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.

Welcome to HousingWorks!

HousingWorks is modeled after an ecosystem, and provides benefits for individuals and organizations working in the
affordable, subsidized, and special needs housing worlds.
This site is designed for low-end users and slow internet connections.
Read our Mission Statement

Enter HousingWorks

P.0. Box 231104, Boston, MA 02123

At-a-Glance Other Handy Resources
« Applicants: How to look for housin « Instruction Guides
« Providers: Walitlist Services + Company Brochure

« Oversights: Data Repaorting Services (NYA)

A number of other websites contain information
that may be helpful to you at one time or another:

» Housing Discrimination Handbaok

Contact chsingworks » HUD's Housing Discrimination Complaint Form
Phone: 617-504-0577 + Barriers to Fair Housing
E-mail: support@housingwarks net * Other handy resources

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.

A

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.

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

Click the link: “Enter HousingWorks”.

Click the link: “Registered Housing Provider”

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.)

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

Housing Provider | Fensgate Cooperative

Bearch Advocate Provider

Tpdate program info

Social Security Mumber: |

TWalk-In screen

To access a client, enter their

Last Name:l and
Date of Birth:{ Jan ~| |6 =] [2008

Create/Update online applications Add 1o Waillist | IED% o ﬂ

Search for housing or housing
resources

Generate Application |

Change password

Update Application Status I

You’ll then get this page:

Manage Wiaitlists | Demonstration Housing Authority
Search Advocate Provider

Active Client: John D. LaBella

6 S

1
2 Shawy | |- Al wsitlists —

= Priority
EHame = Preference
4 SDate
== |ohn LaBella 1 res 030304
Edlt
== Test Persond 1 be 100304

Edit

j Download |  fist |0 wraithst entries

& entire waitlist

= Eligible ? _
= Status =last

£ Control # p
= Desired Unit Size Hide Closed | Updated

3 10/05/104

00024 Yes 3BR clozed 11:36 AM

1005104
00029 Yes 3BR clozed 11:33 &M

HonsingWorks

w1l.7.1_GIS

HousingWorks

v 2.0_GIS 1EMAR2005

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.

& https://www.housingworks.net/cgi-bin/WebObjects/housingworks.woa/3/wo/u22FoUDz230KhCPaEF tnaM/5. - Windows Internet Explorer

—

Lo |§, https: /fwww.housingworks, net/cgi-bin WebObjects housingworks. woa/3/we fu 22FoUDz 2 30KhCPaEF thahM,/5. W Vl Qj 9| X |

© File Edit

View Favorites Tools Help

W o I@htms:ffwww.housingworks.netfcgi-binMebObjectsm... I_‘ B - B & em v [hPage - (0 Toos - @+

A
FirstName LastName ControlNumber Priority Preference Eligible StreetNumber City
Test Ranon84 0002 a9 neinc 1 "73 Hemenway S5t #3097 Boston MA 02215 01/02/2006 1 Bedro
Test Banon84 0002 2 4] 1 "73 Hemenway S5t #309" Boston MA 02215 01/02/2006 1 Bedro
Test Ranon84 0002 [4] [i] 1 "73 Hemenway St #3097 Boston MA 02215 01/02/2006 1 Bedro
Test Ranon84 0002 3 Q 1 "73 Hemenway St #309" Boston MA 02215 01/02/2006 1 Bedro
Test Banon84 0002 0 4] 1 "73 Hemenway St #3097 Boston MA 02215 01/02/2006 1 Bedro
Test Ranon84 0002 [4] [i] 1 "73 Hemenway St #3097 Boston MA 02215 01/02/2006 1 Bedro
Test hAanon84 0002 [u] a 1 "73 Hemenway S5t 308" Boston MA 02215 01/02/2006 1 Bedro
Test Lanon3l1 00039 1] L] 1 "444 Harrison Lve" Eoston MA 02118 06/10/2003 4 Bedro
Test Aanon91 0009 1] L] 1 "444 Harrison Ave"™ Boston MA 02118 06/10/2003 4 Bedro
Aanon91 0009 4] 4] 1 02118 06,/10/2003 4

Test

"444 Harrison Ave™ Boston M4

Bedro

Save Webpage

Savein: |@Desktup v| € &+ -

-~

Ll

My Documents

My Computer

Ty BM}« Documents
| :g' 2, 'j My Computer

|hPersonal
ICIRCCCM quick impart
|- waitlist Tables Import Strategy

Gadatal

El db Analyser script to show rec

My Recent ‘QMy Metwork Places I‘;] dB Analyzer shows programs b
Documents | |[==) Applications [57) DOCUMENT LIBRARY

— |- data development [52) DOCUMENT LIBRARY REVISINI

L4 IC)EStone EHMIS
Desktop |iExcel training materials ﬁ:_lIr'|".-'var1tc:nr11-I
[C2HMIS demo 52 JooP
. |hHousingWorks EJDDP Problem Descriptions
> |hMew Folder @Marketing and Education

IEI Move from CTP to MurseMan
IE:I Mew VO35 fields for Gideon to ¢
[57) One Stop Forms

[£] APR-2007090625-009-37490-502-COPESNAP-32-4-1 [57) One Stop Product Developmer

EDdata

@Durs

< | >
File name: 'Bankston 307% st vl [ save |

ok | Saveastpe:  |Tex File (“bd) v| [ Cance |
Encoding: |Western European (Windows) v

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.
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