Overview

HousingWorks provides many handy tools for housing providers. These include:

an inventory listing service;

an outreach service;

an eligibility screening tool;

an applications process that boosts ADA compliance significantly;

a waitlist maintenance and reporting software that is fully compliant with the HUD Tenant Selection Plan; and
a major resource locater for Resident Service Providers.

The only model that allows for statewide wide data collection across all subsidized, affordable, and special
needs housing providers (could work for a single company across all inventories)

Here’s how access all but one of these tools:

Go to www.housingworks.net or www.housingworks.com  (not housingworks.org)

Click link: “Enter HousingWorks”

Click link: “Registered Housing Provider”

Enter your ID and password. This brings you to your HOME PAGE, where you perform all tasks. This is a
secure webpage where you manage your inventory, outreach and publicity about open waitlists, provide
preliminary screening for eligibility, generate applications, and perform waitlist work.

We provide detailed, pictorial instructions guides via this link:

http://www.housingworks.net/static/ProvQuickTOC.html

The three most cost-saving features are

e the OUTREACH / ELIGIBILITY SCREENING / APPLICATION GENERATING
e the WAITLIST SYSTEM, and

o the WAITLIST UPDATING / OUTCOMES REPORTING MODULE

The first two features are described below in a sort of ‘Quick Guide’, but the more detailed instructions
for each can be accessed via the large ProvQuickTOC.html link above.

To perform OUTREACH, go to the HOME PAGE and click the link: “Update program info”. Click each
of the rolodex tabs in the resulting page to ensure that complete and useful information reaches the public.
This reduces phone calls and frivolous applications.
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About the unique WAITLIST feature:

1. Some parts of an applicant’s information never change: for instance, his name, birthdate, SSN, race, etc. We
are an internet-based software, so each applicant’s data needs only be typed only once to be available to all

housing providers.

2. Other parts of the applicant’s information are different for each provider: his control number, time application
received etc. This part of the applicant's data will need to be entered by each housing provider as they add
the person to a waitlist. But once the applicant’s information is entered into the system — by anyone - you will
be able to quickly access this info and add the few particular details about the applicant such as a control
number, time application received, income category (dependent on region of country) etc. The waitlist then
maintains and updates itself to the extent that other housing providers and housing advocates are participating.

To handle all WAITLIST work:

1. Upon receipt of application, go to the Home Page and enter the applicants SSN in the box on the main page,
then select the appropriate waitlist and finally, click the button: “Add to waitlist”.

2. If the applicant’s profile is already in the system, you will be taken to another page where you click the
“edit” link and fill in the necessary waitlist information.
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3. If the applicant’s profile is not already in the system, you will need to add it to our system, and then add

them to a waitlist (two separate steps).

This form requires you to enter all
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waitlist and reporting. To add a profile
to our system, clicking the following
link:

http:/www.housingworks.net/static/2000.pdf

and enter the password (which we only
provider to subscribers)
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Once the profile is added to our system, you then return to your Home Page and add the applicant to one or more
particular waitlist(s): Studio Moderate Income and 1BR moderate income, for example. This work will be easy now
that the applicant is in the system.

How to update an applicant whose information is already on one or more waitlists

Go to your Home Page and enter their SSN, then click the lowest button: “Update Application Status”.

This shows you all the lists that applicant is on, and you can update some or all of them as needed.
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