfa.comwww.nchfa.com

18

Click the items to be 
included on the requisition, 

or click on the top box to 
include all. Multiple 

invoices can be bundled 
into a single requisition.

Click “Send to Review”
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The Requisition has been created and a 
portal message sent out to remind the 
Project Signatory to review it. 
At this point the invoices, line items and 
requisition cannot be edited.
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The Project 
Signatory clicks 

the green icon and 
reviews the 

invoices and clicks 
the green 

checkmark to 
approve.  Certify 
accuracy, select 

Yes and Submit.  If 
not accurate, 
select No and 

Reject. 
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The Requisition has 
been sent to your 

NCHFA Case 
Manager for review.
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Show the Admin Funds Awarded and Admin Funds Disbursed
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mailto:mwlindquist@nchfa.com

