Step by Step guide for CAO students on how to book a room in UCD Residences

Stage 1

Applications will open initially on the 09" May 2012 allowing CAO students book a priority place on the
waiting list (on a first come first serve basis) should they receive an offer of a place in UCD in the first
round of CAO offers in August.

To place your name on the priority list follow the instructions below

e Log onto www.ucd.ie/residences
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Welcome to UCD Residences

Current UCD Students:

UCD MAIN MENU -
Log onto SIS Web to Book a Room
D Resger

CAO Students (tink will open on the 9" May 2011):

Log onto put your name on the priority waiting list

Click here to logon
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UCD Residences Accommodation Application

As a prospective student who has submitted an application to study at UCD (e.g., via the CAD), you can also submit an application for accommodation 3t UCD Student Residences. Your
‘accommodation appiication will be placed on a wailist and, pending your acceptance of a successful academic application, you will recieve a time-imited offer by email to book one of the available
rooms oniine. A large number of accommodation places are set aside for new entrants to the university and offers will be issued in the order that you joined the waitlist. For more information, visit
UCD Residences

Prospective Student Login

To access the accommodation apphcation system, please enter the following mformation in the same form a8 your application to UCD/CAO.

CAO Number:
First Name:
i N
o Enter your details
e CAO number
e First name
e Last Name
e Date of Birth
Done € Local intranet | Protected Mode: Off v R100% v

Click Login
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UCD Residences Accommodation Application

As a prospective student who has submitted an application to study at UCD (e.g., via the CAO), you can also submit an application for accommodation at UCD Student Residences. Your
accommodation apphcation will be placed on a watlist and, pending your acceptance of a successful academic application, you will recieve a time-limited offer by emal to book one of the available
rooms. on:ne. A large number of accommodation places are set aside for new entrants to the university and offers will be issued in the order that you joined the waitlist. For more information, vist
UCD Residences.

Prospective Student Login

(CAO/PAC Number: 11338791
First Name: Scot
Last Name: Nolan
Date of Birth: 24/12/1992
Address:
Golflinks Road
stown
Co Meath
Phone: Hone on record

An application record with the specified CAQ/PAC Number, Name and Date of Birth has been found. In order to proceed, please dlick " Yest to confirm that the associated
Address and Phone Number are yours.

——\/erify details by
Clicking Yes
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UCD Residences Accommodation Application

CAO Number: 11338791
Name: Scot P. Nolan

e T — you are on the waitlist.
i o e

{note: A high number on the list does not you place In will be issued by emall to successful
applicants in the order that they Joined the waithst ).

Itis important to check your email after you accept a place in UCD. Offers wil be vaiid for 24 hours to book a raom after which it will expire.
Click the "Join Waithst” button below to submit your accommodation application.

[ Jon

_— Click to join waitlist

1] Done & Local intranet | Protected Mode: Off Gav R10% -

Apaly fors Tace This will now inform you the number
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UCD Residences Accommodation Application

4. Done G Local intranet | Protected Mode: Off A v RI0% -

You can return and take your name off the waitlist any time if you wish. If you remove your name
you can join again but you will join the waitlist at the end of the list.

Stage 2

Once the CAO offers are made in August students who receive an offer of a place in UCD must
accept this offer before they can proceed with their accommodation booking.

Once the CAO inform UCD that they have accepted their place (2 days after the student has
accepted their CAO offer) UCD residences will email the student inviting them to proceed and
book a room. The offer emails will be sent at 16.00 each day during this phase of the booking
process.

They will have a window of 24 hours to accept and finalise their room booking. It is the student’s
responsibility to ensure that they check their email regularly during this period as offers are only
valid for 24hrs. Once the offer expires a student would have to rejoin the waitlist at the end.

Students who are not successful in the first allocation will be offered rooms as they become
available on the waitlist. The waiting list will be automated and will immediately offer rooms that
come available to the next in the list. There will be a window in which students will be able to log
on (24 hours), accept their offer and choose their room. It is imperative that students check their
emails regularly during this period as offers are only valid for 24hrs.

Students must complete their room booking within 24 hours and in one transaction and will
receive immediate confirmation. Spaces are allocated on a first come first serve basis.

The room booking system allows students choose which room they want and will provide basic
information on the profile of students already booked into an apartment (e.g. first year, second
year, postgraduate, male, female). Before you proceed to the booking page you should visit our
website and look at the different types of accommodation, facilities and prices available at
www.ucd.ie/residences



http://www.ucd.ie/residences

Bookings can be made through SIS Web
You can logon to the SIS either through the UCD home page www.ucd.ie

Click to go to the SIS Web
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Log onto SIS Web to Book a Room

— €20 Students (link will apen on the 9™ May 2011

Log onto put your name on the priority waiting list

Click to go to the SIS Web

v RI%

Your Login ID is your UCD Student Number and your default PIN is your date of birth 6 digits (DDMMYY).
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e , CAD and PIN (New entrants, ).

Locked out of your SIS account?
Students:

phone 01716 L
statt:

phone 01716

R — < Enter your login details

[Logn | [ Forgot P2 |
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Please enter your new Securty Quesbon and Answer and dick Submit.

Please Confirm your Pa: |

. ' You may be asked to

Answer:

— confirm your pin and

provide a security
guestion and answer
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Welcome to SISWeb C|ICk on tab -

UCD Privacy Policy

Student Services

SIS Services natice

/s Student 2 number of functions i the SISweb system will be unavaiable from 5.00pm on Tuesday, @ March unti 9.00am on Monday,
14 March 2011, Click hiere for more information.

Click here to access UCD's Terms 3nd Condtions Page.

Semester 1 Final Examination results

Modular Students:
Information relating to exam results and 3 comprehensive list of FAQs is available at wuww ucd se/registry).

ent/student _inforesults heml
ERSTERINITE  e vour contimed Semester oA, stage GPA and where aoplicable, Degree GPA and Award dassication.
Registration for 2010/11 is not available for you at this point.

Check v hemi

fr year y
# o to Information for Studants at the top of this paga.
. Ind Day any OLESLNdN

+ Processing of ate paymants may take up o two days.

1 you wish to pay fees in advance of ragistration:

+ Go'to Information for Students a¢ the top of this page.

+ Choasa Pay Faes from the menc and pay the relayant amourt.
© Your redistration dates will be 33 indicated 3bove.

1 your programme’s registration has begun and you sbil see this screen it may mean that the post-admissions processing of your record is not complete. New regrstrabons are released once 3
day. Please check again later.

G Localintranet | Protected Mode: Off Av R -



HOME | PRIVACY | HELP | L

1

David M. Farrell

for Students ¥ Student Sers

InfoHub

Student Services Menu

s Page

Student Health ACCount s From Menu Click on

UCD Residences 4
Book on-campus W ooy residentiad fees

UCD Residences
My Surveys (& Module Feedback)

Access any surveys to which you have been invited to respond

Student Assistance Fund

Apply to the Student Assistance Fund

My Electronic Payments

Viaw datails of elactronsc payments from UCD to you and update your bank account isformation

My Electronic Documents

Access to an alactronic certificete of attandance and your branscript

My Exam Supports

Shows any examination supporks which you racaive

Upload your Photo

Upioad 3 photo which will ba used on classlists and whan pour next ID Card iz printed

el

) start|[€ Student Services Me.. & Googee C...| 1) | ) Deposit doc [Compatisty... | (< Micrasoft Excel - BELGR: « Wiy 122

6 UCD Corrmet UCD Resarces

omesbmer

UCD Residences

o
o
o
©

e Ol v s s b ot b Click on COmp|ete
Pay Residential Fees

Viden o7 RALEDCAS BoconAE bid Y BAY Sutstanding Amouints by coadt or dube 2ard .

Upload your Photo Your BOOklng

P ond s ket i i o b e st 1 o g

Residence Details

ey o ook e tsgnmass,acsmmedetion hayes snd suvicerguuss fo o LD rsiance

@) Start] [ € UCD Rosudences - 6. 6 NewMscsags-Googe C_ | K] Tenplaie Wtibookin.| 1) Deposi doc [Conpaibity. | 5] Step b, Step gude bor_. | [ Merosoll Exce-GELGA) « WG 2z



® e —
e OF ([T o
"X Google e @ Sharer B+ | A Check & Tronsate » o Autorl + N o Snine
i Fovoes | o Kl Somgmaisoms = ) W
£2+ | @ UCD Residences 1 UCD Res... § UCD Residences Acco.. X Biov B) v 4w v Pagev Safetyv Toosv v
TST1 ]
@ SISWeb
eSS L ——
UCD Residences Accommodation Application Form
= Sy iy f=r i
o

15 Apr 2011, 13:06

Oate Applied/
Lask Update

As 4 UCD st ad 2 the catagery indicatad stave

ook an avedable rosm plasse resd and follow the instructians belew snd click the "Book Room New” buttsn

infemation on bving on-campus at UCD ané yo

iR Scroll down the

itk ot R ——_———— page and Click on
the symbol Book
Room Now.

UCD Residance Rafund Policier apply
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UCD Residences Accommodation Application Form

Please note, room bookings in your eligible category must include both Semester 1 and Semester 2. (Postgraduates and Final Years may also avail of the Se I e Ct d ates Of
50 week option). Only International Students pre approved by the International Office may choose a Single Semester Option. Please ensure you pick the
correct start and end dates. Beokings which do not adhere to this rule are void and will be cancelled by UCD Residences without refund of the security res i d e n ce
deposit. Please have your credit card details ready before leaving this page. Delays in entering information on the payment page could

result in you loesing your preferred room. If this happens you will need to choose another room.

NOTE: Single semester bookings are no longer being taken for (6/9/2010 to 15/1/2011)

1. Select dates of residence:
From

Sth September 2011 : Start of Semester 1 2011 | v

To

— Filter by
2. Select an available room:

All rooms available to you for the selected dates are displayed below. Use the filter options to shorten the list of available rooms if necessary. To ca | I I p u S/res I d e n ce/

select = raom, click an a row to highlight it in blue.

Filter by campus by residence by apt gender mix by private bathroom bat h room etc

Reset Filter

I

e i = e =
Belfield Belgrove Residen: Belgrove House 01 Apartment 1 Room 2 Mixed Shared [=]

o o e e =
Belfield Belgrove Residanc Balgrove House 01 Apartment 2 Room 2 ) Mixced Shared .
e e e i S Select an available
Belfield Belgrove Residenc Belgrove House 01 Apartment 3 Room 1 o Mixed Shared
Belfield Balgrove Rasidane Balgrova Housa 01 Apartment 3 Room 2 @ Misead Shared room
Belfield Belgrove Residenc Belgrove House 01 Apartment 3 Room 3 @ Mireed Shared
Belfield Belgrove Residen:| Belgrove House 01 Apartment 5 Reom 3 @ Mixced Shared
e P PR p— P D =

Selected Room

Apartment 2 Room 3, Belgrove House 01, CI k b tt
Cancel Booking Bhlorove Residences: Bolfeld 3. Proceed to Terms Agreement ICK On putton

0 Proceed to terms

Agreement

Only preapproved International students are allowed to book rooms for a single semester. Single
semester bookings by any other students will be void. All rooms available to you for the selected
dates are displayed. Use the filter options to shorten the list of available rooms if necessary. To
select a room, click on a row to highlight it in blue. To find out who already is in the apartment

click on the @ icon button.



Have your Credit/ Laser card ready as you will need to pay your deposit of €350 to secure the

room.

You are now presented with your booking summary

ELHOL8ip_room_rumber=ADOZRAT035p_elig code=) - - | €

12
Here i & summary of the accommadation you have sslected, slang with sccommodation rules and fees. Plesss review everything carefully, complete the
requested information, then cick the Ray dieposit bution at the bottom of the page to pracesd.

Plaasa nata that your selected room i curmantly being held for you tempararily and yeur beoking is not canfirmed until your appication status states
Successful on the inerary page.

Licena Fees don't include optional Fees/Changes. For a fulllist of UCD Residence Options, please dick here. T you have chosen one of our catered
residence ogtions yeur catering will be induded in the tatal Licence Fee,

‘Booking Summary

Accommodation Occupancy Period Additional Detail

sgsrtment 2 foom 3, 5th Septamber, 2011 Thara is a mandatary insuranca policy in respect of
Belgrove Houss 01, o personal belongings kept in the Residences. The pramium
Segrove Residncss, 26t ey, 2012 = Catsied  the Gecusancy Charges Summary nd s

payable as part of the first instaliment.

Oceupaney Charges Summary

charge © i
Deposit 25000 Payment schedules will e detailed on compietion of this
Licence Char P application and can be reviewed now on the UCD.
© Charge g Residences Fee Options page. If you have chosen eatered
s Charge 308.00 accommedation al of your catering is included in the

Licanca Fon datailed in this saction.
Insurance 35.00

Important Information

All residents must dewnload their Licence to Reside and ensure the relevant sections are completed. This Licence must be returned prioe to the first check
in date alang with proaf of payment of your first installment. If you do not have the relevant documentation with you at the time of check n or have not
Baid your first installment of the icencs fie you will ot be abJE to check in. UICD Residences reserves the nght 1o change alocated accammodation a3
feuired which may result in a fee ch 56 386 Terms and Conditiens of UCD Residences. All siceatiens are subject 1o our ccupancy, finance,
cancelation, and refunds tarms, cenditions and policies details of which can be found on our wabste www.ucd. /residences. It is the applicants
resgonsbirty to ansura that thay read the terms and conditions in full befora accepting them.

T have read and agres to accept the terms and conditians of tha Licence to Reside, and all polies and procedures relating to UCD Residences and to
pay the fe= due as per the schedule and present 3 printed copy thereof, signed by me and my guarantor, to the suthorised agent of UCD 3t time of
chack in, on or before the first accupancy date apolicable to this period.

In arder to proceed with your application, you must bk the check box beside the agreement statement above, Please elick the “Pay Depost” link to pay
your depasit and finalise your booking,

Once you have comaleted your appiication, your Licence ta Reside document will Sownload to your computer using your we browser's normal downisad
faclity. Tha Licance to Reside document can 3150 bs downloaded at any tme aRar you confirm your room booking by re-viEtng this pags.
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UCD Residences Accommodation Application Form

Payment for UCD Residences

Please check the fallowing details of the payment you are about ta make. If satisfied that the details are correct, dick the 'Pay Deposit Now” button to continue. Our pnline payment
servica provider’s secure webpage will open n & new browswer window/tah ta allow you to enter your debit/eredit card details,

This is the accommordation deposit payment.

Payment on behalf of Scot P, Nalan

Amount (€) .

Payme: 11339701110419141848
Email receipt to Shirley Mclgan@ucd.ie

In order to proceed with your
application you must tick the check
box beside the agreement
statement

Click Pay Deposit to proceed
to payment screen

Click Pay Deposit Now to
finalise your booking
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coile, Baile Atha Cliath
Enter your Credit Card details
Card Type: [Select v .
B and click on Pay Now
Expiration Date: v
Cardholder's Name:
AlLB|
=]

Dere

You will then be informed your transaction was successful.
An e-mail will be sent to your selected e-mail address for confirmation.

In some cases you may see an error message which may be an issue with your credit limit or often
banks put a limit on transactions they will allow to be processed on line. This can be a limit per
transaction, per day per week or even per month. A Referral B message implies this is the
problem. The banks do this in order to minimise the damage caused by identity theft.

Please contact your bank and request their assistance in making the payment, unfortunately UCD
cannot change help with this problem as it is due to banking restrictions.

Click ‘Close’ to return to the UCD Residences Service.



University College Dublin

An Colaiste Ollscoile, Baile Atha Cliath

Your payment has been processed successfully. Thank you.

Amount Paid (€): 350
Payment ID: 08263663090731144442
We have sent an e-mail to TST2_k kavanagh-ryan@ugrad. unimelb. edu. au for confirmation.

Close

Click link to close this browser window/tab and return to the UCD Residences service.



