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STEP 1

Go to Room Selection and Roommate Requests
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STEP 2

Click on Select Roommates
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STEP 3

Select the Term using the drop down menu.

Be sure to select the upcoming term, not the current term.
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STEP 4

Click on Search for Roommate
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STEP 5

Type Roommate's name (last, preferred, or both)
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STEP 6

Click on Begin Search
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STEP 7

Click on Request Roommate

If you entered only 'last name', the search may return multiple students. Be sure to select
the correct person.

tesults (2) A
4. Ify
a room
ne : Lafayette Last Name : Lafayette name
d Name : Marie Preferred Name : Marquis
This student has not filled Profile: This student has not filled
ofile out a profile
5. The
reque
v a per
6. 0On
steps
room

Created with W 5 of 11


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 8

View your Roommate Request status

Your requests will appear highlighted until the student accepts your request. To request

an additional, repeat the steps.

Al

Name

: Lafayette, Marquis

Unmatched Roommates:

« Marquis Lafayette has not requested Su Leopard

Pending Roommate Requests (1)

STEP 9

View your Pending Roommate Requests (1)

x

n and Roommate Requests Name

nmates Lafayette, Marquis

am/Suite

Unmatched Roommates:

« Marquis Lafayette has not requested Su Leopard

l Pending Roommate Requests (1)

Search for Roommate ~

Last Name

Last Name Lafayette

Preferred Name Preferred Name

Begin Search

Created with W

an appntauun W oe 1ount

1. If you search using a pa
return multiple students. 1
your intended roommate

2. Once selected, that stuc
your Roommate Requests
notification will be sent to
the request.

3. If you have additional rc
search steps.

4. If you need to remove &
roommate, hit the rad but

name.

5. The green button is 'po
reminder email to the roo
request or you can use th

a nersonalized email

6 of 11


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 10

Take Action on Roommate Requests

Click the on three dots next to the person's name
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STEP 11
Accept the Request

Match by clicking the 'add person' icon. Deny the request with the 'trash can' or message

the student with the 'envelope’.
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STEP 12

Review Status of your Roommate Group

All members of the group must request and accept each other as roommates. Read the
messages below your Roommate Requests to see the status of the group. If not matched,
details will be provided about what actions are required for the group to be fully matched.
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STEP 13

Group is Fully Matched

Your matched group will be entered into the process for your group size.
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