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Guide for Registering for AHP Online:

SPONSOR/CONSULTANT REGISTRATION

CREATING AN ACCOUNT

If this is the first time you are logging in, you will need to
create an account.

ALREADY REGISTERED BUT

1. There are three options to navigate to AHP Online.
FORGOT YOUR USERNAME?

e  From www.fhlbtopeka.com/ahp, select the
‘Application’ link on the left-hand side and select the
AHP Online button.

e You may also select ‘Logins’ on the top right portion of
the website and select AHP Login.

DO NOT re-register or create
a new username, this causes
issues in AHP Online.

e Last you can go directly to AHP Online by entering
www.ahpfhlbtopeka.com on your search engine.

Contact HCD for assistance at
866.571.8155.

2. Onthe Welcome Page, select “Sponsor Sign In.”

......

This is a secure site for FHLBank Topeka Afiordable Housing Program

FHLBANK TOPEKA'S MISSION i partciants.

WE MAKE A DIFFEREN s

HCD for assistance.
DO not create a new

Sponsor Sign In

B Y I_I E L P | N G O U R account. AHP Online hours: 6:30 a.m. to midnight CT
s ERS BUILD THEIR

Questions? Click on the Ink to contact FHLBanK's Housing and
Community Development Depariment via emall o ¢all 866-571-8155.

For optimal performance, FHLBank recommends using the
Iatest version of Internet Explorer.

COMMUNITIES

Thank you for partnering with us.

Effective: 2025 l
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To create an account:

FYI

First Tier Authentication

1. Enter the information required on the screen. Be sure Passwords must be 8-16
to enter all information before proceeding to the next
step (selecting “Send verification code”).

2. Select “Send verification code.” The prompt will
change to “Verify code.” This is the first step in the
two-tier authentication process.

3. This step will authenticate the email address you
provided. When the code is received via the email
provided, enter the verification code, and select
“Verify code.” The code must be entered within
approximately three minutes, or you will be required symbols: @ #$% " & * __+=
to request a new verification code. [I{YIN:"~7 ).

4. Select “Create.”

characters and must include
three out of four of the
following:

= Lowercase characters

= Uppercase characters

= Numbers (0-9)

= One or more of the following

***Do NOT create a username and/or password for another person. Authentication methods are sent to
personal cell phone numbers and email addresses.

fitBank | Welcome

Top

Sign up for a new FHLBank Topeka AHP
sponsor account

Please provide the following details.
Enter a Username. The Username
must be all one word - no spaces.

Username

JaneDoe x

What is this?
Create a password. Ses criena or
I
New Password

What is this?
e Confirm New Password
A Confirm New Password

What is this?

Enter the emai address you iniend o
use for AHP Oniine.

Email Address
Email Address

Vi \
What is this?
Select"Send verficaton code.” \
Send verification code

Y E

< Given Name
Enter your first name.
bGiven Name
G A
What is this?
e
| ve— 7 J

T Surname
/ / | L
you want displayed
jged in

A | 3 What is this?
Enter the name
when you are log, Display Name (name displayed when logged in)

Display Name (name displayed when logged in)

What is this?
[Seiect "Create”
Create Cancel

Effective: 2025
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Second Tier Authentication FAlBank | Welcome
The second tier of authentication is received via either Verify your FHLBank Topeka AHP sponsor
text (“Send Code”) or phone call (“Call Me”). account

1. Verify the “Country Code” is correct.

2. Enter the phone number to which you want the
verification code sent. This number will also be used for
all future verifications.

Enter a number below that we can send a code via SMS or
phone to authenticate you.

o If a verification code will be received via text, follow

Country Code
the prompts on the screen. The verification code [United States (11) v
must be entered within approximately three Phone Number
minutes, or you will be required to request a new 5555555555 X
verification code.
o If the verification will be received via phone call,

follow the voice prompts in the phone call.
Verifications received via phone call must be made

H H H Verification code may be received either via text or phone
to a direct office number or cell phone (i.e. a call

number you will have access to when you are
logging in to AHP Online).

FYI

If you will access AHP Online from both your office and home computers, it may be best to enter
your cell number as the phone number to which you want your verification code sent. If you are
unable to receive the verification code, you will be unable to access AHP Online. Likewise, if you
do not have a direct office number that reaches only you, it may also be best to enter your cell
number.

Effective: 2025
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SETTING UP YOUR USER PROFILE

EDIT PROFILE SCREEN

1. Enter information as applicable.

°,

+» Fields highlighted in yellow are required.

K2

+» Fields highlighted in green are optional.

a. The email displayed on this page is the email provided when the account was created. It cannot be
edited by the user.

b. The Work Phone Number you provide does not need to be the same as the phone number you
provided for the authentication process. It does not need to be a direct line and may be an office line
with an extension number.

2. Review information and select “Save” to continue.

. Jane Doe Current as of April 20, 2017 at 11:34 AM CDT
FHLBank
= Required fields
? .
I - Optionaifields
Edit Profile
Login ID: dqliczwe!gmfxyt3 Sung Thi- Cell Phone Number: l:l
Salutation:* Work Phone Number:* (5555555555 lﬁErm:| |
ek I
VAt [ FaNeber [
A e Initial:
- Address Linel* | One Security Benefit Place |
Last Name:* Doe -
T Psion Aot | |
Email:* terr. smith@fhlbtopeka.com ZIP*  |66606 Zip+
Confirm Email:* terri. smith@fhlbtopeka.com
City TOPEEA Congressional K302
County ~ SHAWNEE District
State kg Census Tract 0024.00
CBSA 45820
* Required to save the page
[ Save [[ Tndo ]
© 2017 FHI Bank Topeka. All rights reserved

Effective: 2025
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CREATE OR SELECT AN ORGANIZATION

If this is the first time your organization is applying for
AHP funding, the first person to register will be required
to create a new organization.

CREATING AN
ORGANIZATION TWICE will

If more than one individual will register for the same cause issues in AHP Online.

organization, only the first person registering for that
organization will need to create the organization on this
screen. After the organization is created, all remaining
person registering for AHP Online should click ‘Select an
existing organization’ and search by organization name.

Contact HCD for assistance at
866.571.8155.

To create a new organization, select “Create new organization.” If the organization has already been
entered in AHP Online, select “Select an existing organization” and review pages for accuracy. If
information needs to be edited, see “Edit the User Profile” or “Edit Organization.”

. Jane Doe Current as of Apnil 20, 2017 ar 11:38 AM CDT
FHLBank

o Select Organization e Organization Information e Senvice Area e Review & Submit 6 Confirmation

Select an option below.*

O Select an existing organization.

@ Create new organization.

¥ ASteriek indicates required feld P S [ Gamed |

Effective: 2025
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ORGANIZATION INFORMATION

1. Enter information as applicable. FYI
+ Fields highlighted in yellow are required. )
R o . . Use www.usps.com to verify the ZIP+4.
+» Fields highlighted in green are optional.

2. Select at least one or more services provided See ZIP + 4 and Census Tract Look Up for
as applicable. instructions.

3. Review information for accuracy and select
“Next” to continue.

P . Jane Doe Current as of April 20, 2017 at 11:39 AM CDT
FHLBank

= Required fields

_ = Optional fields

w Select Organization 9 Organization Information e Senvice Area e Review & Submit 6 Confirmation
Organization Information Mailing Address
Organization Name* Specialty Services Inc | Address Linel* One Security Benefit Place
Organization Type* Not-for-Profit Organizati hd Address Line2 _
Phone Number® SAnENE AN
one b [Eeteeee ZIP<66606  |Z1P+45254) || Lookup |
Fax Number N City TOPEKA
Website D County SHAWNEE
State KS
Services Provided* ‘1 Must select at least one type of service provided. I
[ Affordable Houzing Development O Employment Training ] Other
[[] Architectural Engineering [ Financial Literacy
O Conszulting [[] Health Care Services
O Counzeling Services (mental health) O Houzing Counseling (pre and post)
O Counseling Services (residential support) [ Job Training Welfare to Werk
O Counzeling Services (substance zbuse) O Legal
[] Day CareYouth Programs [ Office of Mincrity and Women Inclusion (OMWT) - . ]
0 . 0 When all required information is complete, verify
Education Property Management it is correct, and select "Next" to continue.
Elderly Services Special Needs Housing
* Asterisk indicates required field. | Bmﬂ G

© 2017 FHLBank Topeka. All rights reserved

FHLBank recommends sponsors select “Project Sponsor” and consultants select “Other” for Organization Type

Effective: 2025



http://www.usps.com/

i~
FHLBank

Topeka

SERVICE AREA

1. Provide information regarding the sponsor organization’s service area. AHP Online will provide prompts
based on information provided. If the organization services the entire United States of America, no
additional prompts will display.

2. Select “Next” when finished.

In the example below, the sponsor organization only provides service to certain neighborhoods within a
municipality.

P - Jane Doe Current as of April 20, 2017 at 12:03 PM (DT
FHLBank

w Select Organization q Organization Information 9 Service Area e Review & Submit 9 Confirmation

Does the organization service the entire United States of America? () vo: @ 3g
Answer questions, and follow prompts to provide
Does the organization service multiple states?* () va; @) g information on the Sponsor's service area.

State* [ Kansas ~|

Does the organization service the entire state?® () ve; (@ Np

County
Select County{ies)* To select a county, click on each county the
ALLEN = organization services, and select ">" to add.
ANDERSON AT == The county(ies) will move to the box indicated
ATCHISON = by the arrow. Follow this process for
gﬁg?gﬁ = = additional prompts (i.e. Municipality(ies) and
Neighborhood(s)).

Does the organization service the entire county(ies) selected?* () Ve: (® Np

Municipality(ies)
Enter Municipality*

—

Does the organization service the entire municipality(ies) selected? * O Yez ® No

Meighborhood(s)
Enter Neighborhood*

-ml ____________ Review information and select | 7
[ ] "Next" to continue.

* Asterisk indicates required field. [ Back | ext |[ cCancel |

© 2017 FHLBank Topeka All rights reserved

Effective: 2025
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REVIEW & SuBMIT

1. Review the information for accuracy.

2. Select “Back” to correct information.
3. Select “Submit” to complete and submit the Organization Information.

P
FriLBank

Jane Doe

Current as of April 26, 2017 a¢ 12:11 PM CDT

U Select Organization

q Organization Information

y Service Area o Review & Submit

Organization Information

Organization Name Specialty Services Inc
Organization Type Not-for-Profit Organization
Services Provided Elderly Services

Special Needs Housing
Phone Number 3335353353
Fax Number
Wehsite

Mailing Address  One Securitv Benefit Place,
TOPEEA,

K3, 66606-2342

Service Area

Does the organization service the entire United States of America? no
Does the organization service multiple states? no

State Kanzaz

Does the organization service the entire state? no

Selected Counties SHAWNEE (KS)

Does the organization service the entire county(ies) selected? yes

If information is comect, select "Submit."

[ Back ] Submit | [ Camcel |

CONFIRMATION

Select “Finish” to complete the Organization Information requirements to access AHP Online. If the
organization needs to be edited, see “Editing the User Profile.” Otherwise, continue to “Initiate

Application.”

i~
FHLBank

Jane Doe

Current as of Apnl 20, 2007 et 1212 P CDT |

0/ Select Organization

g Qrganization Information

y Service Area W Review & Submit e/ Confirmation

Organization Information

Organization Name Specialty Services Inc
Organization Type Not-for-Profit Organizatien
Services Provided Elderly Services

Special Needs Housing
Phone Number 33335353533
Fax Number
Website
Mailing Address  One Security Benefit Place,

TOPEEA,
K3, 66606-2342

Service Area

Does the organization service the entire United States of America? no
Does the organization service multiple states? no

State Kansas

Does the organization service the entire state? no

Selected Counties SHAWNEE (KS)

Does the organization service the entire county(ies) selected? yes

Select "Finish” to complete
the Organization Information

N\

Effective: 2025
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USING AHP ONLINE ONCE REGISTERED

ACCESSING AHP ONLINE

1. There are three options to navigate to AHP Online.

e  From www.fhlbtopeka.com/ahp, select the ‘Application’ link on the left-hand side and select the AHP

Online button.

e You may also select ‘Logins’ on the top right portion of the website and select AHP Login.

e Last you can go directly to AHP Online by entering www.ahpfhlbtopeka.com on your search engine.

2. Onthe Welcome Page, select “Sponsor Sign In.”

Select "Sponsor Sign
In" to sign in for an
existing account or to

FHLBANK TOPEKA’S MISSION SR

If you have previously

created an account but
cannot remember your
Username or
password, contact

HCD for assistance.
DO not create a new

e L PING OUR
MEMBERS BUILD THEIR

COMMUNITIES

Thank you for partnering with us.

This is a secure site for FHLBank Topeka Affordable Housing Program
pariicipanis.

Sponsor Sign In

Member Sign In

AHP Online nours: 6:30 a.m. o mianignt CT

Questions? Click on the link to contact FHLBank's Housing and
Community Development Department via emall or call 866-571-3155

For optimal performance, FHLBank recommends using the
latest version of Internet Explorer.

Effective: 2025
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LOGGING IN

If you do not have an existing account, you will need to create one. Go to the “Sponsor/Consultant
Registration” section above.

Enter Username and password.

Select “Sign In.”

If you forgot your username, contact our department to retrieve.

If you forgot your password, select ‘Forgot your password?’ and follow the prompts on the screen.

PN

Fiank | Welcome

Sign in with your FHLBank Topeka AHP
sponsor account

Sign in with your user name

Username
Enter Username 2
land Password. JaneDoe
Password

Forgot your password?

ssesnsssenss -y

S Select "Sign in."

Don't have an account? Sign up now

Effective: 2025
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RECEIVING AND ENTERING THE VERIFICATION CODE

Select the method by which you want to receive the verification code.

Verification Code Received Via Text: If a verification code

will be received via text, follow the prompts on the screen.

1. Once the text is received, enter the verification code in
the space provided. The verification code must be
entered within approximately three minutes, or you will
be required to request a new verification code.

2. If the verification code is entered within three minutes
and is entered correctly, you will automatically be
advanced to the next screen.

Verification Code Received Via Phone: If the verification
will be received via phone call, follow the voice prompts in
the phone call. Verifications received via phone call must
be made to your direct line.

1. You must answer your phone. The verification process
cannot take place with voice mail.

2. Upon following the voice prompts, you will automatically
be advanced to the next screen.

FilBank | Welcome

ape

Verify your FHLBank Topeka AHP sponsor
account

‘We have the following number on record for you. We can
send a code via SMS5 or phone to authenticate you.

Select method by which you
want to receive the
verification code.

Phone Number
2000200 XXXX

FitBank | Welcome

ope

Verify your FHLBank Topeka AHP sponsor
account

If the code is received via text, enter the
code as shown below.

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
XXX-XXX-9149

Enter your verification code below, or

send a new code

798858

Cancel

Effective: 2025
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EDITING THE USER PROFILE

Once you are logged in, to make changes to the User Profile:

1. GO to the ”My F_AHLh_Bank Lead Sponsor Current as of April 27, 2017 at4:16 PM CDT
. . ekt Home | Messages (0) | Guides/Info
Applications” or “My — ‘
. My Applications Profile Select "Edit Profile” or "Edit
PrOJECtS" page. Edi‘ Brofile . =) Organization’" as appropriate.
2. Inthe “Profile” drop- Edi0
“ H . P
dOWn menu, sele(:t Ed it Application Number Application Name Status Funding Round Information
i 7 ’ % Application Deadline:
Profile. CurrentLast Round - 20174 ™ gsu:b:;ad::.uu:ﬁ_\' inthe AHP
3. Edit information as Funring Greck s Pending Inplemestaton Plan
If you have any questions regarding the
needEd' AHP, pleaze contact us at 866-371-
. . . 8155
4. Review information for ”
Hours of Operation:
accuracy and select Housing and Community Development
. hours of from $:00 2m.
“Save” to submit. io500pa. CT Monday rongh
Friday, excluding federal holidays
5. Only editable fields may T i

be changed. Contact HCD
at 866.571.8155 if you need to change the email address displayed on this screen.
***The phone number displayed on this screen is not the phone number provided at registration to be
used for the two-tier authentication process. If you need to change the phone number or email
addressed used to register, contact HCD at 866.571.8155.

. Lead Sponsor Curvent as of April 27, 2017 at 4:21 PM CDT
FHLBank Home | Messages (0) | Guides/Info
My Applications Profile
Only information with editable
fields may be changed.
Edit Profile
Login ID: JaneDoe Cell Phone Number: l:l
Salutation:* Dr v Work Phone Number:* [4120420202 [Exmfie |
irst Name:®
Middle Initial:

Address Linel* i
Last Name:® \ One Security Benefit Place |

L]
Doe )

Email:* Jievakumar @ ceiamerica.com 1P+ (73101 | Zip+4 ‘4}3: ‘ Lookup

City E)I%;XHDM-{ Congressional District

Confirm Email:* Jievakumar@ceizmerica.com

Census Tract
County OKLAHOMA Review edited
State OK - information for
accuracy, and select
"Save."

* Required to save the page -
Save Undo

Effective: 2025
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EDIT ORGANIZATION

To make changes to the Organization:

Go to the “My
Applications” or “My
Projects” page.

P
FHLBank
My Applications

Lead Sponsor

Profile

Current as of April 27, 2017 ar 4:31 PM CDT
Home | Messages (0) | Guides/Tnfo

In the “Profile” drop-
down menu, select

o Select Organization

e Organization Information e Service Area

Review & Submit

9 Confirmation

Select an option below.*

“Edit Organization.”
Select “Edit current
organization
(organization name).”
Do not select “Select
another organization”
or “Create new

Select another organization.

O Create new organization.

organization.”

Edit current organization:(Herington Community Housing, Inc.).

Select "Next"” to
continue.

* Asterisk indicates required field.

4. Select “Next.”

Cancel

***0Only editable fields may be updated.

1. Select information to be edited.

2. Editinformation as needed.

3. Review information for accuracy and select “Next” to continue.

4. Continue process through the “Review and Submit” screen. Review information for accuracy. Select
“Submit.”

5. Onthe “Confirmation” screen, select “Finish.”

w Select Organization 9 Organization Information

e Service Area

o Review & Submit

9 Confirmation

Organization Information

Mailing Address

O Architectural Engineering
O Consulting
O Counseling Services (mental health)

O Counseling Services (substance abuse)
["] Day Care/Youth Programs

[ Education

[ Elderly Services

[ Financial Literacy
[ Health Care Services

] Heusing Counseling (pre and post)

O Counseling Services (residential suppert) [ 5ok Training Welfare to Work

O Legal

[ Office of Minority and Women Inclusion (OMWT)
O Property Management

[7] Special Nesds Housing

Organization Name* Address Linel* | ‘
Organization Type* Mgmt Company v Address Line2 [ |
Phone Number* 333335 1212
one Sunbe S ZIPH66606  [ZIP+4(2339 || Lookup |
Fax Number City TOPEKA
Website County SHAWNEE
State KS

Services Provided*

Affordable Housing Development O Employment Training [ Other

Edi informaion as applicable. Some fields
cannot be edied

Select "Next 10
coninue

# Asterisk indicates required field.

[ Back \hh‘m 1

Cancel

Effective: 2025
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SELECTING ASSIGNED CONTACTS

Only two contacts may be selected for a project at any given time.

1. To change contacts when needed, navigate to the project in AHP Online and select “Project” then “Sponsor
and Member Information.”

2. Unselect the checkbox next to your name and select the other contact.

3. Ensure everything is correct and select “Save.”

***You will no longer have access and will immediately be logged out. If you need access again, another contact

will need to walk through the same process to re-select contacts.

Project ™ Disbursement ~  Monitoring ™  Extension ~

Home
Proiect Profile
Sponser and hember Information
Conditions
Exceptions Application Number
Documentation Eequired Project Type
Modifications Sponsor
Monitoring Status Project Completion Feview Started Member

— Conditions Ou i

No conditions exist.

—Daocu jon Required

All documents satisfied.

_ Modific .
- o

No modifications exist.

Project ™  Disbursement ~  Monitoring ~  Extension ™

Lead Contacts Member Information

Sponsor Name:

Select at least 1 and ar most 2 Lead Contacts

Name Email Address Select
FirstName 23326 LastName 23326 test HCDAHP @ fhlbtopeka com
FirstName 23816 LastName 23816 test HCDAHP @ fhlbtopeka com
FiretName_23838 LastName 25838 testHCD AHP @ fhlbtopeka com O
FirstName 235897 LastName 25897 testHCDAHP@fhlbtopeka com O

(Lof1) )]

* Required to save the page [To submit your changes please ave before exiting this page]

TUndo

Effective: 2025
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Information Security

WHERE IS THE DATA STORED?

e The datais stored on Amazon Web Service servers in the cloud.

e Amazon Web Service Cloud Security website: https://aws.amazon.com/security/

e Information on Assurance certifications: https://aws.amazon.com/compliance/pci-data-privacy-
protection-hipaa-soc-fedramp-fags/

USEFUL LINKS:
e Business Continuity Plan: https://www.fhlbtopeka.com/corporate-governance/business-continuity-plan
e  Fraud Awareness: https://www.fhlbtopeka.com/corporate-governance-fraud-awareness
e  FHLBank Information Assurance: https://www.fhlbtopeka.com/corporate-governance-information-
assurance
e Internal Control System: https://www.fhlbtopeka.com/corporate-governance-internal-control-system

FOR TECHNICAL ASSISTANCE:

Contact Housing and Community Development via the contact information below with questions or
difficulty logging in. When contacting Housing and Community Development, provide your contact
information (name, phone number, and email) and a description of

the issue.

FYI
Phone: 866.571.8155

Email: hcdahp@fhlbtopeka.com To protect sensitive
information, after logging

out of AHP Online, close all

browser windows.

Effective: 2025
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