Room Swap Process

Step 1- Login to Portal to Home Page
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Step 2- Click on “Room Swap” on the blue bar at the top and get this:
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Select Booking (Step 1 of 3)

wWelcome to Room Swap! Through this process, you will be able to switch rooms with another resident either in your building, or in
another building you are interested in living in. Both of your must each agree to switch rooms with each other, through this
process

The Room Swap process can be completed in three easy steps. First, you will need to select your current booking which you wish
to swap. Second, you will need to enter preferences for the types of rooms you would like to swap into (and move into). Third,
you will need to pick a room to swap into.

The Room Swap process will be active from September 14, 2016 through September 21, 2016. You must complete the three steps
of the online process during this time frame.

Once you have picked a room that you want to swap into, and the other resident has confirmed they wish to swap with you, you
will be contacted with information about the actual move to your new room space.

DO NOT MOVE UNTIL YOU HAVE BEEN EMAILED INSTRUCTIONS TO DO SO. MOVES WILL OCCUR BETWEEN SEPTEMBER 23,
2016 AND SEPTEMBER 25, 2016.

Please select the booking you would like to swap:
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Save & Continue
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Step 3- Select your room booking that you want to swap and click on Save and Continue:
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Select Booking (Step 1 af3)

Welcome to Room Swap! Through this process, you will be able to switch rooms with another resident either in your building, or in
another building you are interested in living in. Both of your must each agree to switch rooms with each other, through this
process.

The Room Swap process can be completed in three easy steps. First, you will need to select your current booking which you wish
to swap. Second, you will need to enter preferences for the types of rooms you would like to swap into (and move into). Third,
you will need to pick a room to swap into.

The Room Swap process will be active from September 14, 2016 through September 21, 2016. You must complete the three steps
of the online process during this time frame.

Once you have picked a room that you want to swap into, and the other resident has confirmed they wish to swap with you, you
will be contacted with information about the actual move to your new room space.

DO NOT MOVE UNTIL YOU HAVE BEEN EMAILED INSTRUCTIONS TO DO SO0. MOVES WILL OCCUR BETWEEN SEPTEMBER 23,
2016 AND SEPTEMBER 25, 2016.

Please select the booking you would like to swap:
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Save & Continue
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Step 4- Select the preferences for the type of room searching to swap into:
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Room Preferences

(Step 2 of 3)

This page allows you to specify your preferences for location and type of room you would like to change your booking(s) for. Once
you specify at least one preference, other students will be able to make offers to swap their booking for yours.

Selected booking: CVA-421b (8/20/2016-12/31/2016)
Please select your preferences below:

Room Location
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Preference 1
Double Bedspace (Student Only) ¥
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- Please Select - v

Room Location

- Please Select - v

Room Location

- Please Select - v



Room Swap Menu | Swapping CVA-421b (8/20/2016-12/31/2016)

® {2 O

Select Booking Room Preferences Room Swap
&

Room Preferences (Step 2 of 3)

This page allows you to specify your preferences for location and type of room you would like to change your booking(s) for. Once
you specify at least one preference, other students will be able to make offers to swap their booking for yours,

Selected booking: CvA-421b (8/20/2016-12/31/2016)
Please select your preferences below:

Room Location
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CvB i
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CVB Studio v
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cvC v

Preference 3
CVC Double v
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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
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Room Swap

(Step 3 of 3)

m | View Full Matches | View Advertised Preference Match | View Offered Room Match | Search

You have not made or received any offers yet,

Search for offers

View Full Matches
List offers wanting your room and offering where you want to live.

View Advertised Preference Match
List offers wanting your room but not where you want to live.

View Offered Room Match
List offers where you want to live but not wanting your room.

Search
List offers matching the criteria you specify.

ONCE YOU HAVE SELECTED A ROOM TO SWAP INTO AND THE OTHER RESIDENT HAS CONFIRMED, PLEASE WAIT FOR
EMAIL CONFIRMATION FROM UNIVERSITY HOUSING SERVICES FOR FURTHER INSTRUCTIONS ON THE ACTUAL MOVE
PROCESS.
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