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Directions for Downloading the Housing Intake Form for METAR 

1. On the CRM homepage, check the top left corner to ensure it shows “ASO

UI”. Then, select the family you are looking for (this view is the training CRM).

2. Select, “Family Members”.
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3. Select the family member you are looking for.

4. Select the 3 dots, then select “Housing”.
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5. Enter a new housing form or select a saved housing form from the list. If entering a new 
form you will need to save and close it before you can print it. Select the form you want to 
print so that it has a check next to the row as seen below.

6. Next, select the 3 dots in the top right corner. Then select, “Word Templates”. Make 
sure that you are accessing the "Word Templates" on this top navigation bar and not 
the one right above "Housing Associated View". 
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7. Under Word Templates, select “Housing”.

8. Select the newly downloaded word document in the bottom left corner.
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9. This will be the final product.

Tips:
1. Click on the "Enable Editing" at the top of the page.
2. Save it to your computer.
3. Once downloaded on to your computer complete the Citizen and MA Residacy questions located
in the top section of the form and save.
4. METAR Intake forms are to be emailed to the 3 emails at the top of the form
5. Remember to include the RRRA Referal form




