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ROOM RETENTION
STEP 1: LOG IN FROM myMOODY PORTAL BY CLICKING ON CAMPUS HOUSING UNDER THE RESIDENCE LIFE HEADING
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STEP 2:  CLICK Housing Selection Main Menu in the center of the page. 
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STEP 3: Once you get to the Housing Selection Main Menu, select “Retain Your Current Room”. 
[image: ][image: ]
[image: ][image: ]STEP 4:  CLICK RETAIN YOUR ROOM and then select NEXT STEP [image: ]
STEP 5: To register for your meal plan, click the Green Plus Sign to see Plan Details.  Then click Plan Type and select Meal. A list of meal plans will then become available in the Plan Drop down menu. To select a plan, click Add Meal Plan. This is required. Email Foodservice@moody.edu if you qualify for an exemption. 
[image: ][image: ][image: ][image: ]
[image: ]STEP 6: Review and Confirm. This process will not be complete until you click the FINISH button! You can also email or download a copy of your process summary for your records.  [image: ]




SAME FLOOR/NEW ROOM
STEP 1: LOG IN FROM myMOODY PORTAL BY CLICKING ON CAMPUS HOUSING UNDER THE RESIDENCE LIFE HEADING
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STEP 2:  CLICK Housing Selection Main Menu in the center of the page. 
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STEP 3: Once you get to the Housing Selection Main Menu, click SAME FLOOR/NEW ROOM. 
[image: ][image: ]
[image: ]STEP 4:  Confirm the Term Dates by clicking NEXT STEP [image: ]

STEP 5: This step is not required. To skip this step, click NEXT STEP. To Select a Roommate, click the Green Plus Sign. Type in your Roommates First and Last name, or their ID, and click SEARCH. In order to select your roommate, you will need to input their Roommate PIN (CAPS apply). Then click SELECT and NEXT STEP.
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STEP 6: Click the ROOM TYPE Dropdown Menu. This will show your options based on information you have input. If you input two roommates, you will only see Triple rooms available. If you input one roommate, you will only see Doubles. Select the ROOM TYPE and click SEARCH. Then click the links under AVAILABLE ROOMS BY LIVING AREA to show available options. To see additional details, you can click on the room. To LOCK a bedspace, click the LOCK ICON. Then add each Roommate to a Bed-Space and click NEXT STEP.
[image: ][image: ][image: ][image: ][image: ]
[image: ][image: ][image: ]STEP 7: Register for your meal plans, click the Green Plus Sign to see Plan Details.  Then click Plan Type and select Meal. A list of meal plans will then become available in the Plan Drop down menu. To select a plan, click Add Meal Plan. This is required. Email Foodservice@moody.edu if you qualify for an exemption. [image: ]

[image: ]STEP 8: Review and Confirm. This process will not be complete until you click the FINISH button! You can also email or download a copy of your process summary for your records.  [image: ]




GENERAL SELECTION; NEW FLOOR/NEW ROOM
STEP 1: LOG IN FROM myMOODY PORTAL BY CLICKING ON CAMPUS HOUSING UNDER THE RESIDENCE LIFE HEADING
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STEP 2:  CLICK Housing Selection Main Menu in the center of the page. 
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STEP 3: Once you get to the Housing Selection Main Menu, click NEW FLOOR/NEW ROOM. 
[image: ][image: ]
[image: ]STEP 4:  Confirm the Term Dates by clicking NEXT STEP [image: ]



STEP 5: This step is not required. To skip this step, click NEXT STEP. To Select a Roommate, click the Green Plus Sign. Type in your Roommates First and Last name, or their ID, and click SEARCH. In order to select your roommate, you will need to input their Roommate PIN (CAPS apply). Then click SELECT and NEXT STEP.
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STEP 6: Click the ROOM TYPE Dropdown Menu. This will show your options based on information you have input. If you input two roommates, you will only see Triple rooms available. If you input one roommate, you will only see Doubles. 
Select the ROOM TYPE and click SEARCH. 
Then click the links under AVAILABLE ROOMS BY LIVING AREA to show available options. To see additional details, you can click on the room. 
To LOCK a bedspace, click the LOCK ICON. Then add each Roommate to a Bed-Space and click NEXT STEP.
[image: ][image: ][image: ][image: ][image: ]
[image: ][image: ][image: ]STEP 7: Register for your meal plans, click the Green Plus Sign to see Plan Details.  Then click Plan Type and select Meal. A list of meal plans will then become available in the Plan Drop down menu. To select a plan, click Add Meal Plan. This is required. Email Foodservice@moody.edu if you qualify for an exemption. [image: ]

[image: ]STEP 8: Review and Confirm. This process will not be complete until you click the FINISH button! You can also email or download a copy of your process summary for your records.  [image: ]



ROOMMATE PULL-IN
STEP 1: LOG IN FROM myMOODY PORTAL BY CLICKING ON CAMPUS HOUSING UNDER THE RESIDENCE LIFE HEADING
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STEP 2:  CLICK Housing Selection Main Menu in the center of the page. 
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STEP 3: Once you get to the Housing Selection Main Menu, click SELECT YOUR ROOMMATE. 
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STEP 4: To Select a Roommate/Roommate Group, click the Green Plus Sign. Type in your Roommates First and Last name, or their ID, and click SEARCH. In order to select your roommate, you will need to input their Roommate PIN (CAPS apply). Then click SELECT and NEXT STEP.
 
[image: ][image: ][image: ][image: ][image: ]
STEP 5: Confirm your Bed-Space and Term Dates by clicking NEXT STEP.
[image: ][image: ]
[image: ][image: ]STEP 6: Book Your Roommates Bed-Space by clicking the Green Plus Sign. Add each Roommate to a Bed-Space and click NEXT STEP.[image: ]

[image: ][image: ][image: ]STEP 7: Register for your meal plans, click the Green Plus Sign to see Plan Details.  Then click Plan Type and select Meal. A list of meal plans will then become available in the Plan Drop down menu. To select a plan, click Add Meal Plan. This is required. Email Foodservice@moody.edu if you qualify for an exemption. [image: ]

[image: ]STEP 8: Review and Confirm. This process will not be complete until you click the FINISH button! You can also email or download a copy of your process summary for your records.  [image: ]



ROOMMATE PIN
STEP 1: LOG IN FROM myMOODY PORTAL BY CLICKING ON CAMPUS HOUSING UNDER THE RESIDENCE LIFE HEADING
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STEP 2:  CLICK Housing Selection Main Menu in the center of the page. 
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STEP 3: Once you get to the Housing Selection Main Menu, click SET YOUR PIN. 

[image: ][image: ]
[image: ]STEP 4: To set your PIN, Enter a password in the ROOMMATE GROUP PIN field. Be aware this is case sensitive. Then click FINISH to complete this process. If you forget your PIN, reset it by starting the process again. This code can be used by another student to pull you into their room.
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Welcome to Moody Housing and Residence Life

First Name: Last Name: University ID:
[Test [Student QL

Our office is located on the second floor of Culbertson Hall.
Phone: (312)-329-4189
E-Mail: Residencelife@moody.edu
Housing@moody.edu

2017-2018 Housing Selection

2017-2018 Housing Selection
begins April 3rd!
Housing Selection Main Menu RESLIFE
Housing Selection FAQ
Step by Step Instructions.

Jenkins and Off-Campus

Retain your Jenkins Apartment for ‘ Married/Family Jenkins App ‘ ‘ Apply for OF Campus ‘
Fall 20171

Due Friday, March 24th!

Single Grad Jenkins App Off-Campus Housing Listings
Jenkins Living Guide

m Cancel u Finish
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Hello Test Student!

Welcome to the Housing Selection Main Menu. Here you will have the chance to book your housing for the 2017-
2018 school year.

Select the process you would like to complete.

Do you want to stay on the

same floor but change Zolyounaniiclchande

Do you want to stay in the

? ?
same room? o rooms and floors?
Retain your room by April 10th to  This process will be available This process will be available
prevent someone else from April 10th! Be sure to book your  April 17th! Be sure to book your
taking your spot! housing by April 14th to prevent  housing by the 21st to prevent
someone else from taking your  someone else from taking your
spot! spot!

Do you want to Pull in a Roommate? Set your Roommate PIN

You will need your Roommate's PIN to pull them in!  This number will be required for someone to pull
you in!

Coming Soon! SetYour PIN
ﬂCanoel u Finish
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Retain Your Bedspace Step 1/3

The first step to this process will be to retain your bed-space for the 2017-2018 Academic School year. Listed below is
your current bed-space.

To Retain your housing for Fall 2017, click retain.

*

Bed Space: CU-1203a .

o Retain

If you would like to pull in a Roommate, that process will be available on the Housing Selection Main Menu starting
April 10th. This will only be available if your current roommate does not retain their housing.

ﬁ Cancel a Next step
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Pick a Meal Plan Step 2/3

The second step of this process is to select a meal plan for the 2017-2018 Academic School year. As an
Undergraduate Student, you are eligible for any of the plans listed below. If you would like to request a meal plan
exemption, select Meal Plan B for now and then email foodservices@moody.edu to request a meal plan exemption

Click the green plus sign to see a list of Meal Plans. Then click the drop down menu from "Plan Type" and select "Meal". You will then see a
list of options in the "Plan” drop down menu. From the list of options, click a plan, and then click "Add Meal Plan’"

*

Type Plan
©
Add/Edit Plan
Plan Type .
Plan L
& Cancel @ Add Meal Plan

ﬁ Cancel c Previous aNexl step
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Review and Confirm Step 3/3

Please Review this Process Summary and then click Finish to confirm your 2017-18 Housing.
'YOUR HOUSING WILL NOT BE RESERVED UNTIL YOU CLICK FINISH.

Step 1 - Room Retention

Retain Your Bedspace g

Selected Room Bookings

Full Name  Term Moveln  MoveOut Bed SpaceRoom  Room Type Rate Info.
Test Student Fall 2017 08/21/2017 12/15/2017 CU-1203a CU-1203 CU-Double room $0.00 Term

Test Student Spring 2018 01/06/2018 05/12/2018 CU-1203a CU-1203 CU-Double room $0.00 Term

Step 2 - Meal Plan Selection

Pick a Meal Plan §
Selected Plan Bookings
Full Name  Term Start Date End Date Plan Rate Info.

Test Student Fall 2017 08/21/2017 12/15/2017 Meal Plan A - 20 meals / week $0.00 Term
Test Student Spring 2018 01/06/2018 05/12/2018 Meal Plan A - 20 meals / week $0.00 Term

Step 3 - Process Summary

<«

8 Email m Download

mCancel u Finish





image11.PNG
Bible Institute

Hello Test Student!

Welcome to the Housing Selection Main Menu. Here you will have the chance to book your housing for the 2017-
2018 school year.

Select the process you would like to complete.

Do you want to stay on the

same floor but change oy Ol

Do you want to stay in the

? ?
same room? ) rooms and floors?
Retain your room by April 10th to  This process will be available This process will be available
prevent someone else from April 10th! Be sure to book your  April 17th! Be sure to book your
taking your spot! housing by April 14th to prevent  housing by the 21st to prevent
someone else from taking your ~ someone else from taking your
spot! spot!
| Refain Your CurrentRoom | | Same Floor/New Room | Coming Soonl

Do you want to Pull in a Roommate? Set your Roommate PIN

You will need your Roommate's PIN to pull them in!  This number will be required for someone to pull
you in!

Select Your Roommate Set Your PIN
M Cancel @Finish
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Change Rooms on the Same Floor

To select a different room on your floor, you will first need to confirm the Terms Dates below.

Jerm Start End *
v Fall2017 0812112017 12/15/2017

Spring 2018 01/06/2018 05/12/2018

ﬁ Cancel a Next step

Step 1/5
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Select A Roommate Step 2/5
If you do not wish to select a roommate at this time, skip this step by clicking "Next Step".

To select a roommate, click the green plus sign. Enter a name or ID number into the search fields. You may have to
enter multiple fields in order to locate the correct student. Once you have found the student you are looking for, you
will need to input a Roommate Group PIN. You can reset your Roommate PIN by navigating back to the Housing
Selection Main Menu.

Roommate
©
Roommate Search Criteria
First Name: Bruce
Last Name: Norguist

Unesiy I P ——
Found: Bruce Norquist

Roommate Gop PN [ *

@ Cancel & Search oSeIeCI

ﬁ(}ﬂncel cPrevlous a lext step
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Select Your Room Step 3/5

To select a room, follow the step by step instructions below.

1. Locate the "Room Type" Drop down menu. Select the type of room you are looking for and click search. You will
see the number of options in parenthesis below "Available Rooms by Living Area”

2. Under "Available Rooms by Living Area", select "Building” and then "Floor Section” to see a list of options
become available under "Search Results”

3. Click the Triangle by "Room" to see available Bed-Spaces.

4. Click the Lock to save the Bed-Space and then click "Next Step”

ck Status

‘You have not created a lock.

oom T > Mooty Campus - Gulberson Hal ~ Gulberon 12 ~ Gulberison Hal Tuelvh
oot Secion
B Culbertson Hall
 Search §§) Cancel ¥ Room CU-1201 (2 available)
» Room:  CU1202 (2 available) ®
b Room: L1203 (2 avalble) &
= Bulling Culbertson Hall 05 » Room:  CU1204 (2 available) ®
» Room:  CU1205 (2 available) ®
» Room:  CU1206 (2 available) ®
» Room:  CU1207 (2 available) ®
» Room: L1208 (2 available) ®
» Room:  CU1209 (2 available) ®
» Room:  CU1210 (2 available) ®
% Room:  CU1211 (2 available) ®
» Room:  CU1212 (2 available) ®
» Room:  CU1214 (2 available) ®
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Pick a Meal Plan Step 4/5

To select your meal plan, click the green plus sign. From the "Plan Type” drop down menu, select "Meal” to see a list
of option in the "Plan” drop down menu. Pick a meal plan and click "Select"

Plans for Test Student
*

Type Plan
©
Add/Edit Plan
Plan Type
Plan -

@ Cancel ° Select

Plans for Bruce Norquist
*

Type Plan

If you would like to request a meal plan exemption, email foodservice@moody.edu

ﬁ(}ﬂr\cel c revious a lext step
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Hello Test Student!

Welcome to the Housing Selection Main Menu. Here you will have the chance to book your housing for the 2017-
2018 school year.

Select the process you would like to complete.

Do you want to stay on the

same floor but change oy Ol

rooms and floors?

Do you want to stay in the

same room?

rooms?
Retain your room by April 10th to  This process will be available This process will be available
prevent someone else from April 10th! Be sure to book your  April 17th! Be sure to book your
taking your spot! housing by April 14th to prevent  housing by the 21st to prevent
someone else from taking your ~ someone else from taking your
spot! spot!
| Retain Your CurrentRoom | | Same Floor/New Room | New Floor/New Room J

Do you want to Pull in a Roommate? Set your Roommate PIN

You will need your Roommate's PIN to pull them in!  This number will be required for someone to pull
you in!

Select Your Roommate Set Your PIN
M Cancel @Finish
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New Room on a New Floor Step 1/5

To select a room, you will first need to confirm the Terms Dates below.

Jerm Start End *
v Fall2017 0812112017 12/15/2017

4 Spring 2018 01/06/2018 05/12/2018

ﬁ ancel aNexI step
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Confirm Term Step 2/5

Listed below is your current booking. Select both check boxes for Fall 2017 and Spring 2018,

Your Bookings

Bed Space  Term Move In Move Out
2 CU-0301a Fall 2017 08/21/2017 12/15/2017

@ CU-0301a Spring 2018 01/06/2018 05/12/2018

M Cancel g Next step
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Book the Bed-Spaces Step 3/5

*
Click the button below to lock Room CU-0301 for your roommates.

° Select

ﬂ Cancel a Next step
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Select A Meal Plan for your Roommate Step 4/5

If you would like to request a meal plan exemption, email foodservice@moody.edu.

Plans for Bruce Norg

*

Type Plan
©
Add/Edit Plan
Eelives
P [vea P55 +]*
& Cancel @ Select

ﬁ Cancel a Next step
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