HOW TO ENTER A PRE-APPLICATION FOR HOUSING ASSISTANCE INTO SHA’S WAITLIST MODULE IN MLS

I. Make Sure the Client Is Not Already in MLS

A. From the MLS Master Menu, select Tenant Locator and hit <ENTER>, then

1. Hit <ENTER> so cursor is blinking on last name field; type in last name (according to how listed on client’s Social Security card or on application)

2. Hit <ENTER> again and type in client’s first name, again according to the client’s SS card or application

3. Hit <F2> to begin search

4. If no record for this client appears, hit <ESC> until you are looking at the master menu again.  

B. If applicant’s name appears and the SS number is not the same as that in the file, the applicant is attached to another household.  

1. Highlight the applicant’s name with the arrow keys then hit <ENTER>

2. With the arrow keys, select “Access….The Tenant Master File” then hit <ENTER>; this takes you to the family’s waitlist record

3. If applicant is on the waitlist with another person, do not create another record for this applicant.  Inform the applicant that they must be taken off the other application.  NOTE:  They may not do this themselves, only the head of household on the application can do this.  Do this for all family members.

HINT:  If you have multiple applications, check them all first in tenant locator and then go back to master screen.  

II. Create an Applicant Master Screen

A. Select Wait List Menu and hit <ENTER>; then select Applicant Entry/ Processing and hit <ENTER>; then

1. Type in the client’s Social Security number.  Read the number directly from the client’s Pre-Application form, unless the client has a copy of their Social Security card in their file.  In that case, read directly from the SS card.  Then hit <ENTER>

2. If the Social Security number is unreadable, staff are expected to call the                    client and get clarification of the number before proceeding with the rest of the data input.

3. Type in client’s last name, then their first name, and middle initial; again, be sure to key the names exactly as they appear on the pre-application.  Then hit <ENTER>

4. Key in the client’s phone number as it appears on their application, and include the area code; hit <ENTER>

5. Key in the client’s address as it appears on their application.  Use one line only, i.e. 100 Main St 203

6. DO NOT include any periods, dashes, # signs or any other punctuation when keying the address.  

7. When entering an apartment number, do not key the word “APT” 

8. DO NOT put any part of the address on the second line of the address field, unless the address is a “care of” address ; in that case, put “C/O MARY SMITH” on the second line, and the street address on the first line.  

9. Hit <ENTER> to continue to the city field; type the city, state and zip code 

If the zip code is not in the file or the workshop staff or client weren’t sure what the zip code is, you can look it up by going on the Internet:

· Double-click the Microsoft Explorer icon on your desktop.

· In the address line, type in “United States Postal Service”; the USPS homepage will display 

· Click on “Find Zip Codes”

· Type in the client’s street address, including apt. number, etc., on the “Delivery Address” line

· Type in the city in the “City” field and the state abbreviation in the “State” field

· Then click on “Process”; the client’s address will display with the correct zip code

10. Hit <ENTER> to go to the county field; hit <F4> to display the county picklist

11. Use your arrow keys to select the appropriate county, then hit <ENTER>

12. Skip the census tract field by hitting <ENTER>

13. Skip the FSS Participant field by hitting <ENTER> (it will default to “N” which is what you want it to do)

14. In the Ethnicity field, hit <F4> and select either Hispanic or non-Hispanic, depending on what the client specified on their application; then hit <ENTER>

15. If the Race field, hit <F4> and select the race as the client has indicated on their application; then hit <ENTER>

16. In the Handicapped/Disabled field, hit <F4> and select “Disabled” if the client has noted on their application that they are disabled.  Do not choose “handicapped” or “both”.  If the client is not disabled, select “Neither.”  Then hit <ENTER>

17. Since the pre-application does not specify whether or not the client needs a special unit or not, hit <ENTER> and let the special unit field default to “N.”

18. In the bedroom size field, key the number of bedrooms the family is eligible for.  The correct number of bedrooms is written in on the pre-app form.  Then hit <ENTER>

19. In the HH type field, hit <F4> and select the appropriate code:  F (Family) for any family with more than 1 person in it; E (Elderly) for any single client or HOH of a family who is 62 or older; and S (Single) for any single client who is not elderly or disabled.   If a HOH is disabled, do not choose D (Disabled) as the family type.  In that case, choose S, F or E, as appropriate.

20. If a single client is both elderly and disabled, choose “E” as the family type.  After selecting the correct code, hit <ENTER>.

21. Staff are not required to fill in the “Est Gross Income” field or the “Est No. In Family” field – but you can fill them in if you wish.  When done, hit <ENTER> to continue to the next field.

22. MLS will prompt you with a red dialog box asking if you wish to create a new     record; to say yes, just hit <ENTER>.

III.    Assign Client to Chosen Waitlists
A. The cursor will automatically jump to the waitlist section of the screen.  Although the field is not preceded by a “^” symbol, you must hit <F4> to open the waitlist picklist.

1. In the picklist, select the program or building the client is applying for, then hit <ENTER>.

See Page 7 for list of programs and their appropriate waitlists

NOTE:  IF THE CLIENT HAS APPLIED FOR SECTION 8, THE SECTION 8 WAITLIST MUST BE ENTERED LAST, AFTER ALL OTHER WAITLISTS ARE ENTERED.

2. An individual waitlist screen will appear.  Hit <ENTER> and the waitlist status picklist will open.  All waitlists should have a status of “05”, or “06” if they are a resident manager.  DO NOT USE 05 FOR RESIDENT MANAGERS.  After selecting the proper status code, hit <ENTER>.
3. IF THE APPLICANT WAS SCHEDULED FOR AN ADMISSIONS INTERVIEW AT THE WORKSHOP, be sure to use code 15, “1st Appt Scheduled”.

4. Continue to hit <ENTER> to move through all the fields in the waitlist screen.  When your cursor is in the sequence date, you will need to manually key in the date that the client attended a workshop.  The workshop date will be both the sequence and the application date unless they were previously on the waitlist, then you will not be able to change the original application date.  The workshop date is found on the pre-application.

5. Hit <ENTER> after entering the sequence date; the bedroom size will fill in automatically as you hit <ENTER> through that field.  

6. Then manually key in the workshop date in the application date field and hit <ENTER> (no need to key this field if this is the first time you are entering; it will automatically fill in the date in the sequence screen, so you can just continue to hit <ENTER>).

7. In the federal preference field, hit <ENTER> to default to “Y,” if the waitlist you’ve chosen is a Section 8, New Construction or LIPH waitlist.  If the waitlist is an SSHP waitlist, then select “N” in the federal preference field, and hit <ENTER>.

8. Continue to hit <ENTER> through the remaining fields on the screen until MLS prompts you for the eligibility code.  Put “P” for pending.  

9. IF THE APPLICANT WAS SCHEDULED FOR AN ADMISSIONS INTERVIEW AT THE WORKSHOP, be sure to enter the date of their interview in the Interview Date field.

10. Hit <ENTER> to reach a red dialog box asking if you wish to create or save this record; hit <ENTER> to indicate yes.

11. After the first waitlist screen has been completed, MLS will return you to the waitlist section of the master screen.  Make sure your cursor is blinking on the already entered waitlist entry, and hit <F5> to add another waitlist screen to this client’s record.

12. In the waitlist picklist, select the next waitlist the client wants to be on, and fill in the individual waitlist screen just like you filled in the first one.  

IV. Complete Household Records Screen

A. When finished entering the waitlist screens, make sure you’re looking at the client’s master screen, and hit <ALT> + A to get into the Access menu, then

1. Select “Household Records” and hit <ENTER>

2. In the individual household record screen for the head-of-household, most of the fields will fill in automatically.  Hit <ENTER> to move through the fields until you get to “Sex,” then key in M or F.  

3. Hit <ENTER> through the SS number field and then key in the HOH’s birthdate from the application.  Hit <ENTER> through the race, ethnicity, and place of birth fields.  

4. In the “Elig Code” field, hit <F4> and select “PV”; you’ll never select any other code. Then hit <ENTER> through the next few fields, down to the “income” field

5.  Hit <ENTER> once in the income field and a blank income record will be displayed.

6. Hit <F4> to display an income type picklist, and select the income type that best describes the HOH’s income; then hit <ENTER>

7. Key in the amount of monthly income for the household in the amount field (example: key in $339.00 as 339), then hit <ENTER> and hit <F4> to display the payment period picklist 

8. Select “monthly” (always) and hit <ENTER>; then hit <ENTER> through to the income source code field

9. Hit <F4> and select the code for the kind of income the client receives, then hit <ENTER>

10. Hit <ENTER> through the next few fields until there’s a “Y” in the Verification field, then hit <F2> to save the record and hit <ESC> to get to the main Household Records screen (black background, not blue)

11. If there are additional household members, create individual records for them by hitting <F5> on the main Household Records screen and then filling in their individual records as you did for the HOH.

12. In individual household screens for different family members, you will have to manually key in the person’s name (exactly as it shown on the Social Security cards/pre-application)

13. Hit <ENTER> and hit <F4> to open the relationship picklist.  In this picklist, select the relationship of the family member to the head-of-household.  

14. For adults not married to the HOH but listed as “partner” or “co-head”, etc. on the client’s application, choose “co-head” from the picklist.  

15. If another household adult is simply a roommate or a relative, choose “other adult” from the picklist. 

16. Hit <ENTER>, key in the sex, hit <ENTER> 

17. Key the person’s SS number directly from their SS card/pre-application (you’ll have to include the dashes as well).  

18. Hit <ENTER> and key in the birthdate

19. For other household members, you will have to select a race and ethnicity; select the race and ethnicity as that of the HOH for all other household members, unless the application indicates otherwise.

20. Complete the rest of the record as you did for the HOH; however, do not enter any income records for other household members.  All family income should be entered in the HOH’s household record.

21. When all household records have been entered, hit <ESC> from the main Household Records screen, back to the client’s master screen.

22. Note: Do not key in any information in the Assets screen; this is done by the ES’s at family’s admission interview

V. Complete Preferences Screen

A. From the client’s master screen, hit <ALT> + A and select “Preferences” and hit <ENTER>

1. If the client is applying for Section 8 or LIPH, then use your arrow keys to choose the federal preference the client qualifies for.  Check the pre-app to see what preference they’re claiming. 

2. The “Displaced” field on the screen is to be filled in for either the Displaced preference or the Homeless preference

3. When your cursor is blinking on the appropriate preference, hit the spacebar to select it; an “X” will appear in the chosen field.

4. If the client is applying for SSHP, then hit <ENTER> down to the local preferences part of the screen

5. Hit <F4> to open the local preferences picklist, and select the preference the client qualifies for - this should be listed on the pre-app.

6. If the client is applying for both a federal housing program (Section 8, LIPH, New Construction) and SSHP, then both areas of the Preferences screen need to be filled in

7. If the client is applying for a federal program but does not claim a federal preference at all, then leave that part blank on the Preferences screen  The bottom areas should be filled in.  You need to select “New Applicant – No Federal Preference” 

8. When done with the federal and/or local preference areas of the screen, hit <F2> to save the record, then hit <ESC> to go back to the client’s master screen.

HINT:  It is better to fill in the lower area for all programs at the time of admission even if they are only applying for LIPH.  The preference for SSHP will only show when the applicant applies for that program.

VI. Complete Other Information Screen

A. From the client’s master screen, hit <ALT> + A and select “Other Information” and hit <ENTER>

1. If the client speaks another language, needs an interpreter, needs an accommodation, or is currently staying in a Qualified Building, note this information in this screen.

VII. Create an Entry in the Notes Screen

A. From the master screen, hit <CTRL> + N to open the Notes screen, then

1. Type in the following phrase: “[mm/dd/yy] Attended workshop on [mm/dd/yy].  Applied for [list all waitlists the client is on]; [list priority code].  Confirmation letter sent on [mm/dd/yy]. .[your initials][your phone extension]”     Example:  “02/01/2002  Attended workshop on 1/27/03.  Applied for S8, Urgent Need, Ravenna and Schwabacher; PC 1.  Confirmation ltr sent 2/1/02....MD1530”

2. Then hit <F2> to save the Notes
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When all household records have been entered, hit <ESC> from the main Household Records screen, back to the client's
master screen.
Hit <ALT> + A again, and select Asset Records, then hit <ENTER>
Ifthe Eamily has no assets listed on their application, do not go info the Assets records
Ifthe Eamily has any assets listed on their application, key in the word "Checking" in the first two fields on the assets screen,
then hit <ENTER> a couple times until you are in the assets value field.
In this field, enter the total amount of family assets, then hit <ENTER > through all the other fields on the screen, until you
are prompted by MLS to save the record, at which point you'll hit <ENTER> again
Then hit <ESC> uniil you're back at the client's master screen again, and hit <ALT> + A again
| Select "Preferences” and hit <ENTER>
Ifthe client is applying for Section 8 or LIPEH then use your arrow keys to choose the federal preference the client qualifies
for. Check the pre-app file checklist to see what preference they're claiming.
«| The "Displace" field on the screen can be filled in for both the Displaced preference and the Homeless preference
When your cursor is blinking on the appropriate preference, hit the spacebar to select it, an *X" will appear in the chosen
field
| Ifthe client is applying for SSHP, then hit <ENTER> down to the local preferences part of the screen
Hit <F4> to open the local preferences picklist, and select the preference the client qualifies for - this should be listed on the
pre-app file checklist, or on the SSHP application in the file
.| Ifthe clientis applying for both a federal housing program (Section 8, LIPH, New Construction) and SSHP, then both areas
of the Preferences screen need to be filed in
Ifthe client is applying for a federal program but does not claim a federal preference at all, then leave that part blark on the
Preferences screen
When done with the federal andlor local preference areas of the screen, hit <F2> to save the record, then hit <ESC to go
back to the client's master screen.
From the master sereen, hit <CTRL> + N to open the Notes screen
Type in the following phrase: "[MM/DDIYY Y] Applied for [list all waitlists the client is on]... [your initials][your phone
extension]' Example: "02/01/2002 Applied for S8, Urgent Meed, Ravenna and Schwabacher... MD1530
Then hit <F2> to save the Notes
Minimize MLS, do not close if, by using your mouse cursor and clicking on the
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Minimize MLS, do not close it, by using your mouse and clicking on the minimize button in the top right corner of your computer screen.


VIII. Create Confirmation Letter for Client

A. Minimize all your other open programs until you are looking at your desktop.  Then double-click on the Microsoft Explorer icon

1. When the Internet is open, click your cursor in the address field, and type in “Ourhouse”, then hit <ENTER>.

2. SHA’s Intranet homepage will be displayed; then click once on “Workgroups”

3. Click once on “Crystal Reports”, then click on “LOGIN”

4. In the User ID field, click on the downward arrow and keep scrolling until you find your name, then select your name by clicking once on it

5. Click once in the Password field, then type in the last four digits of your SS number, then click on “Sign In to Ourhouse Reports” 

6. Click on “Housing Programs”, then click on “Waitlist/Resident Placement”

7. At the bottom of the screen, click on “Waitlist Letters”

8. On this screen, you will generate a confirmation letter for the client to let them know what waitlists they’ve been entered on.

9. The default letter is already highlighted - it’s “Applicant Confirmation Letter - By Applicant ID”

10. Click on “Create Report”; at the “Tenant ID” prompt, click your cursor once in the white field and type in the client’s SS number, including dashes

11. The completed letter will appear on the screen; print it out on letterhead (you’ll need to click on the tiny print icon to get the letter to print out properly)

12. If you will be keying more pre-app files, leave the letter-writing screen open on your computer; you can click on the lightening bolt icon just above the displayed letter to erase the last letter and allow you to key in a new client SS number for a new letter.  If you don’t click on the lightening bolt icon, Ourhouse will probably make you log in all over again before you can complete a new letter for another client

B. After printing the appropriate letter, position your mouse cursor on the MLS icon on your desktop toolbar, and click once to re-display MLS on your screen

1. Now hit <ESC> several times until you are back at the MLS master menu, so you can choose Tenant Locator to begin keying a new pre-app file

PROGRAM WAITLISTS:

For New Construction:

Choose by building, where the designation “NC” precedes the building name, example:

 “NC Market House”

For Section 8 Voucher:

Choose “Section 8” ONLY – IGNORE ALL OTHER SECTION 8 WAITLISTS

For SSHP:

Choose by building, and by age range – the waitlist MUST BE AGE SPECIFIC, example:

“322 RAVENNA SCHOOL APTS 18-61”, “322 RAVENA SCHOOL APTS 62+”

DO NOT USE THE NON-AGE SPECIFIC SSHP WAITLISTS

For LIPH:

For all 2 to 5 bedroom applicants, ONLY choose “LIPH” waitlist 

For 1 bedroom applicants, 

choose EITHER “000 URGENT NEED” (if applicant has applied for urgent need), OR choose by specific building (if applicant has applied for site specific waitlist), example: “033 BEACON TOWER”

DO NOT EVER USE THE “LIPH” WAITLIST FOR PEOPLE WHO ARE 1 BDRM ELIGIBLE!

DO NOT PUT A 1 BDRM APPLICANT ON BOTH THE URGENT NEED AND SITE SPECIFIC WAITLISTS!

This is the minimize button
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