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Placing a Voucher in Searching Status 

When terminating a HAP Contract in WinTen 2+, you must manually decide whether or not to place a voucher in 
“Searching” status. This recent change to the HAP contract termination prevents vouchers from mistakenly 

being placed in the “Searching” status. 

1. From the Home tab, type “hap” in the Search bar and click on the HAP Contract Search link to open the 
HAP Contract Search tab. 

  
2. Locate the Contract ID you wish to terminate and click on the Contract ID link to the tenant’s HAP 

Contract overview tab. 

 
3. To terminate the HAP contract, click on the big Actions button at the top of the screen and select 

Terminate from the menu. 

 
4. The Terminate HAP Contract window appears. Enter the Effective Date, Final Month’s HAP, and Final 

Month’s URP. If you wish to place the voucher in Searching status, click the Yes box in the Place 
Voucher in ‘Searching’ Status? field. 

 
5. To complete the termination of the HAP contract, click on the Terminate button. 


