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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 

7b. Run a full Waitlist Outcomes Report 
 
 

Three steps:  1)   get your waitlist data from our website (save as a .txt file); then  
2) open the .txt file, highlight and copy the entire data file; then 
3)  paste it into the Excel Tool called “Waitlist Report”. 
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More detailed steps 
 
1. You will need to have the following macro – request it from HousingWorks: 

Waitlist Report.xlt    

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. 

 
 
 
 
 
 
 
 
 
 
 
 

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 next to 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 
either mail the whole list (6) or type the number of applicants you want to mail (first 10 applicants, 
first 25 applicants, etc) (5) 

8.  
IMPORTANT! If the webpage ‘crashes’, 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 but never 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 work in the previous step will produce a text file that you save to the same folder as the 
letter or envelope you want to print. (You don’t need to open it, but it will look something like 
this if you did: 

 

 
 

A.  Open the MS Excel macro mentioned in step 1. If asked, choose “Enable 
Macros”, which will then let the file open up. (If your security is set too high, go 
to the TOOLS/Options/Security/Macro Security and set it to “medium”. This is a 
one time step.) 

 
B.  Open the data file, hit “CTRL” + the letter “A” to highlight all the data, then copy 

it, and return to the Excel WL Macro. Click the mouse once in the ‘A1’ cell, then 
paste the data. 

 
C. Now, go to the “Tools” Menu/Macro/Macros and run the macro shown. (ALT + 

f8 key on my computer does this fast. Then sit back while the macro creates a Full 
Waitlist Outcomes Report! 

 
D. Go to the FILE menu, select “Print Preview” and figure out how many pages of 

this document you will want to actually print.  
 

E. The report needs to be printed on LEGAL size paper 8.5 x 14 in. Each client’s 
data runs across two pages of the legal sized paper, because there are so many 
required fields of information - so you will need to sort the pages in pairs.   
 

F. Be sure to hand write the name of the waitlist you are reporting at the top.  
 

G. Finally, be sure to use the priority codes, the preference codes and the language in 
the NOTES field in exactly the way we suggest; otherwise, you may have to 
spend a lot of time doctoring the results. Call HousingWorks if you have 
questions 617 504-0577 because we can do some fast database work that brings 
your past work into line with these instructions, saving you many hours of clean 
up.  

 
 


