
HOUSING SELECTION TUTORIAL
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➤ Submit your housing deposit and 
complete your application according 
to the time frame specific to your 
class year. Visit the Housing 
Selection Website for relevant dates. 

➤ Once a deposit is on file, you will 
receive an e-mail inviting you to 
complete an on-line application. 

➤ Log into www.mysju.edu to access 
the housing portal under the “Res-
Life” tab. 

➤ S u b m i t y o u r a p p l i c a t i o n b y 
completing your roommate profile, 
searching for available roommates, 
and signing your housing agreement.



Housing Portal Log In (Continuing Students) 
Students currently in housing have access to the online housing portal by 
logging into their MySJU account and clicking on the “Res-Life” tab. 
Newly admitted students will receive an individual e-mail with their 
log in credits and a portal link.
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Housing Portal  
This welcome screen is the first step for all students in the housing 
selection process.  Under Residence Life Self-Service, click “Apply for 
Housing” to advance to the next step.
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Application Selection  
Select the appropriate academic term for your housing. 
UG: Undergraduate Application  
(Freshmen, Sophomore, Junior, Senior, and Transfer students)   
Grad/Law: Graduate/Law Application 
(New and Continuing Graduate and Law Students only)

Choose One
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Fall/Spring 20XX Grad/Law 
Fall/Spring 20XX (UG)



Housing Portal  
You are now ready to begin your application. This welcome screen is the 
first step in the application process. Click “Begin Application” to advance. 
Please follow each step in order. Skipping steps will cause a system error 
that can potentially log you out of the system.
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Personal Details Review  
Students will be shown personal details that are on file.  You will be 
required to submit emergency contact, missing person, and Health 
Insurance Information.  Complete the required fields and click “Save 
and Continue” to advance.  Students will not be able to advance to 
the next stage unless all information is complete and e-mail 
addresses are valid.
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Special Accommodations  
This section is for students requesting that a medical 
accommodation be considered for their housing assignment. 
Students must read through the following page and provide the 
appropriate documentation to the Office of Student Disability 
Services by the posted deadline.
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Special Accommodations  
This page provides contact information and deadlines for submitting 
a medical accommodation request.

Deadline
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Photo Upload 
This is an optional step. Students may choose to submit their photo to be 
used for roster and search purposes only. The photo is not viewable by 
other students with your profile.
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Student Profile 
Please be sure to answer all questions. Students should answer honestly 
as their responses will generate a “compatibility score.” This profile will 
help match you and a potential roommate(s). Click “Save and Continue” 
button once this section is complete to advance to the next stage.
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Room Preferences 
Students can use this section to indicate their preferred room type. 
Please note you are not selecting your room, but merely indicating the 
building and room types you most prefer.  This information will only be 
used to assign you to a room in the event that you miss your selection 
appointment. You may indicate up to four preferences, but a minimum of 
one is required.
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Roommate Search 
The roommate search function will allow you to manage your list of 
accepted and requested roommates. In order to search for specific 
roommates, you will need their legal names. There are three ways to 
search for a roommate: by details, by profile questions, or browse 
matching roommates.  Be sure to make your profile public if you wish to 
be found in the system.
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Roommate Search (By Details) 
When you have a pre-determined roommate you will need to search for 
them by their legal name and birthday (MM/DD/YYYY). Your roommate 
must have an on-time deposit and application in order to be found in the 
system. You can review multiple profiles, review compatibility scores, and 
submit a request to be roommates. Students must request and confirm 
each other as roommates in order to be paired together in the system.

14



Roommate Search (By Profile) 
You can use the housing portal to search student profiles to find a 
compatible roommate match and request other roommates. Roommate 
requests are sent to the student’s St. John’s e-mail notifying them that 
someone has requested them as a roommate.  In order to accept a 
roommate request, a student must re-enter the portal to accept and 
confirm a mutual agreement.
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Roommate Search (By Suggested Roommates) 
View your compatibility with other students in the system. If you are 
interested in any of these students as roommates, you may send them an 
e-mail request. If the requested student accepts, and confirms your 
request you are a match. Early in the process there may not be enough 
students with complete applications to find a match.  Check back later in 
the process to view new profiles.
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Roommate Search (Requesting Roommates) 
Whether a pre-determined roommate or using the portal to find a match, 
you must submit a roommate request using the portal. All requests 
must be accepted to pair the roommates in the system. When a student 
receives a request, they must re-enter the system to confirm the pairing.

Sample message sent from portal.

E-mail invitation 
directing student to 
return to portal to 

confirm roommate 
pairing.
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Roommate Search (Main Page) 
Your list of roommate requests will appear in the menu as “Requested 
Roommates.”
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Online Housing Agreement 
Student will need to review the housing agreement terms and conditions 
and provide an electronic signature.  You must provide your legal name 
and X-Number. This agreement is for the entire academic year (fall and 
spring semesters). Please review the cancellation policy and fees outlined 
in this document. Students who are under the age of 18 will require the 
co-signature of a parent or guardian.  A confirmation e-mail will be sent 
to your e-mail account.
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Application Summary 
You must click “Save and Continue” to complete this phase of the 
housing application process. You may log out of the system at this time. 
Housing selection appointment times will be sent to students via their St. 
John’s e-mail account. See the housing selection website for dates that 
pertain to your class year.
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Next Steps: Self-Selection Appointments

VISIT THE HOUSING SELECTION WEBSITE 
FOR A COMPLETE LIST OF RELEVANT DATES 

All students with an on-time deposit and an on-time 
application will be eligible to receive a housing 
selection appointment time. 

Housing Selection Appointments will be 
generated for students to select rooms and meal 
plans.  Appointment e-mails will be sent to student’s 
St. John’s e-mail accounts. 

Newly admitted Freshmen, Transfer, and 
G r a d u a t e s t u d e n t s w i l l r e c e i v e t h e i r 
appointments in early June. 

Law students will receive their appointments in 
mid-April. 21



Housing Selection Appointment 
Students will receive an e-mail in their St. John’s 
account notifying them of their housing selection 
appointment time.  The appointment is the earliest 
time that a student may log into the portal to select 
their room and meal plan. 
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Housing Portal Log In 
Students currently living in housing have access to 
the housing portal through their MySJU account.  
Click on the “Res-Life” tab to view the portal access 
screen. 
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Housing Portal Log In 
Students who have not previously resided in housing 
will enter the portal via the link in their e-mail.  
Students will enter their X-Number (Student ID) 
and Password to log in and begin the process.
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Housing Portal Log In 
You have now returned to the housing portal. Click 
on “Apply For Housing” to return to your application 
and advance to the next step in the application 
process.
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Application Selection Page 
Please return to the appropriate application. You will 
see the green check boxes showing the previously 
completed application. Click on your application 
selector, then press “Continue” to advance to the 
next stage.
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Personal Profile Description 
When students return to the portal they can revisit 
the roommate selection page where they can choose 
to add themselves to the roommate search and 
update their personal profile description.
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Roommate Review 
Students will have an opportunity to review their 
previously accepted roommates prior to selecting a 
housing assignment. Students may keep their 
roommates, delete a roommate, and/or search for a 
specific roommate by details (first and last name)
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Roommate Deletion 
If you choose to delete your roommate you will see 
the following message asking you to confirm your 
decision. Your former roommate will receive an e-
mail informing them of your action.
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Sample Deletion E-mail

30



Search New Roommates 
If you wish to search for a specific roommate to confirm prior to 
your selection appointment, please search by details. Note: do 
not request a roommate who has already been assigned to a 
room.  You can see if a room has been assigned by looking to 
the right of their name. Once a roommate has selected a room, 
they cannot reenter the portal to accept a roommate request or 
select a new assignment to pair up with a roommate.
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Room and Board Rates 
Prior to entering the Room Search Wizard we strongly recommend 
reviewing the room and board rates before you select a room and 
meal plan for the next year. Note the cost per semester is listed 
first and the cost per year is listed second. When you are ready to 
select a room, click “Save & Continue” to enter the Room Search 
Wizard. (Rates are subject to change)
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Visit www.stjohns.edu 
and search “Room and 

Board” for the most up to 
date list of Room and 

Board Rates



Room Search Wizard 
Students will first view a list of buildings that may be 
available for selection. Note: some buildings will show in 
your view list, but there will be no rooms available for you to 
select due to special program restrictions (i.e. Ozanam 
Scholars, Catholic Scholars, Living Learning Communities).
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Suite/Apartment Search 
Students will view a list of gender-specific suites or 
apartments for their building selection. They will select the 
suite/apartment they are interested in viewing for available 
beds by left clicking to highlight their selection in orange. 
Then click Save & Continue.
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Bedroom Search 
Students will view a short list of bedrooms for the suite/
apartment they selected. The list will show the number of 
beds available in each room in the suite/apartment. The 
student will select the bedroom they are interested in by left 
clicking to highlight their selection in orange.  Click “Save & 
Continue” to advance to the next phase.

35



Room/Suite Preview 
Students can view roommates, suite mates, and bedroom 
square footage prior to committing to a particular space. To 
see room details you must select the small magnifying glass 
as shown. This information will assist you in your selection. 
Once you decide on a room, follow the instructions on the 
next page.
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Bed Reservation Without Roommate(s) 
Students will view their bedroom selection and reserve a bed 
for themselves. Once the student has selected the bed, they 
will click “Reserve Beds.: If a bed reservation is not made 
within five minutes, the bed space is returned to inventory 
and the student must re-select the same or new bed space.
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Bed Reservation With Roommates 
Students will view their bedroom selection and reserve a bed 
for themselves and their pre-confirmed roommates. Rooms 
are reserved for five minutes only. If a bed reservation is not 
made within that time frame, the bed spaces will be returned 
to the inventory and the student must reselect the same or a 
new bed space.
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PLEASE NOTE: 
Do not leave this page without assigning your roommates. 
You cannot return to this page. 
You can assign your immediate bedroom roommates, but not suitemates.



Meal Plan Options and Selection 
Students who live on campus are required to select a meal 
plan. Students who reside in off-campus apartments are not 
required to have a meal plan. Off campus apartment residents 
may select “I do not want a meal plan.” Meal plan changes 
can occur between the completion of the selection process 
and the first two weeks of the fall and spring semesters.
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Housing Selection Confirmation Page 
Once all steps in the process are complete, students will 
arrive at the final confirmation page. This page will provide a 
summary of their housing assignment for the fall. Students 
can return to the portal to view the profiles on this page as 
other students assign themselves to the new suite/apartment.

40



Final Confirmation Page 
Students will receive one confirmation e-mail. This will 
provide a link to the St. John’s University Housing Portal 
where students can view their roommates as the process 
progresses.
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Meal Plan Selection For Placed Roommates 
Students who had a roommate assign them in the portal are 
required to return to the portal to self-select their own meal 
plan. Once the meal plan is selected and confirmed, you will 
receive the confirmation e-mail below.
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Contact Us With Any Questions 

The Office of Residence Life 
Queens: Donovan Hall, Room C-16 

718-990-2417 

Staten Island: 35 Arlo Road, 1A 
718-390-4080
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