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811 Document Import Feature

The Document Import feature gives owners and management at 811 projects a way to share
documents related to audit reviews directly with OHFA staff. This guide shows how the feature works

for the online users.

1. Select the Project that documents related to the audit are being submitted to OHFA.
2. Click on the Upload Documents button on the right side of the Property Details page.
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3. Click Browse and find the correct file being uploaded.

4, Select the Document Type from the dropdown list.

5. Review the Uploaded Files table to ensure the document was uploaded.

e Tableincludes your file name, the document type selected, and the date

uploaded.
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Document Import

Instructions for using this feature are the following:

« Allowable File Types = PDF Word,Excel i jpg tiff, png
* "Maximum File Size =25 MB
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Note: Be sure to upload the document (s) in the order as shown on the
File Audit Checklist or they will be rejected.
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