
Housing Sign-Up Tutorial  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A student must 

use the 

MCemail and 

Username and 

Password to 

long into the 

housing portal. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the student logs in from 

this page they need to leave 

the @mc.edu off of the 

login. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A student will 

select 

“Application” 

from the 

horizontal 

menu options  

The student will choose 

which term they are 

applying for and hit 

“Save & Continue”.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The student will need to review 

and confirm their personal 

information populated 

automatically on the screen.  

The student will also be 

required to add two emergency 

contact names and phone 

numbers and then hit “Save & 

Continue”.  If they do not 

complete a section properly it 

will note with * which sections 

are not completed.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The student will only need to fill out this 

information if applicable to them.  If not 

applicable they will click “Save & 

Continue”. 

The student will 

complete a short  

questionnaire to 

be used if they are 

not requesting a 

roommate. This 

information will 

need to be 

completed before 

moving forward in 

the application. 

This information 

will be saved for 

the future and can 

also be changed at 

any point.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The student 

will need to 

select their 

residence 

hall 

preferences   

The student will click 

pay now and the 

online housing portal 

will redirect the 

student to the Touch 

Net payment site.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The student will need to enter 

their credit/debit card 

information and then click 

continue.  Once the website 

has processed the information 

it will direct the student back 

to the housing portal website.  

The student will return to the 

housing portal website.  This is the 

receipt page that they will return to.  

In addition, they will receive a 

receipt email at their MC website.  

To continue completing the 

application the student will need to 

click Save & Continue.   

Student will be 

provided a copy of 

the online contract 

to review. If the 

student is under 19, 

there will be two 

boxes, one for their 

“signature” and one 

for a parent or 

guardian’s 

“signature”.  The 

student must check 

the box and click “I 

agree” to the terms 

to move forward. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the “Roommates” 

tab, students will be 

able to: go in and 

search for a specific 

student to request as 

a roommate or search 

for a roommate to 

request based on 

profile information.  

This tab also allows 

them to check the 

status of a roommate 

request to see if it has 

been confirmed by the 

other student. 



 

 

 

 

 

 

 

 

1. Searching by 

student ID number 

“University ID” is the 

best way to search. 

They do not have to 

have all pieces of 

information listed to 

search. A student 

must have 

completed Part 1 of 

the application to be 

able to be searched 

for by another 

student. 

2.  If a student 

matches the search, 

they will appear as 

an option to request. 

If no students 

appear, the ID 

number may be 

incorrect or the 

student who is being 

searched may not 

have completed a 

housing application 

yet. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students will be 

reminded that they 

are only submitting a 

request and the other 

student must confirm 

the request for them 

to be linked as 

roommates for the 

room selection. They 

must click “Ok” to 

acknowledge.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students will be able 

to view all buildings 

which house their 

gender.  

If a student receives 

the message no 

rooms available 

either they do not 

qualify or the 

building is full. 

Students will be able 

to view all buildings 

which house their 

gender.  

They will need to 

click the building of 

their preference. 

If a student receives 

the message no 

rooms available 

either they do not 

qualify or the 

building is full. Choosing a floor: 

The horizontal bar 

identifies what type of 

room. The number 

indicates the number 

of bed spaces available 

on each floor, not the 

number to rooms. That 

is why there can be an 

odd number under the 

“Double Beds” header. 

Once they choose a 

floor that they would 

like to view the 

available spaces on 

they will highlight and 

high “Save and 

Continue”. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choosing a room: 

Room Number, 

Gender, number of 

available spaces/total 

spaces, magnifying 

glass=profile of room 

For Example: 

2/2=empty double 

2/3=two students 

booked into a triple 

1/2=one student 

booked into a double  

Once a student 

chooses a room, they 

will highlight and hit 

“Save and Continue” 

They have not booked 

the room yet! 

 

If a student does not have a requested roommate, they will want 

to view the profile for the student currently in the room.  

1/2 and 2/3 indicates on a room listing that there is an open 

space in that room, but there is already at least one other 

person in there. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once a student chooses a 

room, the final screen will 

allow them to choose a bed 

space. If the student has a 

requested and confirmed 

roommate, this is the screen 

where they will have the 

opportunity to book 

themselves and the 

roommate. 

If the student does not pick a 

bed space for their 

roommate the roommate is 

not in the room. This 

happens if the bed 

assignment is left on “none” 

or the student chooses a 

room that did not have 

enough spaces.  

A student must hit “Reserve 

Beds” to book the room. If 

they close out at this point 

without clicking, the room is 

not booked. 

Room Swap:   If the student decides 

that they want to change rooms then 

they will need to sign back into the 

housing application click on the 

“Room Swap” button at the top.  

Then they will process through the 

room selection the same as before.  

They CANNOT bring their 

roommates with them. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The “Application Status” 

tab provides a 

confirmation of booking 

and also allows a 

student who booked 

into a room with a 

stranger the 

opportunity to retrieve 

a full name and contact 

information. By clicking 

“View Profile” under 

the “Occupancy 

Information” a student 

can see an expanded 

profile for a student.  
The “Cancel 

Application” allows a 

student’s cancel their 

current booking and 

look for a new room 

option.  

You cannot move a 

confirmed roommate. 


