
   
 

   
 

Dormitory Management – Student Books/Cancels Dormitory Training Guide 

 

1. To book a dorm room login using the previously created student account.  

 
 
 

2. The ability to book a dormitory will show on the student landing page. In order to 
clcik “Book a Dorm” button.  



   
 

   
 

 
 

3. The system display the form required to book a dorm room.  

 
4. If you attempt to submit without completing all of the required fields the system will 

display an error message identifying what needs to be completed for submission.  



   
 

   
 

 
 

5. Once you have entered the check-in date, check-out date and Room type the 
system will combine those selections to determine the rooms that are available.  
 



   
 

   
 

 
 



   
 

   
 

6. Once you select a room, the information will update on the bottom of the screen 
and you can select to submit in the bottom right corner to confirm the booking.  

 
 
 

7. Once you have submitted your application you will receive a confirmation email with 
the dormitory booking information.  
 



   
 

   
 

 
 
 

8. You will also be able to see a list of upcoming dormitory bookings on student 
landing page.  
 

 
 
 

9. If you need to cancel your reservation, you first select the booking you wish to 
cancel and then select “cancel” from the actions menu.   
 

 
 

10. Once you have selected to cancel a reservation it will prompt you to provide a 
cancellation reason and to select submit.  
 

 

 

 



   
 

   
 

 
 

11. Once you have submitted when you return to your landing page it will remove the 
upcoming dorm booking from the display.  
 

 


