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7a. Print Pre-Addressed Letters and Envelopes to Applicants 
 
 

Three steps:  1)   you get your waitlist data from our website (save as a .txt file); then  

2) open the desired letter(s) or envelope (pre-formatted by 
HousingWorks); then 

3) Use the TOOLS Menu / Letters and Mailings / Mail Merge to access a 
step-by-step wizard. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

or 
 
 
 

Keyboard shortcuts to highlight and copy data: 
 
1. CTRL + “A” to highlight the entire document 
2. CTRL + “C” to copy 
3. CTRL + “V” to paste 
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More detailed steps 
 
1. You will need to have your standard applicant letters emailed to HousingWorks. Our staff will prepare the 

letters and send them back so that you can use this time-saving feature. 

2. Go to: http://www.housingworks.net or http://www.housingworks.com. 

3.  Click the link: “Enter HousingWorks”. 

4.  Click the link:  “Registered Housing Provider”. 

5.  Enter your ID and password. These are found in the document: “1. How to Start HousingWorks: Office Set-
up” which should be on file in your site office and at the central management office, if there is one.) 

6.  You will see the following webpage.  Click the “Manage Waitlists” link. 

 
 
 
 
 
 
 
 
 
 
 
 

You’ll then get this page: 
 
 
 
 
 
 
 
 
 
 
 

7. Click on the link: “Manage Waitlists”.  Pick the waitlist you want to deal with (1). Then hit the “Show” 
button (2). Then hit the lines by the Control Number column to see if everyone on that list has a control 
number. (3) You cannot proceed until every applicant has a unique control number. Next, click the lines 
next to the Date and/Priority columns – this shows you the applicants in the order you should try to 
contact them (earliest, highest priority, etc) (4).  Then download the part of the waitlist that you want to 
merge with letters and envelopes. You can either download the whole list (6) or else type the number of 
applicants you want to download (ex: the first 10 applicants, first 25 applicants, etc) (5) 
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The work in the previous step will produce a text file that looks like the picture below. In Internet 
Explorer, use the menu items: FILE/Save As.  Name the file something that makes it easy to 
identify, and save it as a .txt file -- and it’s probably best to put it on the desktop. 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

IMPORTANT! If the webpage ‘crashes’ when you download, it is because at least one APPLICANT on the list is 
missing a control number.  Some applicants will be on the list with no control number, because they generated an 
application off our website but then never actually mailed the application to you. Or they mailed the application 
and you have not yet processed it. Either give them a control number, or remove them from the list by clicking the 
red “minus” sign, THEN try to do this download of data). 
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The next step is to take the client’s data you just downloaded and to ‘merge it’ with the letter or envelope you 
want to mass-mail: 
 

A.  Using MS Word, open the letter or envelope you want to ‘merge’ with the client data. (If you 
send your standard letters and envelopes to HousingWorks at support@housingworks.net, 
we can convert them for you into a letter that looks exactly the same, but that will instantly 
create a personalized letter and envelope for each applicant.) 

 
B. From the TOOLS menu, you run the mail merge, and then you print the results. The later 

versions of Microsoft Word are fairly clear on how to do this, using the TOOLS/Letters and 
Mailings/Mail Merge feature, but if you need help, call HousingWorks at 617 504-0577 or 
email us to set up a time we can go over the process with you. 

 
 
  
 
 
 


