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8. Updating Program Information/Opening and Closing Waitlists 
 

HousingWorks staff has already typed information about your housing program into our online 
service, where it can be seen by housing advocates and applicants. If you want to change or 
update the information that is listed there, use this instruction guide. To get access to your 
webpages, you will need your housing program ID and password management office. 

1.  Go to http://www.housingworks.net 

2.  Click the link: “Enter HousingWorks” 

3.  Click the link: “Registered Housing Provider” 

4.  Enter your ID number and password – your ID and password can be found in the document:  How 
to Set Up HousingWorks on your Computer. You should have a printed copy of this document in your 
site office and also in the central office.  

5.  You will see the following page: 

 

 

 

 

 

 

 
6. Click the link: “Update Program Info”. All the information that the public can see about your 

housing program is displayed here. This information helps people screen themselves for 
eligibility BEFORE they apply to your program, and also helps you cut down on phone 
inquiries. 

7. Here’s the first page you will see: Note the seven rolodex tabs (where the arrow points) 
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8. Click on each of the tab to view or update your housing information. Because you will most 
often use the Waitlists tab (on the far right), we will show you how to use them starting with 
that one.  So, click the little triangle just to the left of the word Waitlists (circled in red) 

 
9.  On the next page, you can see what the Waitlist Tab looks like.  There are places to tell 

people: 
• the names of all your waitlists – and to let you close and open individual waitlists. 
• what housing application is needed to apply to that waitlist – and you can make it 

available when the waitlist is open to authorized housing advocates.  
• what unit sizes you have on that waitlist – and if there are any special needs units already 

set up. 
• what are the income limits for each unit size and household size – you will change these 

income limits once a year. 
• how long they might have to wait before getting a unit offer – you’ll probably just have 

to make a guess based on your past experience. 
• what types of housing each waitlists offers: family, elderly, wheelchair, etc.  

 
It will take at most 20 minutes a year to keep this page current. If you do that, you will avoid 
getting lots of phone calls ALL YEAR from applicants and their housing advocates asking you 
the same questions over and over.  
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THE WAITLIST TAB 
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This tab lets you provide other useful information to prospective tenants. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This tab contains your contact information and also lets you provide a link to your own website, 
or pictures of your property. Most likely the only part of this page you will every change is the 
email address that people can use to update your waitlist (see red arrow).  The address is hidden, 
but advocates can send emails updating your waitlist if you so desire. 
 

THE PROGRAM TAB 

THE CONTACT TAB 
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If you offer preferential status to particular populations, enter it here. Otherwise, leave this page 
blank. 
 
 
 
 
 
 
 
 
 
  
 
 
 
This page is set up by HousingWorks staff. The only section you should ever touch is the part 
circled in red: Uncheck these boxes to remove your housing applications from the public access. 
Do not uncheck any of the other boxes without consulting with HousingWorks staff, as the result 
may not be what you intended! 

THE SHORTLIST TAB 

THE APPLICATION TAB 
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Don’t change the information on this tab without consulting with HousingWorks staff. This 
allows the state and federal government to do planning on what types of housing are available in 
a given zip code, city, county, or state. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use this page to indicate how many units you have, what size, and what subsidy level they are 
targeted to. You can also indicate rent ranges, wheelchair accessibility, and what populations can 
apply to these units. 
 
 
 
 
 
 

THE TYPE OF HOUSING TAB 

THE INVENTORY TAB 
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 Here is what the public sees after you have filled out all the rolodex tabs: 
   
 
 
 
 
 
 
 
 
 
 
Clicking on the name of your housing program provides more detail to the public: 
 
 
 
 
  


