
Room Swap Process 

Step 1- Login to Portal to Home Page 

 

 

 

Step 2- Click on “Room Swap” on the blue bar at the top and get this: 

 



 

Step 3- Select your room booking that you want to swap and click on Save and Continue: 

 

 

 

 

 

 

 

 

 

 

 



Step 4- Select the preferences for the type of room searching to swap into: 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



Step 5- Search for a room swap match- will show full matches, partial matches, and then can 
also search, once find one, offer it and then both students have to confirm 

 

 


