
   

 
 

     

  

     

  

         

   

         

      

   

 

 

    

    

       

    

    

Admin Page User Guild 

• This page is broken into two different sections. This page can only be access from the Residence 

Life and IT Admin teams. 

• The first section is where the teams can set time periods for when students will be able to 

access the single room wait list. 

o To enter a start date, click on the date below “Start” section and select the first day that 

the wait list will be able to be accessed. (The start time is 12am of the selected date) 

o To enter an end date, click the date below “End” section and then select the last day 

that the website will be able to be accessed. (The end website will not be able to be 

accessed after 11:59 pm of the selected date.) 

o After the desired changes to the dates have been made click the submit button to save 

the changes made. 

• The second section is highlighted in green. This is where the all the active and inactive 

applications can be reset for the next year. 

o To complete this action, click the “Reset Waitlist” button and accept the pop-up prompt. 

o Once the pop-up prompt is accepted there is no undo button. 

o This function will also clear all building preferences the students have selected 




