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Students access the MyHousing program through the Student Resources tab on their 
Gateway.   
 
The opening page of the program is MyHousing Overview. On it, students will find their 
ÃÕÒÒÅÎÔ ÈÏÕÓÉÎÇ ÉÎÆÏÒÍÁÔÉÏÎȟ ÁÎÙ ÆÕÔÕÒÅ ÒÏÏÍÍÁÔÅ ÒÅÑÕÅÓÔÓ ÔÈÅÙȭÖÅ ÍÁÄÅ ÁÎÄ ÉÎÆÏÒÍÁÔÉÏÎ 
about future room selection processes. On the left, there is a navigation bar with a link for 
the home overview page, a drop-down menu for room selection and other links, including 
access to seeing all available rooms, financial information, meal plan information and 
frequently asked questions.  
 



All of the links for roommate preferencing and room selection are found under the drop-
ÄÏ×Î ÍÅÎÕ Ȱ2ÏÏÍ 3ÅÌÅÃÔÉÏÎȢȱ 4ÈÅÙ ÉÎÃÌÕÄÅ Ȱ-Ù 2ÏÏÍ 3ÅÌÅÃÔÉÏÎ )ÎÆÏÒÍÁÔÉÏÎȟȱ Ȱ2ÏÏÍÍÁÔÅ 
3ÅÌÅÃÔÉÏÎȟȱ Ȱ3ÅÌÅÃÔ Á 2ÏÏÍȾ3ÕÉÔÅȱ ÁÎÄ Ȱ2ÅÑÕÅÓÔ Á 2ÏÏÍ #ÈÁÎÇÅȢȱ  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4ÈÅ ÆÉÒÓÔ ÌÉÎËȟ Ȱ-Ù 2ÏÏÍ 3ÅÌÅÃÔÉÏÎ )ÎÆÏÒÍÁÔÉÏÎȟȱ ÇÉÖÅÓ ÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ ÔÈÅ ÙÏÕÒ ÌÏÔÔÅÒÙ 
time and when you will have access to select rooms. 
 

 
 
4ÈÅ ÓÅÃÏÎÄ ÌÉÎËȟ Ȱ2ÏÏÍÍÁÔÅ 3ÅÌÅÃÔÉÏÎȟȱ ×ÉÌÌ ÓÈÏ× ÙÏÕ ÁÎÙ ÒÏÏÍÍÁÔÅ ÒÅÑÕÅÓÔÓ ÙÏÕ ÈÁÖÅ 
and have a form to request a roommate. 
 

 
 
 



4ÈÅ ÔÈÉÒÄ ÌÉÎËȟ Ȱ3ÅÌÅÃÔ Á 2ÏÏÍȾ3ÕÉÔÅȟȱ ÇÉÖÅÓ ÙÏÕ ÔÈÅ ÏÐÐÏÒÔÕÎÉÔÙ ÔÏ ÃÈÏÏÓÅ ÒÏÏÍÓ ×ÈÅÎ 
your access is opened (access is open on the sample page).  
 

 
 
4ÈÅ ÆÏÕÒÔÈ ÌÉÎËȟ Ȱ2ÅÑÕÅÓÔ Á 2ÏÏÍ #ÈÁÎÇÅȟȱ ÐÒÏÖÉÄÅÓ ÙÏÕ Á ÆÏÒÍ ÔÏ ÆÉÌÌ ÏÕÔ ÔÈÁÔ ×ÉÌÌ ÓÅÎÄ ÁÎ 
email to Campus Life requesting a room change. The Office of Campus Life will review 
requests after all students are housed. 
 

 



To Preference  a Roommate: 
¶ Access myHousing from your Gateway. 
¶ #ÌÉÃË ÏÎ ÔÈÅ 2ÏÏÍÍÁÔÅ 3ÅÌÅÃÔÉÏÎ ,ÉÎË ÆÒÏÍ ÔÈÅ Ȱ2ÏÏÍ 3ÅÌÅÃÔÉÏÎȱ ÄÒÏÐ-down menu. 
¶ %ÎÔÅÒ ÓÅÁÒÃÈ ÃÒÉÔÅÒÁ ɉÎÁÍÅȟ ÅÍÁÉÌ ÁÄÄÒÅÓÓɊ ÉÎ ÔÈÅ Ȱ3ÅÁÒÃÈ ÆÏÒ ÎÅ× ÓÔÕÄÅÎÔ ÔÏ ÒÅÑÕÅÓÔ 
ÁÓ Á ÎÅ× ÒÏÏÍÍÁÔÅȣȱ ÆÏÒÍȢ #ÌÉÃË ÏÎ Ȱ2ÅÑÕÅÓÔ 3ÔÕÄÅÎÔ ÁÓ 2ÏÏÍÍÁÔÅȢȱ 
 

 



¶ If there are more than one person with the matching search criteria, you will need to 
ÓÅÌÅÃÔ ÙÏÕÒ ÄÅÓÉÒÅÄ ÒÏÏÍÍÁÔÅ ÆÒÏÍ Á ÌÉÓÔ ÁÎÄ ÐÒÅÓÓ Ȱ#ÏÎÔÉÎÕÅȱȢ 
 

 
 



¶ !ÆÔÅÒ ÙÏÕȭÖÅ ÓÅÌÅÃÔÅÄ Á ÒÏÏÍÍÁÔÅȟ ÔÈÅ ÓÔÕÄÅÎÔ ×ÉÌÌ ÁÐÐÅÁÒ ÉÎ ÙÏÕÒ #ÏÎÆÉÒÍÅÄ &ÕÔÕÒÅ 
Roommate Requests table. Until the person confirms your request, the status of that 
person ×ÉÌÌ ÒÅÍÁÉÎ Ȱ$ÏÅÓ .ÏÔ -ÁÔÃÈȢȱ 
 

 



¶ The student will be sent an email saying that you added them as a roommate 
request. 

o 9ÏÕ ÃÁÎ ÓÅÎÄ Á ÒÅÍÉÎÄÅÒ ÅÍÁÉÌ ÔÏ ÁÎÙ ÏÆ ÔÈÅ ÒÅÑÕÅÓÔÓ ÙÏÕȭÖÅ ÍÁÄÅ ÂÙ ÃÌÉÃËÉÎÇ 
Ȱ2ÅÍÉÎÄȢȱ 
 

 
 

¶ Add more roommates (up to 7) using the same search form. 



¶ !ÎÙ ÒÅÑÕÅÓÔÓ ÔÈÁÔ ÙÏÕ ÍÁËÅ ÏÒ ÍÁÔÃÈÅÓ ÔÈÁÔ ÙÏÕȭÖÅ ÃÏÎÆÉÒÍÅÄ ÃÁÎ ÂÅ ÃÁÎÃelled by 
ÃÌÉÃËÉÎÇ Ȱ2ÅÍÏÖÅȱ ÎÅØÔ ÔÏ ÔÈÅ ÎÁÍÅ ÙÏÕ ×ÉÓÈ ÔÏ ÒÅÍÏÖÅȢ !Î ÅÍÁÉÌ ÃÏÎÆÉÒÍÁÔÉÏÎ ×ÉÌÌ 
be sent. 
 

 
 

 



¶ When someone has added you as a roommate request, the overview/home page 
ÄÏÅÓ ÎÏÔ ÉÎÄÉÃÁÔÅ ÔÈÁÔ ÒÅÑÕÅÓÔȢ #ÌÉÃË ÏÎ ÔÈÅ Ȱ2ÏÏÍÍÁÔÅ 3ÅÌÅÃÔÉÏÎȱ ÌÉÎË under the 
Room Selection menu to see any pending roommate requests. 
 

 



¶ )Î ÏÒÄÅÒ ÔÏ ÃÏÎÆÉÒÍ Á ÒÏÏÍÍÁÔÅ ÒÅÑÕÅÓÔȟ ÃÌÉÃË Ȱ!ÄÄȢȱ   
 

 



¶ 7ÈÅÎ ÒÏÏÍÍÁÔÅ ÒÅÑÕÅÓÔÓ ÈÁÖÅ ÂÅÅÎ ÒÅÃÉÐÒÏÃÁÔÅÄȟ ÔÈÅÙ ×ÉÌÌ ÓÈÏ× ÔÈÅ Ȱ-ÁÔÃÈÅÓȱ 
status. 

o All roommates must match and approve each other so that the roommate 
group is fully matched. Remember that all roommates in a room, suite, 
apartment, or house must match each other reciprocally.  
 

 
 



To select a room after selection has opened:  
¶ Only one student from the matched roommate group needs to select a room. This 

would typically be the student who has the earliest lottery time.  
¶ #ÌÉÃË ÏÎ Ȱ3ÅÌÅÃÔ Á 2ÏÏÍȾ3ÕÉÔÅȱ ÆÒÏÍ ÔÈÅ 2ÏÏÍ 3ÅÌÅÃÔÉÏÎ -ÅÎÕȢ )Æ ÙÏÕÒ ÁÃÃÅÓÓ ÈÁÓ 
ÏÐÅÎÅÄȟ ÙÏÕ ×ÉÌÌ ÂÅ ÁÂÌÅ ÔÏ ÃÌÉÃË ÏÎ Ȱ&ÉÎÄ !ÖÁÉÌÁÂÌÅ 2ÏÏÍÓȟȱ ×ÈÉÃÈ ×ÉÌÌ ÄÉÓÐÌÁÙ ÁÌÌ 
available rooms of your group size. 
 

 



¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÅÌÅÃÔ 2ÏÏÍȱ ÂÕÔÔÏÎ ÎÅØÔ ÔÏ ÙÏÕÒ ÄÅÓÉÒÅÄ ÒÏÏÍ  ÏÒ ÁÎÙ ÒÏÏÍ ÉÎ ÔÈÅ 
suite/apartment/house you in which you would like to live. Note: this does not 
officially book  the room. You must assign beds (next step) within the space 
and confirm that selection in order to book the room.  
 

 



¶ Assign beds and click Submit Room Selection to confirm your booking. 
 

 



o If the space is available, you will get a screen congratulating you on 
completing your room selection.  
 

 
 
 

o If the room is not available, you will get a screen saying the room is 
unavailable with a link directing you back to the list of available rooms. 
 



After a space is selected, emails will be sent to you and all of your roommates confirming 
the room selection, who selected the room and who the roommates are. 
¶  

 

 
 



¶ The Home/Overview page will now reflect your room selection for the following 
year.  
 

 
*March 1st Update: Due to a software upgrade affecting the MyHousing system in the Spring 
of 2011, some screenshots may appear slightly different. For example, font sizes or the 
color of certain text may be different than what is shown. No functional changes have 
been made that affect t he way the system or selection process works. At the time of 
the release of these educational materials, new screenshots were not available. Campus 
Life is working with LIS to obtain these screenshots and will include them in the 
educational materials on our website as soon as we have them.  
 


