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ROOM SELECTION

GUIDE

Selection Process

Follow the steps below to complete Room Selection
*This section is for group leaders and individuals.
*If you are a group member check your email for an assignment and then skip to Confirmation Process on page 6.

Step 1: Go to the ManageMyHousing page.
Step 2: Click the CLICK HERE button and log in using your UTC ID and password.

Manage My Housing

Residence Halls

Residential Learning
Communities

Faculty-in-Residence Student Housing

¢ Current Students: Submit work order, Fall
Incoming Student Checkout, and view assignment details.
* Apply

Current Students

Summer Housing i

Forms and Policies




Step 4: Click on ROOM SELECTION/CONFIRMATION.
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Application Summary
Term: Academic Year 2020-2021

Hi Scrappy

MOC, WeICOme Application Status: Complete
To Manage My )
. Booking Summary
Housing!
Active Booking (Checked in)
Building: Boling
Use the blue navigation bar or click on the Room:

3-line icon (E )in the top left corner to Room Type: Private without laundry

show the menu. Bed Size: Twin XL

Floor Plan: 4 bedrooms (private) 1 bath for 4 residents
APPLY & $25 APPLICATION FEE: complete

your application and pay the $25

application fee, which is a one-time fee per Upcoming Booklngs

student. You do not have any upcoming bookings.

ROOMMATE SEARCH: to edit/update
roommate questions, groups or search for Meal Plan Summary
roommates, click Apply for Housing, select Fall: Gold Mocs Bucks

the application by clicking continue and Spring: Gold Mocs Bucks

then click the roommate questions or

group link on the left.

Mailing Information

Step 5: Click CONTINUE in the Academic Year section.
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Term Selector *If you reach this page before
Please selecta term below o sartor continue with your applcatfin. Room Selection is available, you
will reach the screen below.

Academic Year
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* You started your application

« Your application is complete

* vou have pald the application fee
.

.

‘fou have not signed the contract

‘You have not paid the pre-payment Room Selection Unavailable

web: utc.eduhousing
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Step 6: On the Building Selection page. You will be able to select from the
buildings with available rooms. Click SELECT for your preferred building.
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Building Selection *If you reach this page before
your time slot to select a room
you Will reach the screen below.

Ihe bulldings/rooms balow have vacancles avallatie, f you do not see & bulldingrocms, there are no zpaces n that bullding to select.
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v arcmsucesiesn |nactive Timeslot

Decosimao Johnson Obear Lockmiller

Step 7: Once you select a building it will take you to the Room Selection page
where you can select an apartment for you and your roommate group.
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Room Selection

Room Types
| rivate with laundry } ; B
The: buildingsracms below have vacancies available. I yeu do not see 4 building/raams, thers are no spaces in that
O mrsae v saniry 28 Building 1o select.

Rooms

L sieaie M .
W eI B
M sra-zee . = ran e

O sre-a18 _!:. . ‘,_ _l

-

| stoate R L _.-,

[ smaaizs v b= B

O sre-at2e STO-3106A STO-31068 STO-3106C STO-3106D

| sto 3127 £ < e 1 - 1=

From $3782.00 per From $3762.00 per From §3732.00 per From §3782.00 per
session sEssion swsinn sesson
Private with laundry Private veith laundry Private with laund-y Frivate with laundry

Bed: Full Size Ded: Full Size Bed: Full Size Bed: Full Size

Show Room Info Show Room Info Show Reoom Info

5 CLooo s
ADD TO CART ADD TO CART ADD TO CART ADD TO CART
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Step 8: Select a room in the apartment by clicking ADD TO CART.
If you are in a roommate group this will select all other vacant rooms in the apartment.

If you are not in a roommate group this will select that individual bedroom in the apartment.
Click SAVE & CONTINUE.

Oseane o ~P— S -2 ST -5 =
7 sroaess e R I IR i R

STO-310BA STO-31068 STO-3106C STO-3106D

- T - 1l 1=

From $37EL.00 per From $37E2.00 per From §3782.00 per From §3782.00 per
i i essinn

N

Private with launsdry Privatewoith laundry Private with laund-y
Dect: Full Size Dedl: Full Sice Bl Full Size
how foom Info Show fioom Info Show A
ADD TO CART ADD TO CART ADD TO CART
(=1 = L =
NMETE + - PLo=TE
Ve e g
. / PAMIRN I; |
N - / S -
o el b
STO-3106A STO-31068 STO-3106C
TE= 1= Tk Tes
Fram $3782.00 per From $3782.00 per From $3752.00 per From $3752.00 per
session session session session
Private with laundry Private with laundry Private with laundry Private with laundry
Bed: Full Size Bed: Full Size Bed: Full Size Bed: Full Size
Show Room Info Show ficom Info Show Room Info Show Roorm Info
REMOVE FROM REMOVE FROM REMOVE FROM REMOVE FROM
CART CART CART CART

* If you select a room with fewer vacancies than the size of your group you will receive the following error at the top of the screen.

= Apply for Housing  Room Selection/Confirmation ™ 08:49

Log Out|
Room Selection

You have selected rooms with 2 available space(s), but your roommate group contains 3 member(s) without bookings. There are not enough beds
available to assign all roommates,

* If you have an apartment selected and try to select another apartment you will receive the following error at the top of the
screen. Remove an apartment from your cart by clicking REMOVE FROM CART.
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W 07:57 Log Out]

Room Selection

| Please select rooms from the same unit.

* If you pick a room and another student has selected the room before you then you will receive the below message.
Room Selection

| The item you selected is no longer available.
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Step 9: On the Assign Beds page. You will assign yourself and any group members
to a bedroom.
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Under each person, you will
designate the exact bed you would
like them to be assigned to.

My Room

Assign Beds

Scrappy
Age: 19
Gender: Male

Scrappy
I.- Seiect8ed - Age19

Gender: Male

Select Bed

Select Bed
STO-3117A (1 total spaces, 1 available, 0 unavailable)

STO-3117B (1 total spaces, 1 available, 0 unavailable)
Iy R t STO-31178
y Roommates STO-3117C (1 total spaces, 1 available, 0 unavailable)
Brlow are your current roommates. You ¢ 5TO-3117C

STO-3117D (1 total spaces, 1 available, 0 unavailable)
STO-3117D

n assign beds Lo all of them.

Step 10: Once you and any group members are assigned, Click ASSIGN BEDS.

*This finalizes the assignment and you will NOT be able to make changes
once you click ASSIGN BEDS.

M

Scrappy
Age: 19
Gender: Male
STO-3TA
My Roommates . . .
et arc yosr cursnt rosmmate. You can assgn beds o1 of ner. *If you do not finalize the assignment
within 10 minutes the cart will expire.
Steven Yancy You will receive the below message
o il o il when you have 1 minute left.

Warming, you huve bess than 1
minyte to complete your cart,

CLEAR SELECTIOM (CART ASSIGM BEDS

* If you miss assigning one of the group members you will receive the following error at the top of the screen.

Assign Beds

All roommates must be assigned a bed before cantinuing.
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Confirmation Process

Follow the steps below to Confirm Your Room

*If you are already on the Start Confirmation Process Page then skip to Step 5.

Step 1: Go to the ManageMyHousing page.

Step 2: Click the “Click Here” button and log in using your UTC ID and password.

Step 3: Click on ROOM SELECTION/CONFIRMATION
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Manage My Housing

Application Summary

Housing Hi stacy
— Town, Welcome P Compite
to Manage My
5 Booking Summary
Residence ol Housing!

Active Booking (Checked in)

Residential Learning . gty
omm Roor:

Room Type:

Bed iz Twn .

Foorlan: e
PLICATION FE: complets

n and pay e $25

Facultyin-Residence

Student Housing
+ Current Sudents: Submit work order, Fall

.. Upcoming Bookings

You oot have any ocoming bockings

Checkour, andview assignment detais.

« Apply for Spring 2021 Housng

« Applyfor 2021/2022 Academic Year
Housing

Incoming Student

Currene studens

Meal Plan Summary
Gl Here B
Surmar Housing

crms and Polcies ’ !
b 2 Mailing Information

Step 5: Once you have completed the assignment process, you will start the Confirmation
Process, which gives you an assignment overview about the room assignment

and roommates.
]
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Log Out.

Assignment - Start

Assignment - Start Confirmation Process
Confirmation Process

You have picked or been assigned the following room.
Housing Contract (Academic

Yeur) Bress Continue below to Start the confirmation process.
Booking Summary
Room: STO-3117A

Room Type: Private with laundry
Bed Size: Full Size

Building: Stophel

Floor Plan:

Mailing Address:
The University of Tennessee at Chattanooga

Stophel, Apt. STO-2117
818 University Street
Chattanaoga, TN 37403

Available To:

* Transfer

Heae—tm ]
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Term Selector

Academic Year

s the contact.
+ You havenotpadthe sresayment

Everyone will receive an email stating
they have received an assignment,
they have 4 days from that email to
log in to sign the contract, pay the
prepayment and select a meal plan.

You've been assigned!  inboxx &
housing@utc.edu via amazonses.com Y ° “«
tome -

Hi

Congratulations! You have received a room assignment or room change

Please log into Manage My Housing and select "Room Selection and Confirmation" to review your
assignmentroommates.

If you haven' done so already, continue through the process to agree to the housing contract, submit the $400 pre-
payment, and select a meal plan. Failure to agree to the contract AND pay the $400 pre-payment within 4 days will result
in your room assignment and application being canceled

Important Details
By signing up for on-campus housing and being assigned a room, you have agreed to a contract to live on campus. If
your plans change, please keep in mind that the pre-payment may be refundable in full of the resident's notice of
cancellation is received prior to May 1. If the resident's notice of cancellation is received on or after May 1 and prior to
June 1, the resident will be refunded 50% of the pre-payment. If the resident's notice of cancellation is received on or
after June 1, the resident will not be entitied to a refund of any portion of the pre-payment.

Sincerely,

Housing and Residence Life
University of Tennessee at Chattanooga

coNTINUE

Step 6: Click CONTINUE to confirm the assignment. This will take you to the Contract
page. You will sign the Housing Contract by inputting your UTC ID.
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Assignment - Start

UTC Housing and Residence Life Contract

confirmation Process
Housing Contract (Academic  Terminology

vear) * Housing Defined: "Housing" shall be:
* Location:North or South Campus (or a temporary overflow location)
* Building: 8ed, and Unit to be assigned by UTC Housing and Residence Life

+ Commencement Date Defined: “Commencement Date" shall be: 8/13/20 at 8 AM

+ Expiration Date Defined: "Expiration Date", Contract nd Date shall be: 4/28/21 at 12 PM

= Winter Break: In addition, residence halls close for approximately four (4) weeks during winter break, and
Residents are not permitted entry during that time.
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Step 7: You will be taken to the Pay Pre-Payment page, which will prompt you to

pay the $400 pre-payment.
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Assignment - Start Pay Pre-Payment

Confirmation Process

v

By signing up for on-campus housing and being assigned a room, you have agreed to a nine-month contract to live
Pay Pre-Payment
4 ! on campus
Each resident must remit a four hundred dollar ($400) prepayment to retain a room assignment. The $410 pre-
payment will be applied to your fall bill in july.

If your plans change. then please keep in mind that the pre-payment may be refundable in full if the Refident's
notice of cancellation Is received prior to May 1, 2020. If the Resident's notice of cancellation is receive/ on or after

nd prior to June 1, 2020, Resident will be refunded 50% of the pre-payment, If the Resig nt's notice of

< received on or after June 1, 2020, Resident will not be entitled to a refund of any pogfin of the pre-
payment.

Once you have paid the pre-payment
then you will be prompted to select a
meal plan.
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Meal Plan

SAVE & CONTINUE

Web: utc.eduhousing

Step 8: Once you have completed the confirmation process, you will end at the
Completion Summary page, which gives you an assignment overview
about the room assignment and roommates.
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Assignment - Start, COmp'etiOn Summary

Confirmation Process

v

o) Heatpen Assignment Confirmed

Completion Summary
Thank you for confirming your room assignment for

Booking Summary
Room; STO-3117A

Roem Type: Privats with laundry
Bed Size: Full size

Building: Stophel

Floor Plan:

Mailing Address:
The University of Tennesse= 2t Chattanooga

Stophel, Apt. STO-3117
2318 Universily Stre

Congratulations!

You have completed all the steps for selecting and confirming your room!
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