
HOUSING APPLICATION INSTRUCTIONS
THE DEPARTMENT OF HOUSING & RESIDENCE LIFE



LOG IN WITH 
YOUR 
STUDENT 
EMAIL AND 
PASSWORD

*YOUR STUDENT EMAIL WILL END 
WITH @BRONCOS.UNCFSU.EDU

EX. 
JDOE1@BRONCOS.UNCFSU.EDU



CLICK HERE TO SEE THE 
HOUSING APPLICATION AND 
UPDATE PERSONAL 
INFORMATION



CLICK HERE TO ACCESS THE HOUSING 
APPLICATION



CHOOSE THE 
APPLICABLE 
APPLICATION

EX. IF YOU ARE A NEW 
STUDENT OR FIRST 
TIME FRESHMAN, YOU 
WILL SELECT THE 
‘FIRST TIME FRESHMAN 
& NEW TRANSFER’ 
APPLICATION



SIGN HERE, AFTER 
READING THE 
STUDENT HOUSING 
AGREEMENT. 

CLICK CONTINUE AT 
THE BOTTOM OF THE 
PAGE



COMPLETE 
ALL 
QUESTIONS 
AND PRESS 
CONTINUE.

*IF THE CONTINUE 
BUTTON IS GREYED 
OUT, PLEASE 
REMOVE ANY 
PUNCTUATION IN 
THE ‘ABOUT ME’ 
SECTION



COMPLETE 
ALL 
QUESTIONS 
AND PRESS 
CONTINUE.

*EMERGENCY 
CONTACT = 
PARENT/GUARDIAN

*MISSING PERSON 
CONTACT = CLOSE 
FRIEND AND/OR 
FAMILY MEMBER



CLICK THE CONTINUE 
BUTTON TO 
PROCEED TO THE 
PAYMENT PORTION 
OF THE HOUSING 
APPLICATION

*A POP-UP WILL DISPLAY 
ONCE YOU CLICK 
CONTINUE TO SHOW THE 
PAYMENT WINDOW. 
PLEASE DO NOT CLOSE 
THIS WINDOW



COMPLETE ALL 
INFORMATION, 
AND PRESS 
CONTINUE AT THE 
BOTTOM OF THE 
PAGE

*ACCOUNT NUMBER = 
DEBIT/CREDIT CARD 
NUMBER

IF PAYMENT HAS BEEN 
ACCEPTED, YOU WILL 
RECEIVE A ‘THANK 
YOU’ MESSAGE.

AFTER COMPLETING 
THE PAYMENT, PLEASE 
GO BACK TO THE MAIN 
PAGE TO COMPLETE 
ROOM SELECTION.



COMPLETE ROOM 
SELECTION HERE

AFTER CONFIRMING 
YOUR  ROOM 
SELECTION, YOUR 
ROOM ASSIGNMENT 
WILL SHOW HERE



SEARCHING/REQUESTING A ROOMMATE
THE DEPARTMENT OF HOUSING & RESIDENCE LIFE



CLICK THE 
‘ROOM 
SELECTION’ 
TAB



CLICK THE 
‘SELECT 
ROOMMATES’ 
TAB



YOUR ROOMMATE 
REQUESTS AND PENDING 
REQUESTS WILL SHOW 
HERE.

*ROOMMATE REQUESTS = 
STUDENT(S) WHO YOU 
HAVE REQUESTED

*PENDING = OTHER 
STUDENTS WHO HAVE  
REQUESTED YOU, AS A 
ROOMMATE



CLICK 
‘SEARCH FOR 
ROOMMATE’



IN THIS SECTION, 
YOU CAN SEARCH 
FOR ROOMMATES 
BY FIRST/LAST 
NAME, OR HOW 
THEY ANSWERED 
THEIR ‘ABOUT 
ME’ QUESTIONS

AFTERWARDS, 
CLICK THE ‘BEGIN 
SEARCH’ BUTTON



THIS WILL SHOW 
ALL SEARCH 
RESULTS FROM 
THE CRITERIA YOU 
CHOSE

ONCE YOU CHOOSE 
YOUR PREFERRED 
ROOMMATE, CLICK 
‘REQUEST 
ROOMMATE’

*YOUR REQUESTED 
ROOMMATE, WILL HAVE 
THE OPTION TO ACCEPT 
OR DENY YOUR REQUEST.

IF THEY ACCEPT YOUR 
REQUEST, YOU WILL SEE 
YOUR ROOM AND 
ROOMMATE ON YOUR 
HOUSING PORTAL 
HOMEPAGE



ON THE REQUESTERS 
SIDE:

CLICK THE THREE 
DOTS TO EXPAND THE 
MENU. 

2. VIEW = VIEW THE 
REQUESTED STUDENTS 
PROFILE

3. MESSAGE = SEND YOUR 
REQUESTED ROOMMATE A 
MESSAGE

1. POKE = REMIND 
REQUESTED ROOMMATE 
TO RESPOND TO REQUEST

4. DELETE = YOU NO 
LONGER WISH TO 
REQUEST THE STUDENT TO 
BE ROOMMATES

1.

2.

3.

4.



ON THE REQUESTED 
ROOMMATES SIDE:

CLICK THE THREE 
DOTS TO EXPAND THE 
MENU. 

1. VIEW = VIEW THE 
REQUESTED STUDENTS 
PROFILE

2. MESSAGE = SEND YOUR 
REQUESTED ROOMMATE A 
MESSAGE

3. ACCEPT = ACCEPT THE 
ROOMMATE REQUEST

4. DELETE = DENY 
ROOMMATE REQUEST

1.

2.

3.

4.



ON YOUR PORTAL 
HOMEPAGE, YOU 
SHOULD SEE YOUR 
ROOM SELECTION 
AS WELL AS 
ROOMMATE



*UPDATING YOUR ROOMMATE PROFILE
THE DEPARTMENT OF HOUSING & RESIDENCE LIFE

*THIS IS AN OPTIONAL STEP

● PLEASE REMEMBER THAT YOUR ROOMMATE PROFILE WILL BE DISPLAYED FOR POTENTIAL ROOMMATES TO 
SEE.

● PLEASE DO NOT INCLUDE ANY INFORMATION THAT YOU WOULD NOT WANT TO BE DISPLAYED/SHOWN.
EX. HOME ADDRESS, PERSONAL NUMBERS, BANNER ID, ETC.



ON YOUR PORTAL 
HOMEPAGE, CLICK 
THE ‘PERSONAL 
INFORMATION’ TAB



CLICK THE 
‘ROOMMATE 
PROFILE’ TAB



HERE, YOU CAN 
CHOOSE IF YOU 
WOULD LIKE TO 
DISPLAY ANY 
INFORMATION 
ABOUT YOURSELF 
TO POTENTIAL 
ROOMMATES

YOUR ROOMMATE 
PROFILE, SHOWS 
POTENTIAL 
ROOMMATES 
MORE 
INFORMATION 
ABOUT YOU.

THE ‘MY PROFILE’ 
PORTION IS TO 
SPEAK MORE 
ABOUT 
YOURSELF, 
SIMILAR TO A 
SHORT BIO.



HERE, YOU CAN 
CHOOSE IF YOU WOULD 
LIKE TO DISPLAY ANY 
INFORMATION ABOUT 
YOUR SOCIAL MEDIAS 
OR WAYS TO CONTACT 
YOU, TO POTENTIAL 
ROOMMATES.

CLICK, ‘UPDATE 
ROOMMATE PROFILE’ 
ONCE COMPLETED.

*PLEASE REMEMBER 
THAT YOUR 
ROOMMATE PROFILE 
WILL BE DISPLAYED 
FOR POTENTIAL 
ROOMMATES TO 
SEE.

*PLEASE DO NOT 
INCLUDE ANY 
INFORMATION THAT 
YOU WOULD NOT 
WANT TO BE 
DISPLAYED/SHOWN.

EX. HOME ADDRESS, 
PERSONAL 
NUMBERS, BANNER 
ID, ETC.



HERE IS AN 
EXAMPLE OF 
WHAT POTENTIAL 
ROOMMATES WILL 
SEE, WHEN THEY 
VIEW PROFILES.

JANE DOE


