
 
  

   
   

     
 

 

 

   
    

 
  

   

   
     

    

Off Campus Housing Request 
Administration Screen Shots: 
The landing page for admins is the same as students except the administrators have additional left 
navigation choices. The admins have, Administration, Active Applications, Inactive Applications, this 
Admin Page User Guide and the Impersonate option. The Toggle Debug button only appears in the 
testing environment for administrators. 

Landing page 

The Administration page is used to set the blackout date time period and once a year process to move 
the year’s application to an archived status. The top part of the screen is used to set the blackout dates. 
The blackout dates are an inclusive set of date that the students will NOT be able to use the application. 
The first field is for the starting date of the blackout period and the second is the ending date. Be sure to 
have the starting date is before the ending date. 

The lower portion of the screen is for the archiving process. This process should be run once a year. First 
select the year you wish to archive. After selecting the year click the “Are you sure you want to archive?” 
button, it will change to a secondary “Submit” button, click that to complete the archiving process. 



  

 

  
   

   
  

  
  

  

 

Administration Screen 

The Active Applications page is used to review the student requests. Select the year you wish to review 
and then click the “Submit Year” button to pull up that year’s currently active requests. I do not know 
the residence life process for communicating with the student that they have or have not be approved 
but once that process is complete check the “Deactivate” check box. You can “Submit Changes to 
Students” after one or more. The submission process to deactivate the requests can handle multiple 
updates at a time. The next couple screen shots show the screen before and after selecting a year. 

Active Off Campus Housing Requests 



  

 

    
     

     
   

 

 

 

With year selected and submitted 

The Inactive Applications screen is used to either review records already processed or on the chance 
that you need to reopen a request you can do that here. First select the year and “Submit Year” to pull 
up the inactive requests for that year. If you do need to move a request back to an active status check 
the “Activate” checkbox and click “Submit Changes to Students”. The next couple screen shots show the 
screen before and after selecting a year. 

Inactive Off Campus Housing Requests 



 

 

     
  

 

 

 

 

  

With year selected and submitted 

After submissions the application will bring you to the Process Complete screen. Select your choice rom 
the left navigation to continue working. 

Process complete screen 



  
 

    
 

 

 

  

 

 

     
  

Student Process: 
Blackout dates 
If the student tries to access the application while we are in the blackout period they get the following 
screen. 

Student Blackout Screen 

When the student gets into the application the landing this screen is given 

Student Landing Screen 

After the student selects the year they are requesting to live off campus they will need to click the 
“Check that fields are complete”. 



 

    

 

 

   
 

 

 

This event checks to make sure they selected a year and if they did the button changes to “Submit”. 

Student Submit ready 

Once the student clicks the submit button the request is stored in the database as an active request, and 
the student tis redirected to the thanks screen. 

Student Thanks screen after successful submission: 



   
    

 

 

    
  

 

 

 

The application does check to make sure the student has not already submitted a request for that 
specific year. If they have the screen returns with the error message below. 

Student Failed submission, already submitted for that year: 

The other option that students have in the application is the student user guide. This will open a new tab 
in their browser with the “Of Campus Housing Request User Guide” PDF displayed. 

Beginning of Student user guide 
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