5. How to Put Applicants on the Waitlist - Four Steps

Step 1: Log on to the property with your ID and password. Check to see if the applicant is already on the
waitlist by entering SSN [see 1] and hitting the bottom button [see 2]
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Step 2: If they aren’t already in the system, then use the new One Stop Form to put them into our system:
Open your web browser, go to Favorites, and select HW One Stop Quick Entry Form. The form will
open automatically. At the very least, fill out Section One, and then push the Submit Profile button at
the bottom of the page. (Filling out the rest of the page collects data on reasons for homelessness or
risk of homelessness, but this is optional).
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Step 3: Name your waitlists at the outset so that you can add people to them. Log on to the waitlist and
inventory pages, and put client on the wailitst by typing his/her SSN [see 1], then select waitlist name,
then hitting the Add to Waitlist button [see 2].
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Step 4: Hit the back arrow [circled below] one time, which will take you to the end of the waitlist so that you
can see what is the next highest control number that is available. Then hit the forward arrow [circled
below] to go back to the beginning of the list. Now, click the Edit Link to the right of the
applicant’s name, and fill out all of the fields. Then hit the Submit Changes button, and do the next
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Waitlist Features 5
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1. This waitlist lets you fulfill all the criteria of the HUD Applicant and Occupancy Regulations. A quick
sampling of some of the things you can do with this waitlist:

2. Waitlist Building, Maintenance, and Reporting of Outcomes is largely automated and self maintaining —
e Tracks time and date applications arrived,

e Waitlist maintains itself automatically — applicants can remove themselves through one of several
routes, all consistent with HUD, confidentiality, and the affected communities themselves.
Alternately, your own staff can do an instant mail merge (targeted mailing) of every one who hasn’t
updated the waitlist in, say six months, and quickly record the results. It becomes easy to locate
viable applicants who are still interested. Sort waitlist by: date of application, desired unit size,
current interest and eligibility, date last updated, priority, name, control number — or any
combination of these. How to locate next eligible applicant: sort by date and unit size, then hit
Hide Closed button to see what your “real world” waitlist looks like.

e Use our Waitlist Outcomes feature to instantly create a comprehensive report for oversight. This is
everything they will want to see.
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