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1. How to Start HousingWorks: Set-up  
 

1. Print this set of instructions out so you can refer to them more easily while you are setting 
up your computer. 

2. Make sure you have Acrobat Reader 5.0 or later on your computer. If you do not, have your 
technical department download this free software and install it on your computer. 

3. Consider adding these few sentences to the outgoing message on your voice mail:           “If 
you want to learn about our housing development(s), please visit the website: 
www.housingworks.net and click the link “Enter HousingWorks”.  On the next page, 
click the link “I’m looking for housing for myself or a friend”, and then follow the 
instructions to perform a search. This will save you time, by showing you every piece of 
housing that has an open waitlist right now and giving detailed information about each 
property.” 

4. Add the following links to your favorites: 

• www.housingworks.net 

• http://www.housingworks.net/static/_____.pdf  link to online Quick Entry Form 

• http://www.housingworks.net/static/                  .pdf  link to online application 
 
Here’s how to add the first link.  Click the link – your web browser will open and you’ll see 
the page below: Now click the word “Favorites” (circled in red below) and then click “Add to 
Favorites”: 
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You’ll see this little window: Just click the “OK” button (circled in red) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now, whenever you need to visit our website, all you have to do is go to the Favorites 
menu again and click the link “HousingWorks Welcome Page” 
 
Next, let’s add the second link to your Favorites menu. The second link leads to a special 
form you will use before you can add people to your housing waitlist. You will receive an 
email from HousingWorks that will have the title: “HousingWorks: Here is your One 
Stop Quick Entry Form”.  This email will contain a link to your Quick Entry Form, that 
will look something like this:  

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

 
Click this link – your web browser will open and you’ll see this box: 

 
 
 
 
 
 
 
 

If you look to where the red arrow is pointing, you will see a set of numbers: this is an ID 
number you will need to remember. If the numbers say: 0933, then your ID is: 933. If 
the link says 0008, then your ID is: 8. If the link says 1217, then your ID is 1217. Get it? 
 
Write your ID number here: ________________ 
Write your Password here:  ________________ 
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5. Enter your password into the box and click “OK”. This will open up the HW One Stop 
Quick Entry Form: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. You have to use this form to put applicant information into the HousingWorks system, 
and you will need to use it fairly often: that means you will want to have fast and easy 
access to it.  So, put it into your “Favorites”: 

 
a. While the form is still open, click on the “Favorites” menu of your browser 

(circled in red) 
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b. In the menu that drops down, click “Add to Favorites”. You’ll then see this little 

window: 
 
 
 
 
 
 
 
 
 
 

c. Erase the Name that you see circled in red and type in a new name: 
HousingWorks Quick Entry Form: 

 
 
 
 
 
 
 
 
 
 

d. Click the OK button (circled in red). In the future, whenever you want to get to 
this form, just go back to the “Favorities” menu and select HousingWorks Quick 
Entry Form link, then enter your password when requested. This will open up the 
form and you can start typing. 


