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General Code of Behavior

VL, Ulint tower
student village

Attitude

It is all about your perception and your attitude. All I ask is that
you try things. Know where and when it is appropriate to
challenge policies and questions decisions.

Behavior

Familiarize yourself with the Residence Hall Handbook (policies
and procedures) and the Code of Student Conduct. Every
resident and student, including night clerks, will be held to these
policies and all state and federal laws.

Cell Phones

All cell phones will be turned off (vibrate does not mean it is off)
during staff meetings, one on ones, front desk shifts, etc.

Common Area Damage

This building is our home and theirs. If you see something that is
broken, it needs a maintenance request submitted. Please do so.
Keep an eye on any damages that are not being fixed. Bring
these to the attention of the head night clerk (or RD or AGM).

Communication

Reports come in a variety of formats. Reports supply any
information that needs to be communicated to the RD or AGM.
Incidents that must be communicated to the RD or AGM include:
death in the family, home troubles, rushing issues, smoking
issues, roommate issues, etc. You never want to be ina situation
where you are the only one that knows what is going on. Needed
reports are to be submitted no later then 24 hours after the
incident or resident interaction.
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Confidentiality

It is important that we develop and maintain a high level of trust
and sensitivity for the needs and affairs of our residents. Sharing
private information is inappropriate and unacceptable. Rumor
control is also an important job of all staff members. Sharing the
wrong information can be a great danger. If you need to discuss
a confidential matter: talk with the head night clerk, RD, or AGM.
Guaranteeing confidentiality with a student is limited by the need
to share information with the RD or higher to protect the needs
and safety of our residents/students.

Consistency

As a staff, we need to be fair, consistent, and supportive of one
another. We need to realize that our actions of not responding to
a ituation or doing our own thing impacts other people and may
make the jobs of the rest of the staff harder. Work together as a
team and follow tha same procedures. Be consistent with how
you handle situations with the residents and in the residence hall.

Diversity

Be an advocate for diversity and combat the "isms" of society.
Challenge yourself to attain a deeper understanding of different
cultures.

Education

We can all learn something from each other. This means that we
all have something to teach. Make sure that you are sharing your
knowledge and experiences with the rest of the staff. Also ask
questions to learn from others. Provide constructive criticism.
(Ther is a time and a place. Publicly is not acceptable.) Learn
from your mistakes.

Front Desk

Staff mailboxes and other resources are located behind the front
desk. It is your responsibility to keep the area clear of any clutter
and items not related to work.
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Flexibility

Be willing to help out another staff member in need: on call
switching, duty switching, paperwork, program planning, elc. Do
not take advantage of another staff member who is overly
generous.

Have Fun

Bring a good attitude to your work and it will pay off. You get
back what you put in.

Keys

Facility keys are for your use and the use of our residents only.
Do not give out keys without having proof of identity and
checking the correct room assignment.

No Travel Dates/Weekends

All staff wil be required to remain on campus throughout these
time periods. These weekends have been deemed no travel dates
in order to ensure adequate residence hall coverage.

Office Supplies

Office supplies are to be used for work-related activites only.

Taking things that are not used for the job is theft.After using
any office supplies, put them back where they belong. If any

supplies are running low, inform the head night clerk, RD, or

AGM.

Please be respectful of peoples' needs with respect to use of the
computers and the printer.

Please be aware that some files contain private information.
Under no circumstances should you remove any student's files
from the office.

On the Job Behavior

Working in the office is not the appropriate time to socialize with
friends. Only employees should be inside the office.

Do not interupt a meeting between the RD or AGM and any
student or staff member, unless it is an emergency.
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» Role Modeling

As a staff member or RA you are a role model at all times on and
off campus. Your actions should always be considered to be a
good example and not a bad influence. If you participate in social
media, You should refrain from any postings that would lead
anyone to believe that you might be in violation of any Code of
Student Conduct policy, Residence Hall Handbook policy, or any
other Illini Tower—Campus Living Villages policies or values. You
should encourage residents to hold each other accountable for
their actions as well.

e Scheduling

The head night clerk will complete the schedule each week. The
schedule will be emailed out and posted at the front desk for
easy reference.You must submit your requests for time off in
writing by email to the supervisor.

« Significant Concerns

You must document signicant concerns to professional staff
immediately. This includes any of the following: suicide threats or
attempts, health problems, threats to the safety of self or others,
parental issues, harassment, staff liability, temporarily disabled
students, racial incidents, potential media involvement, incidents
involving the police or any other emergency personnel. Call the
prostaff on duty if appropriate. Fill out an incident report and
follow up with the head night clerk, RD, or AGM.

« Staff Relationships

You should build strong working relationships with fellow staff
and RAs. You are not expected to all be best friends. However,
you should exercise professional courtesy and show respect at all
times. You should also challenge yourself to work with different
staff and RAs on programming and other work-related activities.

e Supervisors and Reporting

Your immediate supervisor is the head night clerk. He answers to
the RD and AGM. The RD is your next resource after the head
night clerk to hear, answer, and address any concerns or
questions you may have. The AGM would be your next point of
contact above the head night clerk and the RD. In extreme cases
or those that involve your immediate supervisors, the GM will be
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involved. However, you should never go directly to the GM with
residence life concerns. The RD and AGM will bring any questions
or decisions directly back to the staff or RAs in concerns of
feedback, discipline, or job performance.

Time Sheets and Pay Periods

Timesheets are due on the 15th and the last day of each working
month. Timesheets are to be handed over to the head night
clerk, who will check and sign them befoer handing them into the
AGM on the due date.Late time sheets cannot be honored. So, be
sure yours are on time. Pay out dates are the 7th and 22nd for
the respective pay periods. If those days fall on a weekend or
holiday, in most case the pay will be issued the last banking day
beforehand.

Timeliness

Early is on time, on time is late, and late is unacceptable. This
applies to on call, on duty, staff meetings, training, and all other
work-related commitments. Paperwork must be turned in by the
given deadline. Missing deadlines is not acceptable. You must
contact your supervisor 48 hours in advance if you wish to
discuss the possibility of an extension. Your supervisors reports
cannot be answered in a timely fashion if yours are not on time.

Time and Place

There is a time and place for everything. This includes venting
and complaining. Please keep in mind that you are in a
leadership role at all times. Residents will constantly be
observing you. If you feel the need to complain or vent, it is
better to arrange a meeting with your supervisor than to rant in
front of any residents or coworkers. If your are frustrated with
any work-related issues, please bring your concerns to your
supervisor as promptly as possible. We will do everything we can
to answer your concerns or to take them up the chain of
command rather than to let your frustrations build up over time.
If it's just a minor short term annoyance, consider finding
someone you trust from outside the workplace who will repect
your confidences.
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e Uniform

Night clerk staff are required to wear nametag and lanyard, black
polo shirt or shirt with CLV logo or school colors, and khaki pants
or skirt. Closed-toe shoes must be worn at all times.



Customer Relations

VL, Ulint tower
student village

Handling Crisis—remember these are your
customers

"Ten Customer Service Secrets to Win Back Customers"

by Ed Sykes
The Story

Recently, I was facilitating an Outstanding Customer Service program
and broke for lunch. Knowing that the restaurants in the area left
much to desire as far as service, I gave the students an extra fifteen
minutes for lunch.

Sure enough, a group of four students came rushing into the
classroom with their lunches in hand. They apologized and quickly
explained that they received poor service at a restaurant. (This
restaurant is part of a national chain. Hint: The restaurant's name
references a day in the week.) They explained that after the waiter
took their order, they waited 45 minutes before the food finally
arrived. During the wait, no one came to check on them.

Finally, when the food arrived, it was time for the group to return to
class. They were not happy, so they asked to speak with the
restaurant manager. The manager approached and asked, "What was
the problem?" One of my students explained the situation to which the
restaurant manager replied, "The food ticket only shows you were
waiting for eleven minutes." My students were still not satisfied and
said as much. She asked them, "Would you like desert?" My students
re-emphasized their dissatisfaction.

(sic: Do you hear the manager's defensiveness?
Is she challenging her customers?)

Each time my students expressed their unhappiness, the manager
page 9
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would say she was sorry. But my students weren't buying it. The
manager then left without explaining where and what she was doing.
The manager returned and told my students their meals were free.
Even though the manager gave them free meals, my students said
they will never go back to that restaurant or any other restaurant in
that chain.

(sic: Instead of showing that she understood her
customer's problem —empathy,
the manager made a gesture—self-importance.)

So, why weren't these customers happy?

e The restaurant had an opportunity to turn a difficult customer
service experience into a winning situation for all and squandered
it.

e Not only will these patrons never go back to any restaurant in
that chain, but they will tell others about their unhappy
experience.

e The unhappy customer, on average, will tell 27 other people
about their experience. With the internet, whether web pages or
e-mail, that not can increase to thousands, if not millions, with
the click of a button.

e However, according to the Department of Consumer Affairs, 82-
95% of unhappy customers will come back if impressed and
actually refer five new customers.

10 Customer Service Secrets

1. Smile
o Nothing can turn a hostile situation into a positive moment
faster than a sincere smile.
A smile says, "I want to help you."
o It communicates that you are positive about the interaction
with the customer.
o A sincere smile enhances the communication process so that
you can find the solution faster.

o
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2. Introduce yourself as the solution creator

(o}

Make sure you introduce yourself, find out the customer's
name, and let your customer know your position and why
you are there. This lets the customer know you are taking
responsibility for finding a solution.

You might say something like, "Hello, my name is Mike. I
am the manager at this location. I am here to assist you in
this situation, please tell me about it."

Notice that I didn't say, "What's the problem?" By using
"What's the problem?" you start the customre service
situation in a negative note. The customer is thinking,
"You're the problem," "This establishment is the problem,"
etc. By starting your conversation with "I am here to assist
you in this situation, please tell me about it", you are setting
up a verbal agreement in the customer's mind to move to a
solution.

Note: If possible, please use the customer's name
throughout the conversation.

3. Listen

(o]

Customers want to tell their side of the story and feel they
are not only heard but that you listened to them.
Mentally, take a step back and dedicate yourself to actively
listening to tha customer's story with an open mind so that
you can find a solution.
In the above situation, the manager stood silently while my
students were explaining their story.
Put yourself in the customer's shoes:

= "I can appreciate what you're saying."

= "I can understand how you'd feel that way."

= "I can see how you'd be upset."”

» "It sounds as if we've caused you an inconvenience."

= "What I understand the situation to be..."
Please stay away from communication that alienates the
customer such as:

» "I don't know why you are so upset.”

= "That's the first complaint we ever got on that."”

= "I know how you feel." (Because you don't.)

= "Boy, you're sure mad."

In the above story, the students told the manager that they
weren't happy with the service because they didn't have
time to eat their meals. The manager, not listening, said,
"Would you like desert?" The solution was not more food.
Listen for the solution!
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4. Be sorry for the right reasons

(o]

(o]

Be sincere in your concern for the customer and say sorry
the correct way.
(sic: When) The first words of the interaction are with the
words, "I'm sorry." First, you didn't find out any information
from the customer to be sorry.
When saying you are sorry, say exactly what you are sorry
for.
The students, even though the manager kept repeating she
was sorry, didn't think the manager was sincere in her
apology.
(sic: Or that her apology lacked value
without meaningful content.)

The correct way to say you are sorry is
» "I'm sorry you had to wait so long for your food."
» "I'm sorry that you were treated that way."
= "I'm sorry that our employee said that to you."
= "I'm sorry this situation happened to you."

Let the customer know exactly why you are sorry. The
student thought the manager's "sorrys" were insincere
because she never mentioned why she was sorry.

(sic: How could they expect any different
treatment next time if she doesn't even know
what the problem is now?)

5. Give your personal assurance

o

o

Let the customer know you will personally create a solution
for them.

It could be as simple as saying, "I'm taking personal
responsibility for this."

6. Ask them what they want

(o]

o

o

One of the fears that we have when trying to satisfy the
customer is that we think they want something out of our
reach.

Ask the customer, "What would you like me/us to do?" or
"What would make this situation right for you?"

You will be surprised that in most cases the customer will
ask for less than you were expecting.
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7. Use statements of conviction

(o]

Say the following to gain the confidence of the customer:
» "We're going to do something about that!"
= "We will make a change right now!"

8. Present a clear plan of action

(o]

(o]

Make sure the customer knows what you are going to do to
correct the situation for them

95 percent of making things right for the customer involves
making them aware that you are taking action to make a
difference for them.

Explain to them the actions and timelines you need to take
to make things right for them. If you need to leave or make
a telephone call to obtain additional information, say,

» "Excuse me while I make a telephone call to obtain the
best solution for you. This will take five minutes, can
you please wait?."

= Excuse me, I need to ask the person with the piece of
missing information so that we can quickly resolve this
for you. Do you mind waiting five minutes?"

Note: Make sure you get back to the customer before the
time you specified. If you promised ten minutes, get back to
the customer before ten minutes. Rule of thumb, double the
time it would normally take to get the information. If you
know it will take ten minutes to get the answer for the
customer, then tell the customer you will get back to them
within twenty minutes.

9. Move quickly to the solution

(o]

o

If you applied steps 1-8 you are ready to give the customer
the solution they wanted for a win-win situation.
You can confirm this by saying the following

» "Would this be agreeable to you?"

= "Is this the solution you were looking for?"

= "Will this make things right for you?"



10.

Customer Relations page 14

Ask for the business

o If you did everything right this is the perfect time to ask the
customer to come back and do business with your
organization

o You showed that you were professional, caring, sincere,
positive, and proactive.

o Why wouldn't they do business with you again?

o Some of the ways you can say this include the following

= "We would appreciate the opportunity to serve you
again in the future."

» "Please come back and I will personally guarantee you
receive outstanding service."

» "Here is a free meal card. Please use it on your next
visit to our establishment."

» "Look forward to talking to you again."

o It's important that you let the customer know that you
appreciate their business and want them to come back.

o Remember, if you did everything right, not only will they
come back but they will tell other people to do business with
you.

o Use challenging customer service situations to win back your
customers and build your business.

Illini Tower Standards

Phone greeting, "Good morning! Thank you for calling Illini
Tower, this is Sara. How may I help you today?"

Greet all residents that aproach the desk.

Say hello to all residents that pass by the desk.

Wear appropriate attire and nametag.

Smile

Say "Thank you" and "Have a nice day."

Know tools and resources at the desk.

Know your job.

When unsure of an answer, admit it and make the commitment
to follow through by asking another staff member.

Don't be afraid to ask questions.

Don't wait for someone else to do it.
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VL, Ulint tower
student village

Shifts/On Calls/Rounds

« Emergency Contacts and resources

o Emergency 911
o Emergency from a campus phone 9-911
o Police non-emergency 333-1216
o Safe Rides 265-7433
o Student Patrol Walking Escorts 333-1216
o Crime Prevention Programs 333-1835
o Self-defense courses 333-1835

Office of Campus Emergency Planning website
WWW.0ocep.uiuc.edu

e Incident Reports

All reports will be written in 3rd person. Be as thorough and
complete as possible. No personal opinions should be included in
the report. All reports should be submitted by 8am the next
morning. Incidents reports should be submitted by email to the
RD, the AGM, the GM, and the RA in charge on that floor.

e Rounds Guidelines

Inform the front desk when you are doing rounds and let them
have a phone number where you can be reached.

Incident reports and rounds sheets should be submitted before
8am the next morning.

The importance of RAs conducting rounds cannot be emphasized
enough. Our job is to ensure that we provide a safe living
environment for our residents. RAs play a huge part in this
responsibility. The purpose of rounds is not to run through the
area quickly. All floors should be checked thoroughly focusing on

page 15


http://www.ocep.uiuc.edu/

Duty Requirements page 16

o facility concerns,
o safety issues, and
o resident interaction.

Each night designated staff members will complete rounds. A
rounds sheets is to be filled out completely and properly for each
night. Additional late night rounds are scheduled on the
weekends.

During rounds

o Check to make sure that all doors are locked and not
propped open.

o Check basement areas.

o Check for maintenance/damage concerns on the floors or
lobby areas.

o Confront all incidents and write reports or make note.

o Be accessible by telephone at all times. There is a dedicated
RA duty phone.

o Notify front desk when confronting an issue.

o Check for missing, damaged, or stained furniture in each
floor lounge.

o Remember, when in doubt provide documentation.

Desk shifts

All staff, RAs and night clerks alike, are expected to be on time
for your shifts. Arrive 5 minutes before the beginning of your
shift so that you can be briefed on any tasks that need to be
completed or messeges that need to be passed on. If there is no
work that needs to be done, please bring a book or homework to
keep your time productive. Remember that customer service is
the reason you are working at the front desk. So, pay attention
to the people who walk up to the desk or who need any help.

Daytime on calls

RAs are not required to be at the desk during these times.
However, you are required to report to the desk, let them know
who is on call, and assure them that you have the RA duty
phone. You are required to carry the RA phone at all times when
you are working or on call. Even tough you are not required to be
at the desk, you should be dressed in uniform and ready to
report immediately when called upon. It is unacceptable to take
longer than 5 minutes to report when you are on call.
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e Confrontation

Any behavior of the residents that is causing a disturbance on
any floor requires that the staff member is prepared to confront
the issue. Anything more serious than a noise complaint requires
that the staff member, either RA or night clerk, gets another staff
member to provide back up and witness. We need to avoid the
"he said, she said" situation. If there are several residents united
against a lone staff member, this can be a real problem. Help
should be available from the night clerks at the front desk, the
RA on that floor or the adjacent floor above or below, or the pro
staff on call whose name and number is posted in the RDs office.

When the confrontation involves entering the residents' suite,
proper room entry procedure should be used. First knock, then
state name and title, and ask to be allowed entry such as, "I
have reason to believe that there is a violation of residence hall
regulations. May I come in and talk about the situation?" More
detailed instructions are found in the next couple of paragraphs.

e Noxious Odors or Smoking

In the residence hall, any noxious odors such as rotten food,
severe body odor or dirty laundry, or smoking creates an
unacceptable condition for other residents. If the staff member
confronts the room and is denied access, forcible entry is not
allowed unless there is a situation endangering the individual's
health, life or safety or endangering the health, life, or safety of
other people. The staff member should contact the pro staff on
call to assist with the confrontation.

If smoking tobacco or marijuana is the suspected cause of the
odor, check to be sure the windows are closed and there are no
fans dissipating the smoke. Staff should ask if they have been
smoking. In the case of tobacco, an incident report should be
written which may lead to fines for the offenders. In the case of
Marijuana, staff should ask if the residents have been smoking
marijuana. If the answer is "yes", ask if there is more and
request that the room should be searched. Before searching the
room, be sure that the pro staff on call is present. No room
should ever be searched without pro staff present.
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e Room Entry Procedure

Illini Tower staff will follow the procedure listed below to enter
and search student rooms.

1.

Staff shall not enter a student's room without first knocking
and identifying themselves. The resident must open the
door for the staff member and give verbal permission for the
staff member to enter the room. Staff should get the name
of the individual who opened the door for them. Staff may
need to physically open the door in cases where the student
may be injured.

. In the absence of occupants, any room will be entered only

in an emergency or for maintenance, repair, or safety
inspection as authorized by the University. Such entry
cannot be used in a search for evidence which may be in
violation of University regulations.

. In situations where there is sufficient grounds to believe

that a violation is occurring which tends to disrupt the
peace, endangers the safety of the building or any of its
occupants, or which is a violation of University or state
regulations and when the student occupant is either absent
or refuses permission to enter the room to a residence hall
staff member, the staff member will require the assistance
of a professional staff member. Only then will staff try to
establish the fact of violation or restore the peace. It is
recognized that these situations will be rare and such entry
will be made only after normal entry procedures have been
attempted.

Personal belongings of students may not be routinely
searched. In situations where there are reasonable grounds
to believe that a violation has occurred, authorized
University personnel (residence hall staff members) ask any
students involved to allow a search of their personal
belongings. If the student chooses not to assist in this
manner, U of I Police Officers may be requested to obtain a
search warrant for this purpose. Personal belongings of
roommates will not be searched without their consent and
presence unless in an emergency as described below.

. In an emergency, it may neither be safe nor possible to

follow the procedure regarding room entry and search
outlined above. These exceptions will be rare and will
include only situations where, in the judgement of the
professional staff an imminent danger to the safety of the
building and/or its occupants exists.
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6. Students will be given a receipt for all belongings removed
following a search. These belongings will be returned when
it is lawful to do so, after a disposition of the case has been
determined by appropriate authorities.

e Compliance vs Non-Compliance

It is up to the staff member to determine if the resident is being
compliant. The written incident report should state whether each
resident was compliant or not and an explaination in the negative
case. This is determined by the response to a reasonable
request.

Example of non-compliance

Not opening doors when requested

Not emptying containers when requested
Bad attitude

Using obscene language

Running away from a staff member

Not showing IDs/keys when requested

O O O o o o
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« Emergency Maintenance
o During business hours you should immediately contact the
maintenance supervisor for any maintenance emergencies
o After hours you should first determine whether you can take
care of it yourself
= Some things you will be able to do

1.
2.
3.
4.
5.

using the water shut-off valve for the toilet or sink
plunging a toilet

operating the wet vac

Shutting off or resetting circuit breakers

Looking for and reporting unsafe conditions

» If you can't just take care of it, you must get a pro-
staff member to determine what should be done. Pro
staff will tell you what to do. Problems which require
such assistance include

1.
2.

3.

4.

5.

6.

Water that cannot be turned off

Broken locks on any door in any public area or
residence

Any exterior door problem that causes a potential
safety or security breach

Broken windows which may compromise safety by
falling glass or from potential entry through the
broken window

Electrical problems that may causes fire—look for
sparks, unusual burning smells, smoke, etc.

Any problem with fire safety equipment

o There is a folder for maintenance on calls—if pro staff so
instructs you, call the person on duty

o FE Moran

217-359-3914

page 21
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e Elevator Entrapment

Stay calm

Make contact with the people inside the elevator

Call pro staff

Call Kone Elevator Service 877-276-8691

If life threatening, call 911

Do not attempt to force the doors open

Some staff member should remain by the elevator the entire

time

o Front desk should call and inform people of updates on
arrival time for service staff

o Be sure to get names for all people trapped and write an
incident report after they are released

O O O o O o o

e Pavlov Wireless, Internet, and TV
Service for all residential and office connections for wireless,
internet, TV, and computers. 888-472-8568
888-4-PAVLOV
e Trash Chutes and Recycling
On each floor, there is a trash room containing both the trash
chute and a recycling bin. The trash room can be found near
between #5 and the south elevators on each floor except floors 2
and 3 where it is between room #3 and the south elevators.
o No cardboard should ever go in the trash chutes
o Recycling should be kept in the bin www.feedthething.org
o Let maintenance know if the bin is full
o Otherwise, bins are emptied on Fridays

 Health and Safety Inspections
Staff members should inspect the following

o Life safety issues

o Risk management issues—smoke or CO detectors, lighting,
outlets, etc.

o Lease violations

o Maintenance issues

o Cleanliness

All residents with violations are emailed and fined/billed
accordingly by the RD or AGM.


http://www.feedthething.org/

StarRez Log On

To access StarRez remote desktop, you must use Internet Explorer. It will not work in other
browsers. Open address: https://citrix.clvglobal.com

Citrix Receiver Please log on

User name:

Password:

Use your CLV user id and password. You should see the StarRez US icon.

Clicking on that star should open StarRez. But, if you don't see that star,
click the expandible plus at the left.

Clicking the plus opens a panel of options where you can find the hidden
StarRez star.

Featured

= StarRez US

Either category should have the desired StarRez star if you click it. StarRez itself also uses your
CLV user id and password.
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Setting Up StarRez

When you first log in to StarRez, you will see the Entry Manager (aka "Main").

4 StarRez v9.4 - Campus Living - USA

File Recent Window  Help

a MNew Entry - 2 @ Refresh 7 Clear | Filter By: Active ~ Tools ~ Operating on Selected Entry ~
a Applicant b | Last Mame i | First Name | Room | Entry Status |Loaton |Sh..|der1t Number ‘ Group | i
& Reservation |yang| | | | [All] v | [All] v | ‘ [Al] v|
a Open Entry (F3) Yang Dihan 02098-1lini To...  InRoom Tlini Tower  dyang42 =
‘Yang Jingmei Tentative 652052479
& CheckIn
Yang Mengjia 0707-ABIlini T... InRoom Hlini Tower 668303732
& EntryManagement h Yang Min 1402-AA Tlini T... InRoom TiniTower 677289066
8 Add Correspondence Yang Xijia 0501-AB Tini T... InRoom Tllini Tower 562343424
a Add Membership ‘Yang Xinyuan 0703-BD Iini T... InRoom Illimi Tower xyangd2 =
a Add Note Yang ¥i 0612-BC Iini T... InRoom Illini Tower 0
Yang Yihui 0814-BC Iini T... InRoom Ilini Tower 0

a Add Enrollment

‘fang Yinuo 0602-BC Ilini T... InRoom Illimi Tower 868910271
& Addapplication Yang Zigian 0210C-Tliri To...  InRoom TiniTower 657583925
3 Communication - Yao Siyuan 1308-AB Ilini T... InRoom Illini Tower ~ §78233743
a Mail Merge ao Yuan 1205-8C Tini T... InRoom Tini Tower 0
a Mail Merge Repart Ye Li 1006-AB Iini T... InRoom Tini Tower 0
a Email _I Yin Jillian 1513-AA Tlini T... InRoom Tllini Tower 659217075
mai -
......... Yoon Seung Joon 1606-AB Ilini T... InRoom Ilini Tower 679146394
i&. Favorites Yoon Soorim 1108-AB Iini T... InRoom Tini Tower 0
‘foungs Victoria 1608-AA Ilini T... InRoom Ilini Tower 665010987
_ u Lian 0206C-Tlini To...  In Room Tini Tower 0
‘ﬁ Main Reports Yu Shunkai 0902-AA Tlini T... InRoom Tlini Tower 650565719
Yu Yifan 0706-AB Ilini T... InRoom Tini Tower 0
(= . .. R P sl e -
j Incidents 4 | N I vI
9 Room Management Yang, Mengjia (Iris) Email: irisyeong0713@amail.com
Eun\ Tasks In Room Location: Tllini Tower
asl
i Student Mumber: 668803782 0707-ABllini Tower { Cnr 2Bd/1Bth-TlinMwr Gender: Female
24 c B/20 =: 8172014 - 5/16/2015 Category: Illini Tower (UIIT)
Ready. Db 0 [US-HOU-SRDATAO 1. campusliving.dom] Jackson. Kilpatrick @CAMPUSLIVING . DOM .

Across the top are spaces to enter search parameters for finding certain residents. At the top right
are links to enter and exit the dashboard. (We will do a lot of work there.) At the lower left are
buttons to switch between the windows (especially Main, Incidents for incident reports, and Room
Managementfor maintenance requests).

You should now click the link to open your dashboard. The dashboard is empty until you put
reports there. (These are the reports you will work on.)

Use the green plus found under AddPanel and labeled Saved Report.

Repart: I il
Always On Top: IND LI
=l

Auko Refresh Interval: INever

Click on the binoculars to choose a report. You will need

o UIIT Maintenance OpenJobs NeedsPrinting and
o UIIT Outstanding Packages
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OF 3 Cancel | &1 Mew Folder | 5 Expand Al == Collapse Al

..... 2% UIIT Accounts_Debtors_Hiskary !—Search ;l EE e Ernail &7 Export =

----- &% UIIT Accounts_Debtors_In Room_Al Res DSwan -

----- 2% UIIT Accounts_Debtors_In Room_all Residents Description: [Personal - jackson, kipatrick

----- 2% UIIT Accounts_Debtors_In Room_Excl Financial Aid R

..... 24 ULIT Accounts_Redines * | steres records that only vou can access. ;I

----- 2% UIIT Accounts_Resident Deposits Less than $100

----- 2% UIIT Adjustrments Fepart

----- % UIIT Final Account Skatement_detail LI
----- 2% UIIT Final Account Staternent_summary

----- 24 UIIT Hiskory Skatus - Check Billing Security: Star_Rez User: Access
----- 2% UIIT Incidents_Cpen

----- 2% LT Late Charges Billed

----- % UIIT Maintenace_Jobs - Time ko Complete

----- 2% UIIT Maintenance Report_Repair Description

----- 2% UIT Maintenance_Completed Jobs_PM True or False

----- 2% UIIT Maintenance_Open Jobs_all Jobs

----- &% UIIT Mainkenance_Open Jobs_Meeds Printing (Mo PM Ikems)
----- &% UIIT Maintenance_Open Jobs_Mo PM Ikems

----- @ UIIT Maintenance _Open Jobs_Only PM Ikems

----- &% UIIT Mainkenance_Requesk w Mo Job Skatus

----- [#4 UIIT MonthlyRates, InRaom

----- O UIIT MTV List

----- &% UIIT Cutskanding Amounts_use For late notices

----- 2% UIIT Qutstanding Amounts_use For lake notices_no fin aid
----- 2% UIIT Cutskanding Packages

----- 4 UIIT Pending Move In

----- 2% UIIT Pending Mowe Qut

----- % UIIT Resident Email Addresses_In Room

----- &% UIIT Resident Statement

""" 54 UILIT Residerts with Financial Aid Deferment Last modified by jackson. kilpatrick on 100372013 04:53 {Created on
-4 UNG Lease Tracker - 104312013 04:53)
4 | I b Ackivity Log. ..

UIIT is at the very bottom.

Auto Refresh Interval should be left at never. You have a button to refresh whenever you want,
and auto refresh just slows the system down when you don't need it.

Now that you have your panel, use the wrench labeled Manage to resize your panel.






Recent

window

Help

StarRez Maintenance Requests

Printing Maintenance Requests

& NewEntry
& Applicart
& Reservation
& openEntry (F3)
& CheckIn

& entry Management

& AddMembership
& addnote
& AddEnroliment

& add Correspondence

L —

(Refresh - o AddPanel + %, Manage

UIIT Maintenance_Open Jobs_Needs Printing (No PM Items) Report

UIITMaintenance_OpenJobs_All Jobs Report

1 Date 10b Created| Room S[R1] Description Room Space | Ttem Description Occupant Entry Name | Date Creat 4]
1002-BC ini T...  Electric Outlets not working Wang, Chengfei 982014 16:
100544 ini T... € Bedroom Furniture.. 1005-A/B room aka the room on left side when entering the front door: Zhan, Yan 8/22/2014 08
1007-AA Tini T... C Vent Hood The fan above the stove does notwork. Lisy, John 8/27/2014 16
1007-8D lini T... ¢ Vent Hood The fan/vent doesnt work Hughes, Brady 5/16/2014 11
1012-A4 Tini T... € Other Kitchen Maint . The tap cant be turned off tightly Luo, Yiyue 8/26/2014 11
1102-AA Tini T... F OtherBedroomMai.. The heatis on all of the time. Sa is my roommates room and the main living areaas...  Zhu, Yiyu 8/21/2014 16
1106-44 Tini T... € (Please Select Item)  lost room key and mail box key, urgent need of replacement of thelock on mailboxa... Cheng, Siai 82472014 22
1108-8D Tini T... € Window/Blinds The window sereen for the common area s alttle ripped. We don't nead maintenanc... Jin, Kirsten 8/29/2014 12
1202-Living Rm... | Exterior DoorfLockl.. 1202front doorlock has been giving trouble to both roommates for several days. The. 9/10/2014 0
1311-Tlini Tower € Light Fixture/Switch  The smal light on the desk and the small light onthe wall(next to bed) are not worki.. Zhang, Hanau 982014 19:

3 Addspolicaion 131248 Tini T.. £ Key/DoorfLodk mailbox key dosnit work. Key Is in maintenance mailbox. Guo, Yuwei (Nathen)  8/26/2014 0¢
1401-Bath Ilin... £ Oher Bathroom Mai.. Please change out the old shower head vith a nevier one similar to 2115 8/11/2014 0%
& Communication - 1401-BC lini T... ( OtherBedroomMai... Tumed on 14018 bedroom's ac on Sunday. Smell came from unit that is quite strong.. 8/11/2014 0¢
& mailmerge 1401-Kitchen Il ¥ Other Kitchen Meint... The baseboard underthe drawers of the sland has come off. 8/11/2014 0%
1401 Living Rm... L Flooring Carpet has come undone from the wiall unted the heaters 8/11/2014 0¢
& Mail Merge Report 1410-Living Rm... L (Please Select Item)  Couch seats are scratched terribly. 8/15/2014 1¢
& Emal 1411-Tlini Tower £ Exterior Door/Lockl.. Door lights up green and red. After geting newkeys several imes ittook several tri... Oh, Kyuhyun 9/212014 20:
14113l Tower € Exterior Door/Lockl.. Deor lights up After gettingnew key tim .. Oh, Kyuhyun 8/9/2014 22
@ rarcel Tracing M 1914-Bath Tlin.. £ Sink/Faucet Sink Leaks Water when the toilet flushes 712972014 08
@ Parcel Receipt 150144 Tlini T.. (Window/Blinds 1501 AA Bedroom The screen from the window is missing and the vindow can be pul 817201422
@ rorce e 1607-44 Tlini T.. ( Common Area Furni.. The sofacushions and wieviould appreci Bhatti, Aadil /1972014 12
160744 Tlini T...  Common Area Fumi... Sofa cushions are extremely worn. Were slightly worn atstart of firstsemester and w... Bhatt, Aacil 43072014 16
@ parcel Return/Forward 16148C lni T.. € Vent Hood thefanis not working Zhang, Jive 5/10/2014 14—
Firis CommonA... F TV Cable Outlet It has been reported thatthe power button on the 16th fioor lounge tv does not work. 8112014 15:
Lobby-Tlini Tow.. f South Staimwells  South stairwell araffti onthe first floer. s/zs/zmjj
a | o Ll I [
UIIT Outstanding Packages Report UIIT_Room_RosterReport v
Description Tracking Number Shipping Type | Parcel Type Entry Name | Room Space Des | Entry Status Desc 4|
16490 Account, Conference. (Please Select T... (Please Seleck T.. 9/6/2—| | Abraham, Benjamin Jr.  1001-A8 liini ... In Room
16499 Account, Conference. (Please Select T... (Please Select T.. 96/ | | Abusharif, Ami 0505-8C 1lini T... InRoom
16499 Account, Conference. (Please Select T... (Please Select T.. 9/6fz | |Adriatico,Abigail  0301C-Tini To.. InRoom
16499 Account, Conference. (Please Select T... (Please Select T.. 9/6/z | | Agase,Joseph 02018-Tlini To... InRoom
23019 Abdel-Reheem, Abdu US Postal Service Envelope oféfz | | Ahmad, Misha 1601-A Tiini T... InRoom
Parcel SpPEBBEVDGS Ups Envelope 621, | | Ahmed, Junaid 0613-A8 Tlini T... InRoom
22407 Agase Joseph Ups 17318A2R0365292478 ups Large Box 620, | | An, Junyoung 0714-5C Tlini T... InRoom
23531 Ali, Mr Yousif Parcel 420618200443010200829297595380 US Postal Service Envelope §/30, | |AlBardanKenan  0807-ABTliniT.. InRoom
¥ Favorttes 31410 Allen, Kayla Fedex 961101951222772 Fedex Small Box o2y, | |A-Bardan, zaid 0807-8A Tiini T.. InRoom
31410 Allen, Kayla (Please Select T... Envelope 823, | | Al MrYsseen 1607-AA Tiini T... InRoom
SR oo Greimn some  am e e o
79 vai Reports 32052 Aviles, Sebastian (Please Select T... Envelope oféfz | | Alikhan, Firasat 10138 Tiini T... InRoom
31468 Bao, Biichuan ups 1Z25X76F 1229263025 ups Small Box 629 | |Allen, Kayla 0307-Ilini Tower InRoom
~F tmcidents 32040 Bashor, Steven* (Please Select T... Small Box 9f6/z | |Andrade Gruest, Ines 0506-AA HliniT... InRoom
32040 Bashor, Steven " Parcel 420618200405511201238698447803 US Postal Service Small Box 9/10, | |Arpoy,Iskandar  0509-BCIiniTo.. InRoom
Q? Room Management 47850 Bharadwaj, Shwetha {(Please Select T.. (Please Select T... 9/4/z Amold, Jesse 0412-84 Tlini T InRoom
22756 Bishop, B parcel 420618200505500027034236000065 US Postal Serviee Small Box 827, | |Aviles, Sebastian  0201CliniTo... InRoom
[Tof Tasks 22644 Bogdonoff,von  UPS 17A86950030599 1094 ups MediumBox 827, | | Balch, John 051+-48 lini T... InRoom
31910 Chang, Jessica parcel 1010017440520005182000771022408579 (Please Select T... (Please Select T.. 9/8fz | |Bao, Biichuan 0812-8D Iini T... InRoom
2 51919 Chang, Jessica (Please Select T... (Please Select T.. 9/6/z | | Barrutia,Jake 0905-5C 1lini T... In Room
Ready Db 0 [US-HOU-SRDATAD L campusiving.dom] Jackson. Kipatrick @CAMPLSLIVING.DOM

Here you see the panels on my dashboard. The top left is the list of Maintenance Openlobs
NeedsPrinting. It is blank because I just printed them all. To print the requests, you have to
double click on each one.

" Mark the checkbox for Job Sent,

== Click Reports and select

e ¥ Maintenance Details.
== == —— Then click print.
e =
and click SaveAndClose.
StartOoter = =] oweoate: [ I
Repar Descrptin: |
)|

| ottty oeymon 837214220 (et S23014722)

Afterwards, put the requests i

n maintenance' mailbox. Also click refresh, and since the job sent (ie

printed and given to maintenance) checkbox was marked, you will see the requests removed from
the report. (They don't need printing anymore.)
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Creating Maintenance Requests

First, at the top right, click the leftmost link to exit the dashboard. Then at the lower left, select
Room Management.

tarRez v9.4 - Campus

Recent  Window  Help

*% OpenRoom ) Refresh 37 Clear |Filter By: (Al Records) - Tools » Operating on Selected Room Space -
™9 Maintenance || % | Room Space ﬁ |Ronm ‘Flonr J Suite |Secﬁon |Lm3h'nn |Room Type |Extensinn
*= Maintenance Reports | | ‘ [l '| [All] '| [All i | [all] '|
* Openlob 0914-4A Illini Tower 0914-4 Ilini Tower 09 14-Tlini Tower Lvi9-Tlini Tower Tllini Tower Cnr 28d/1Bth-Ili... -
* add1obs 0914-AB Ilini Tower 0914-A Tlini Tower  0914-Tlini Tower Lwig-Ilini Tower Tlini Tower Crr 2Bd/1Bth-Ili...
05914-Bath Ilini Tower 0914-Bath Ilini T... 0914-Tlini Tower Lvig-Illini Tower Illini Tower Bath-TlinTwr
% MoveMaintenance Jobs 0914-BC Thini Tower 09146 llini Tower  0914-Dini Tower  Lvi9-Tlini Tower  Ilini Tower Crr 2Bd/16th-Tli...
*9 Print Reports for Jobs 091480 Tlini Tower 09146 Ilini Tower  0914-Tlini Tower Lwi9-Illini Tower Illini Tower Cnr 2Bd/1Bth-Ili...
0914-Kitchen Illini Tower 0914+Gtchen Th...  0914-Tlini Tower Lvig-Tllini Tower Tllini Tower Kitchen-TlinTwr
0914iving Rm Illini Tower 0914iving Rm L.. 0914-Ilini Tower Lwig-Tlini Tower Tlini Tower Living Rm-IlliniTwr
1001-AA Illini Tower 1001-A Iini Tower  1001-Tlini Tower Lwl10-Tllini Tower Tlini Tower Cnr 2Bd/1Bth-Ili...
1001-AB Ilini Tower 1001-A Ilini Tower  1001-Tlini Tower Ll 10-Tllini Tower Tllini Tower Crr 2Bd/1Bth-Ili...
1001-Bath Tlini Tower 1001-Bath Tini T...  1001-Tlini Tower Lvl10-Tlini Tower  llini Tower Bath-TliniTwr
1001-BC Ilini Tower 10016 Ilini Tower  1001-Ilini Tower Lwl10-Illini Tower Tlini Tower Crr 2Bd/1Bth-Ili...
1001-BD Ilini Tower 10018 Ilini Tower  1001-Ilini Tower Lwl10-Tllini Tower Tlini Tower Cnr 2Bd/1Bth-Ili...
1001-Kitchen Illini Tower 1001-+itchen Ii... 100 1-Tlini Tower Lvl10-Tlini Tower  Illini Tower Kitchen-TlinTwr
1001iving Rm Ilini Tower 1001-iving Rm I... 1001-Tlini Tower Ll 10-Tllini Tower Tllini Tower Living Rm-TlliniTwr
......... 1002-AA Tlini Tower 1002-A Tlini Tower  1002-Tlini Tower Lwl10-Tllini Tower Tllini Tower Priv 2Bd/1Bth-Ill...
ié Favorites 1002-AB Tlini Tower 1002-A Tlini Tower  1002-Thini Tower  Lvl10-Tlini Tower  Illini Tower Priv 2Bd/1Bth-Ili...
1002-Bath Tlini Tower 1002-Bath Wini T...  1002-Tlini Tower Lvl10-Tlini Tower  Illini Tower Bath-TlinTwr
a Main 1002-BC Ilini Tower 10026 Ilini Tower  1002-Ilini Tower Ll 10-Tllini Tower Tlini Tower Priv 26d/1Bth-Ill...
‘ﬁ Main Reports 1002-BD Ilini Tower 10026 Iini Tower  1002-Tlini Tower Ll 10-Tllini Tower Tllini Tower Priv 2Bd/1Bth-lli...
1002-Kitchen Illini Tower 1002-4itchen Ii...  1002-Tlini Tower Lvl10-Tlini Tower  Illini Tower Kitchen-TlinTwr
\3 Incidents NElss = o - _ e — _>|L|
0914-Bath Tllini Tower
Location Area: UIIT-Illini Tower Maintenance: 1 total, 0 incomplete,
EB Tasks Room Space Type: Shared Inventory: 0items, 0 inspections
» Keys: 0 total, 0 booked
Ready. Db 0 [US-HOU-SRDATAO 1. campusliving. dom]  Jackson.Kilpatrick @CAMPUSLIVING.DOM .3

Type the suite number in the search field (four digits—start with zero if you only have three). That
suite has several rooms to choose from. Double click the one you want. (Here we are choosing the
bathroom.)

Now you are ina % Room Space: 0914-Bath Iifini Tower M= B
d eta | IS page for that k- save aClose 3 Close | Save | [New ~ | |Open Delet= | B Maintenance ~ | [] Reports ~
o Details
room. At the left, right | oo
. . {4 Mainter " =
click on Maintenances 0 cores B G =
Room: 0314-Bath Iliini Tower
and choose New Floor: 0914-lini Tomer
- Section: Lvi3-Tlini Tower
Maintenance. . Tt
Room Type: Bath-TlinTwr
Gender: DynamicGender (Female as at 9/11/2014)
Disabled Access: No
Profiles:
Classifications:
Term Types:
Attributes:
ID: 27599
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Now you have a blank work order to fill out. Be careful because your entries can disappear.

% Room Space Maintenance: 0914 bathroom Shower sprays water everywhere. Please help. | _ (O]
o OK xgancel Hgave D MNew - Open Delete D Reports -

Main
J -
Custom Fields x 0914 bathroom Shower sprays water everywhere. Please help.

Contractor

-

Room Space: 0914-Bath Illini Tower —
Date Reported: fthu  9/11/2014 06:21 ~|  obstatus: IRecewed w |~
Change Log Reported By: IResident 1 B Other Service #: |
Category: I Bathroom-Maintenance / Bathtub/Shower j Job Sent: [~
Occupant: I Huey, Jaclyn il!l View On Portal: v

Occupant Present: | I
Mote: The Occupant Present field is shown with a customized message to students: "I agree to allow a staff member inta my room wl

Description: 0914 bathroom Shower sprays water everywhere, Please help,

Location: IDQ 14 bathroom|

Priarity: IMed\um sl Ihd

Account Code: I el Technidian: I sl
Start Date: [l ~| Duepate: [T 4|

Repair Description:

Complete: II_ j -
IRoom Closed: r Closed Date Ranae:  [Thu a/11/on14 | Iri anamnia vl | _ILI

‘ »
| Last modified by jackson kipatrick on 8/11/2014 06:21 (Created on 8/11/2014 06:21) | New Record | s

Fill in the top header first.

e Job Status: Received

» Reported By: Resident

« Category: <choose one>

e Occupant: <click the binoculars to search>
e View On Portal: <checkmark>

This is where the screen freezes most often. Do not click the textbox until you have saved your
work so far. You have been warned. Click "ignore" for "Description Required" warning then ok
again.

Now go to the textbox and enter your request. Be as exact as possible about where and what the
problem is. If possible, enter the location of the problem in the textbox for Location.

Do these steps carefully so that the database will save your work and not lose it. Click save and
you should not get any warnings. Then click OK which puts you back in the room details page.
Now you must save and close! Any thing else will erase your work.

The work order is not completed until all this is done to save it to the database. Some fields are
blank until it is finally saved. At this point, go to the dashboard and refresh the screen. The new
work order should be there and you can print it at last.




Closing Completed Work Orders

When the maintenance staff finishes their work, the entries need to be updated. This is

conveniently done by night clerks. Another report you might add to your dashboard is the

UIIT Maintenance_Openlobs_AllJobsReport
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Since this panel is listed in order by room number, it is easy to find the work order you are looking

for. Just double click on that line to open the work order details. There are four entries you need

to make to complete a work order.

& Room Space Maintenance: Light bulbs need to be replaced,

| Save 8 Close 3¢ Close | Save | [ New ~ () Open ¢ Delete | [ Reports +

Va Light bulbs need to be replaced.

Room Space: 0504-Tlini Tower - iini Tower

Date Reported: [t 5142015 22:51 =] obstatus; [complete. IR

Reperted By =

— sobSent: 7

Ocapant: View On Portl: [

Ocapant resent:

o students: T agree o alow a staff member nto my room whie L am not there.”

Descrpton: Ut b need tobe repaces I=|
|

Locati [

Prioity: Medum =

Acuntcode: | S[] Tecrican: | |

StartDate: [P ree o 9poisis27 <] puepater [T ~

Repa Descptons (1R epceabt |
|

Complete: [V Tue 6/ 92015 18:27 -

Room Close r ClosedDateRange:  [rue & 5015 =] Jued /mj0ts 7]

Last modified by jackson.kilpatrick on 5/15/2015 00:12 (Created on 5/14/2015 22:52)

ID: 86477

@

At the top, job status should be changed to complete. Down by the bottom, start date, repair

description, and complete date should all be entered. The start date and complete date are both

needed for those cases where the work is started one day but not finished until another time. The
repair description should include the initials of the maintenance technician who did the work, what

they did, and how much time it took.

MFR replaced the light bulb
15 minutes

As always, choose Save and Close.



StarRez Package List

Setting Up the Scanner

To use the scanner, you must enable it in StarRez. At the top left, go to
File > Preferences

4 StarRez v9.4 - Campus Living - USA

File  Recent Window Help

Search |v Q@
a New Entry -2 @ Refresh & Clear | Filter By: Active < Tools ~ Operating on Selected Entry ~
a Applicant = | Last Mame i |First Name | Room | Entry Status |Loaﬁon |St|..|der1t MNumber | Group | C.
a Reservation |YEHQ| | | | [all] - | [All] - | | [All] vl
a Open Entry (F3) Yang Dihan 02098-Ilini To...  InRoom Tlini Tower  dyang42 =
Yang Jingrnei Tentative 659059479
a Check In A
Yang Mengjia 0707-ABIlini T... InRoom Ilini Tower 668803782
& Entry Management v Yang Min 1402-AA Tlini T... InRoom Tlini Tower 677289056
& Add Correspondenc Yang Yijia 0501-AB Tlini T... InRoom Tini Tower 662343424
a Add Membership Yang Kinyuan 070380 Iini T... InRoom Tliini Tower xyangs2 |

Then, on the left, click Barcode/Swipe Scanning, and checkmark Scanning Enabled in the center.
Then Save and Close

4% Preferences

b save & Close 3 Close | Save

&

—BarcodefSwipe Scanning Options

Accounts
¥ Scanning Enabled
J' IV Consider Parcels
\kg _H_ﬂ ¥ cConsider isitars
>

StarRez

Reset |

Barcode/Swipe
Scanning

i

System

This has to be done for each computer desktop where you use StarRez.
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Giving Out Packages

When giving out a package, be sure to see an ID so that you have proof of identity for the person
to whom you give the package. Only give the package to the person listed on the address label.
An exception can be made if the person has an email giving them permission to take the package.
Then you should be able to see the email address of the person whose package it is.

| If this is the correct name, click Issue Package,
and you are done.

@ Parcel Scan

It appears vou hawve just scanned a parcel that has been
received For Li, Songwu. What would vouo like ko do?

{3 Issue Farcel
Issue ko the parcel to Li, Songyu

{3 Return/Forward Parcel

Show the ReturnfForward Parcel Wizard

Close |

|If you see this or if the name in the window
above is wrong, you can go to entry manager

@ Unknown scan and manually enter the transaction.

The barcode/swipe card scanned does not exist in the
database, and cannot be identified. YWhat would wou like to
do?

2 Add as Electronic ID

The number scanned is From an existing students
I, This option will let vou search For an entry to
recard the ID againsk

¥ Receive as Parcel

The number scanned is a tracking number of a
parcel, This option will let wou search For an

entry ko receive the parcel for,
Close |

1 StarRez v9.4 - Campus Living - USA

. . Bl Recent Window Heb fe @
Remember that, if you are in the dashboard, B E 2
you get out with the links at the top right of the |°: T ’“‘.Z?‘LMZ“'”%FZTM —— ;ﬂif@f’“;"iﬁ".i*““’“"”};
screen. When in the main screen, you can = Y i —

select the Entry Manager by clicking Main at the
bottom left. Finally, double click the resident's
name.
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Giving Out Packages

In the resident details screen, click Parcels in the left

column.

| Save & Close 3¢ Close | Save ~ | [ Mew

I Gpen € Delete | & Check Out ! Front Desk -

] Reports -
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b Save 8t Close 3 Close b Save ~ | [ Mew ~

DOpen Delete | &

; Details
[ Bookings
.5y INRM, 0503-A4 Tllini Tow
. --LIV] Account Transactions
Account

Categary: Tlini Towwer [

& LI\-‘;]‘ Addresses Title | Last Mame:
-~ Applications
] Correspondence Items First Mames: Songyu

| Custom Fields - Additianal Infio
Custom Fields - Accounting Cetal
| Custom Fields - Applicant S5M
Custom Fields - Renewal/NTV

| Custom Fields - Resident Pet Inf

Preferred Mame:

Web Screen Name:

T

Songyu Li

—#Active Booking Details
Dates: Tue, Aug 19,

Room Detail:

Personal Details

(7] Parcels
- Profies Student Humber: 60508074
#-{[7) Scheduled Transactions
Schooks Onesite ID Humber: l_
Portal Details
| List Membership Last ¢ digits of S5M: EEEE]
Change Log

Camments:

=

Last modified by Ray.Myles on 9/16/2014

Now, you can see the list of parcels

=) Detals
1/ Bookings

©-F) INRM, 05034 Tlini Tow
Account Transactions

Parcels

Parc

ngType | Parcel Type

Parcel Status

Recejpt Date

Issue Date

3. Fedex Fedex Envelape

=] Account
7] Addresses
{4 Applications
{0 Correspondence Ttems
=] Custom Fields - Addtional Info
Custom Fields - Accounting Deta|
Custom Fields - Applicant SSH §
Custom Fields - RenewaNTV
Custom Fields - Resident Pet Inf
- madents

=] Envolment

T Family Members

{17 Meal Plans

() Memberships
I Notes
Other Detals
Persanal Detsils

Fedex (Please Select T... Medum Box

Parcel Us Pastal Service Envelope

Parcel U Postal Service

ups

Erwelope

Medium Box
Medium Box
Smal Box.
Smal Box.

(Please Select T... Gift Bag

@
{7 Profiles
{7 schedued Transactions
[ schools

Portal Detals

Lis Mermbership
Change Log

Issued
Received
Issued
Received
Issued
Issued
Issued
Issued

Received

/132014 12:12
3/17/2014 12:56
3j42014 11:47

3f15fz014 12:17
af25/2014 16:54
826/2014 11:17
9/5/2014 09:40

9/16/2014 13:20
972014 12:36

913/z014 15:53
9/5/2014 03:07

62502014 16:55
8272014 15:16
9/5/2014 10:19

9/16/2014 18:37

for that resident. In the rightmost
column, the issue date is blank on
the parcel you are handing out.
Double click that parcel.

Last modified by Roy.Myles on 0/16/2014 17:58 (Created by StarRezapp on 4¢412/1014 22:04)

ID: 231048

Entry: Li

kd Save mClose 3¢ Close | Save = | [ Mew - Open 3¢ Delete

You have two things to change. At
the top, change the drop down list
from received to issued. Then enter
the issue date at the bottom right
of that same panel.

As always, Save and Close.

= Detais
1 Bookings

) INRM, 0503-AA liini 1
() Account Transactions
<= Account
([ addresses
A4 Applications
{[7) Correspondence Ttems
Custom Fields - Addtional Inf
Custom Fields - Accounting D
Custom Fields - Applicant 55
- RengwaliNTy
- Resident Pet

() Incidents

=] Enroliment

() Family Members
{7 Meal Plans

1] Memberships

T Parcels
adEx

([ Profies

[ Scheduled Transactions -
| |

& Check Out  Front Desk « [ ] Reports »
FedEx r—
Parcel Detais =
Status [Recened  v] Mosignaturein dakohase Serd Receipt Email
Description: [Fecex
Parcel Type! Ftecium Box - Shipping Type: (Please Select Type) &
Tracking bumber:  [pe220R043000818 | Forwerding Address: [Permanent Address -
Receipt Date: [7wed oi1772014 1256 | Tasue Date r =
™ CustomFlag 1 ™ customFlag 2
Custom String 1 S[-
Custom String 2 S[=
Custom String 3 S[=
Custom String 4 [
cwsomseias [ S[¢]
qstomstinas | S]-]
cstomoatzt I <]
asombatez T <] E
e |
- =
Last modified by RoyMyles on 8/16/2014 17:58 (Created by StarRez.app on 4/12/2014 22:04) ID: 31048 Iz
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Adding Packages to the List

Part of the night clerk duty is to audit the package list. From the dashboard, you can print out the
whole list. There is a tiny printer icon in the top right corner of the panel for the package list.

Fle Recent Window Hep

& NewEntry w|| @ Refresh ~ o AddPanel ~ “, Manage
& Applicant UIIT Maintenance_Open Jobs_Needs Printing (No PM Items) Report @ UITMaintenance_Open Jobs_All Jobs Report. T} =
8 Reservation J|Date J0b Created| Room 5 1] Description Room space [f] Ttem Description Ocaupant Entry Name | Date Creal !
1002-BC Illini T... F Electric Qutlets not warking Wang, Chengfei 9/8/2014 16:
& open Entry (73) 1005-AA TiiniT... $Bedroom Furniture... ~ 1005-A/B room aka the room on left side when entering the front door: Znan, Yan 8/22/2014 0¢
& CheckIn 1007-A4 Tini T... C\Vent Hood The fan above the stove does not work. Lisy, John 8/27/2014 1€
1007-BD Illini T... CVent Hood The fanfvent doesn't work Hughes, Brady 5/16/2014 11
& entry Management -
1012-A4 Tlini T... € Other Kitchen Maint.. The tap can't be turned off tightly Luo, Yiyue 8/26/2014 11
& Add Comespondence 1102-44 Tlini T... F OtherBedroomMai... The heatis on all of the time. So is my roommates room and the main living area as...  Zhu, Xiyu 8/21f2014 1€
& add Membershp 1106-A4 Tlini T... < (Please Select Irem)  lost roomkey and mail boxkey, urgent need of replacement of thelock on mailboxa... Cheng, Sii 8/24/2014 22
1108-BD Ilini T... £Windowy/Blinds ‘The windew screen for the commen area is a little ripped. We don't need maintenanc... Jin, Kirsten B8/29/2014 1%
& AddNote 1202-Living Rem... L ExteriorDoorLock/.. 1202 front doorlock s been giving trouble to both roommates for several days. The. 9/10/2014 0¢
& AddEnrollment 1311-Tlini Tower E Light Fixture/Suitch  The small light onthe desk and the small light on the wall(next to bed) are not worki.. Zhang, Hangqu of8/2014 19:
8 Addapplicain 13128 ini T... <Key/DoorfLock mailbox key doesn't work. Key is in maintenance mailbox. Guo, Yuwei (Nathan) ~ 8/26/2014 05
1401-Bath Illini... E Other BathroomMai... Please change out the old shower head with a newer one similar to 211's 8/11/2014 0¢
a Communication - 1401-BC Illini T... ¢ OtherBedroom Mai... Tumed eon 14018 bedroom's ac on Sunday. Smell came from unit that is quite strong.... B8/11/2014 0¢
a Mail Merge 1401-Kitchen Il... k Other Kitchen Maint.. The baseboard under the drawers of the island has come off. 8/11/2014 0¢
1401-Living Rm... L Flooring Carpet has come undone from the wall unted the heaters, 8/11/2014 0¢
a Mail Merge Report 1410-Living Rm... L (Please Select Item)  Couch seats are scratched terribly. 8/15/2014 10
& Email 1411-Tlini Tower E ExteriorDoor/Lock).. Doorlights up gresn andred. After getting newkeys several times ittook several tri_ O, Kyuhyun 9[2/201420:
1411-Tiini Tower £ Exterior Door/Lockl.. Daor lights up green and red, After getting new keys several times it took several tri... Oh, Kyuhyun ofsf2014 22:
@ parcel Tracking M 1416-Bath Tl SinkfFaucet Sink Leaks Water when the toilet flushes 71292014 08
B Parcel Receipt 1501-AA Illini T... ¢ Windowy/Blinds 1501 AA Bedroom The screen from the window is missing and the window can be pul... 8/17/2014 22
@ parcel Issue 1607-AA Illini T.. C Common Area Furni. have bect and Bhatti, Aadil 3/14/2014 12 —
1607-A4 Tlini T.. CCommon Area Fumni.. Sofa cushions are extremely worn. Were slightly worn at start of first semester and w... Bhatti, Aadil /302014 1€
'@ Parcel Retum/Forward 1614-6C Tllini T... < Vent Hood the fan is not working Zhang, Jive 51072014 14—
FIrls Commona.. F TV Cable Outlet It has been raported thatthe power buttan on the 16th floor lounge tv does not work. 6/1/2014 15:
Lobby-llini Tow... F South Stairviells South stairwell graffiti onthe firstfloor. s/zz/zmj;l
d o L | 3
UIIT Outstanding Packages Report 7 UL Room_RosterReport W
Entry D Entry Name Description Tracking Number Re~ Entry Name | Room Space Des| Entry Status Desc| 2|
16999 Account, Conference. {Please Sclect T... (Please Select T... 9/8/z—| | Abraham, Benjamin Jr. 1001-28 liniT... InRoom
16499 Account, Conference. (Please Select T.. (Please Select T... 9/8/2 Abusharif, Amir 0505-BC 1llini T.. InRoom
16499 Account, Conference. (Please Select T.. (Please Select T.. 9/8/2 Adriatice,Abigail 0301C-Tllini To. InRoom
16499 Account, Conference. (Please Select T.. (Please Select T... 9/8/2 Agase,Joseph 02018-Tllini To InRoom
23018 Abdel-Reheem, Abdu US Postal Service Envelope. 96l Ahmad, Misha 1601-AA Tiini T... InRoom
31828 Abusharif, Amir Parcel spPBBBEVDGE UPsS Envelope 821 Ahmed, Junaid 0613-AB Illini T... InRoom
» 22407 Agase,Joseph upPs 12918A2R0365292478 ups Large Box 8/20, Ahn, Junyoung 0714-BC TliniT... InRoom
23531 Al Mr Yousif Parcel 420616208449010200829257585380 US Postal Service Envelope 6/30, | |AMBerdan,Kenan  0807-A8 iniT... InRoom
¥ Favorites 31410 Allen, Kayla Fedex 961101851222772 Fedex Small Box 821 | |A-Bardan, zsid 0807-AA Tini T... In Room
31410 Allen, Kayla (Please Select T... Envelope. 8/23 Ali, Mr Yaseen 1607-84 Wiini T... InRoom
Zﬂ e — 32052 Aviles, Sebastian (Please Select T.. Envelope. ofsfz Alikhan, Firasat 1013-84 iini T... InRoom
31468 Bao, Biichuan ups 1Z25K76F 1229263025 ups Small Box 829, | |Allen, Kayla 0307-1lni Tower In Room
~F madents 32040 Bashor, Steven " (Please Select T... small Box ofs/ | |Andrade Gruest, Tnes  0806-AA Tlini T... InRoom
32040 Bashor, Steven Parcel 420618209405511201238698447803 US Postal Service Small Box 910 Aripov, Iskandar 0509-BCIlini To... In Room
ﬁ? Room Management 47850 Bharadwaj, Shwetha (Please Select T (Please Select T.. 8/4/2 Amold, Jesse 041284 Tini T.. In Room
22756 Bishop, Bryan Parcel 420618208505500027034236000065 US Postal Service Small Box 827, Aviles, Sebastian 0201C-Tlini To.. InRoom
[Tof Tasks 2284 Bogdonoff,Yvon UPs 128869580305591094 ups MedumBox /27 | | Balch,John 0614-48 ini T... InRoom
31818 Chang, Jessica Parcel 1010017440590006182000771022408579 (Please Select T.. (Plaase Select T.. 9/8[: Bao, Bilchuan 0612-8D 1liini T... InRoom
z 31919 Chang, Jessica {(Please Select T.. (Please Select .. 9/8/2 Barrutia, Jake 0905-5C lini T.. InRoom -
Ready. Db 0 [US-HOU-SRDATAO1. campusliving.dom] Jackson.Kipatrick @CAMPUSLIVING.DOM

Go through the list checking to see if the packages are still here. If packages on the list are not
here, just enter them as being handed out as in the previous section.

When there are packages that are not on the list, bring them all over to the desk. Scan the
tracking number. You should see one of

@ Unkrnower scan @ Parcel Scanned

The barcode/swipe card scanned does nat exist in the It appears you have just scanned a new UPS parcel. What
database, and cannot be identified. What would vou like ta would you like to do?
do?

. _ {# Receive Parcel

@ Add as Electronic I0 Receive the parcel for . Account, Conference
The number scanned is from an existing students Income
1D, This option will let you search For an entry ko
record the ID against

¥ Search and Receive
Search for the entry to receive the parcel for

{3 Receive as Parcel
The number scanned is a tracking number of a

parcel. This option will let you search For an == |
entry to receive the parcel for,
SE |

In either case, choose the bottom button "Receive as Parcel" or "Search and Receive" to allow you
to find the resident to whom the parcel belongs.




Adding Packages to the List page 35

arcel Receipt Wizard - Step 1 of 2

Parcel Receip S

Enter your values below and press Next when you are ready to continue -

Operate on Selected Entry - Avari, Zoish (Zoish) - [Reserved]

Parcel Details
Status: Received | No signature in database Send Receipt Email
Description: |
Parcel Type: IBox of Clothes = VI Shipping Type: IECI)( OF CLOTHES from f % 'I
Tracking Mumber: | Forwarding Address: IPermanent Address ) vI
Receipt Date: II7 Mon 6/ 8/201520:33 ;I Issue Date: Il_ ;I
™ custom Flag 1 ™ custom Flag 2
Custom String 1 | w [~
Custom String 2 I

Custom String 3 |

Custom String 4 |

Custom String 5. |

Custom String & I

Custom Date 1 ||_ -
Custom Date 2 |l_ -

Comments: d

-
4] | »

Cancel | < Prey | [ext = I Einish |

The tracking number will fill in automatically from the scan you just did. The dropdown at the top
autofills "received" also. Now just enter Description, Parcel Type, and Shipping Type to help people
later if anyone needs these details. Now, before Save and Close, click the button that says Send
Receipt Email.

At last, Next and, on the next screen, Finish. I bet you were thinking Save and Close.
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StarRez Incident Reports

Ve llint tower
Z student village

Writing an Incident Report

Important Items

Note specifics of the incident, including details on who, what, when, where, and how.

Include only factual information and never speculate or editorialize.

Refer to people as their identified role. Resident Assistant Suzie Queue or Resident John
Joseph.

The person writing the report should be referred to in third person (eg RA Queue).

After identifying the persons role and full name, then refer to the person as their role and last
name (Resident Joseph or RA Queue).

The person reading the report should be able to tell exactly what happened and should never
have to guess what happened or the outcome.

Quote what people say exactly and completely even if the words seem offensive, vulgar, or
embarrassing.

Never offer an opinion on what should happen to the student as a result of the incident.
Complete all sections on the incident report form, and remember to indicate am or pm in the
time section.

Limit any notation of student ID numbers to the top of the incident report form.

Remember that the accused student is likely to read the incident report and/or obtain a copy.
Keep all information confidential.

Outline of an incident report

Time, date, place

Person(s) involved

Reason for confronting this incident or this room
Policy or procedure in violation

Explanation of incident

Result of contact

All incident reports are to be submitted via email to the RD, AGM, GM, and the RA for the floor
involved, and a printed copy placed in the RD/AGM's box no later than 8:00am that morning.

In StarRez, at the lower left choose the menu for Incidents. Then you will see a button for New
Incident in the column at the left.

¥% StarRez v9.4 - Campus Living - USA
File Recent Mindow Help Search

~F New Incident (2 Refresh §r Clear | Filter By: (All Records) - Teols +
Status |Date I |incdent | Tite | Report Number | Manager | Location
anl] M | | | [ fan) =
Closed 5/16/2015 L:57:00PM 930 Smoking Tini Tow
Open /2512015 10:4400 .., 892 501 - Mental Health fssue
Closed 4/17/2015 11:17:00 ... 880 INC--Smoking Suite 503 Friing, Abigael Tlini Tow
Closed 4/4f2015 2:24:00 AM 841 15TH Floor north stair case exit sign missing Tini Tow
Closed 4/1/20156:46:00PM 838 INC-TheftRm 408 Friing, Abigael Tlini Tow
Closed 3/31/2015 LLSL00PM 830 Package Inddent Tlini Tow
Closed 3/30/2015 2:08:00 M 831 1401 Theft and Door Inspection Friing, Abigael Tini Tow
Closed 3/30/2015 12:27:00 ... 829 Smoking Tlini Tow
Closed 3/26/2015 4:45:00PM 816 Trespassing and Alcohol Violation—Room 1604 Tini Tow
Closed 3/21/2015 2:57:00PM 799 S13H8S Falkre i Ton
Closed 3/21/2015 2:51:00PM 798 1512 H85 Report Tlini Tow
Closed 3/21/2015 2:00:00 PM 797 Failed Room INspection 0714 Tini Tow
Closed 3/21/2015 1:10:00 PM 802 507 Failed Room Inspection Tlini Tow
Closed 3/21/2015 1:01:00PM 785 Room 309 Room Inspection Faiure Tini Tow

--------- Closed 3/21/2015 12:58:00 ... 736 Failed HES Inspecton - 1313 Fring, Abigzel i Ton

|y Favorites Closed 3/212015 12:47:00 ... 794 Failed H8S Inspection - 1304 Friing, Abigae| Tini Ton
Closed 3/21/2015 12:44:00 ... 793 Failed Room Inspection Room 308 Tini Tow

3 Main Closed 3/21f2015 12:14:00 ... 792 805 Inspection Faire Friing, Abigae Thini Tow

74 main Reports Closed 3/21f2015 12:11:00 ... 791 803 Inspection Failre Friing, Abigae| Tini Tow
Closed 3/21/2015 12:03:00 ... 730 1011 Failed Room Inspection Fring, Abigzel i Ton
« D e

%9 Room Management 501 - Mental Health Issue open

s 3 Tesks: O t
[Tg Tasks j
Ready. Db 0 [US-HOU-SRDATAOL campusliving.dom] jackson kilpatrick@ CAMPUSLIVING.DOM _:
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The new incident report is blank except for today's date and the incident status. New incidents
always have status open until they are reviewed.

[somez =

(58

Created by jackson.kilpatrick on 6/9/201519:19 NewRecod |7 (3

Filling in the main page of the incident report (from the top).

Category:
Click on the binoculars at the right, select IlliniTower, then OK.

Incident Status:
Always just leave this as open.

Incident Date:
The default value is today. This report should generally be written on the same day. But mark
this to be the day of the actual incident.

Title:
All incident title start with INC, a brief description of what happened, and the location.
INC—fire alarm—Apt202

Description:
Enter a full description of the incident. Keep in mind the ideas listed at the beginning of this
chapter.

Incident Manager
You do not need to assign a manager. This is the manager who will review the incident report
and judge what follow up may be needed.

Action Required:
You also do not need to do this part.

Location:
The left box should say IlliniTower. The right box should give what room or common area.
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Now we will work on the key entries in the left hand column.

Participants:
Click on Participants. Then click on New in the menu bar at the top.

e Involvement: Select the manner of involvement of this person.

o Identity Known: This allows you to select any of the residents who are already in our
database.

o Identity Unknown: This allows you to enter information about anyone not already in our
database.

Violations:
The violation type must be selected to place this item on our report of incidents for review.
After clicking on Violations, click on New at the top. Choose the Violation Type carefully from
the list, and do not change the default entry for Severity.

Custom Fields—Incident Detail:
This is a custom field for CLV properties. It is required. Only select from the drop down lists
and do not type in your original entries.

e Cause: This is the reason this incident required a report.
« Parties Involved: This is the main person or group involved in the incident.

Actions, Correspondence Items, Attachments:
These items are not your responsibility, but they are there for documenting follow up on this
incident.

Don't forget Save and Close. You don't want to lose all your work.






New Resident Logging On

After establishing your account with our leasing department, you will receive a letter giving you
the information you need to log in.

New Account Letter
Go to our website:
Illini Tower web site

Hover the mouse over current residents, and click on My Account.

[ IT Frontdesk Training

&€ =2 C [ wwwiillinitower.net

i Apps ¢ Bookmarks

£ Mini Tower: University of | X

W =

L=

1 Other bookmarks

Y2 illini tower
student village

home ourvillage rooms+rates location lifestyle currentres

go explore
my account
pay rent online

refer a friend

submit
maintenance
request

for 8
eoteas lease now for Fall 2(

i.t. roomies Take a tour or lease online tod

resident
assistants

find out more!

what's
happening

suggestion box

star services

PRIVATE CERTIFIED .

As a smart UI student you want &
convenient, affordable and fun liv
experience.

explore our Vlllage news Illini Tower gives you a student

© find your suite o e apartment that has everything yec

This will take you to the log in page for your resident portal account.

page 41


file:///C:/Users/JK/Downloads/IT_Outer/IT_Training/images/PortalNewAccountLetter.pdf
http://illinitower.net/




Cynthia Frakes (UIIT)

From: info@illinitower.net

Sent: Monday, October 28, 2013 10:37 AM
To: edorey@starrez.com

Cc: Gay Hughes; Cynthia Frakes (UIIT)
Subject: Illini Tower - Resident Portal Information

*xxx*New Online Resident Portal* ®xx*
Hi test screening,
We are very pleased {o inform you that you now have access to our new Village Online Portal.

To access your personal information, use the following link:

https://portal.campushousing.com/ILLINOIS-Illini-Tower

Username: edorey@starrez.com

Password: Testingl
Once logged in you will be able to;

e Update your contact information - Please update with home/permanent address
e Make payments online / manage recurring payments
e Log & track maintenance requests

We will send updates with new features as they become available.

All future payments should be made via this new online portal using the above login details.
Please let us know if there is anything we can do to make your stay more comfortable.
Regards,

Illini Tower Management







New Residents Logging On

page 45

If you need assistance with your username or password in the future,
email us at info@illinitower.net
or call us at 217 344-0400

[ New Resident Logging Or % [ <7 StarRez Portal - Welcome % W

€ - C @ hitpsy//portal.campushousing.com/ILLINOIS-Illini-Tower/Default.aspx?Params=19ezxPcQnQuRGKTzF%2b4sxeNblv: ¢ | =
i Apps v Bookmarks ] Other bookmarks

s

illini tower
student village

Register

Email Address: Password: Log In | Register

[[] Remember Login Forgot Passward?

Welcome to the Resident Portal

Use this portal to lease online, make a payment to your account, request maintenance or update your contact details.

\ease Make , QReques, \wdute%
é @ ) @
Online J:""!;n-n et %fa teno®™ “orm utwo

o 804 PM
RN e 015

Once logged in, you

can view your account details, set up payments, and request maintenance
services.






Online Accounts and Making a ONE-TIME Payment:

To view your account summary, simply click on “Online Accounts™ at the top of the main page. Once there,
you’ll see your account summary page. Click “Save and Continue” to proceed to account details and then finally
making a one —time payment. *Please note: your rental installment amount is listed under accommodation.*

& StarRezP... % Ww. ok 3

@& https:/fportal.campushousing.com/TTU-The-Cottages-of-Lubback/Modules/Account/AccountSum O ~ @ & X

Go

G W MSN %, hitp—cluusa.onesite.realp... [ amsail Email from Google [Ed Welcome to Facebook - .. £ RD Web Access

Home  Update Contact Details  Online Accounts  Recurring Payments  Maintenance Requests ~ Change Password
\/
Online Accounts j4
@ ; ®
Account Summary Account Details Make a Payment
a

Account Summary s 1019

Accelerated Rent Charges - TTUC $0.00 Dr
‘Accommodation - TTUC $0.00 Dr
Activity Fee - TTUC $0.00 Dr
Admin - TTUC $0.00 Dr
Damages - TTUC $0.00 Dr
Furniture Rental - TTUC $0.00 Dr
Late Charges - TTUC $0.00 Dr
NSF Check Fees - TTUC $0.00 Dr
Parking Charges - TTUC $0.00 Dr
Utility Charges - TTUC $0.00 Dr
Totals: $0.00

View Details

Save & Continue

Account Details: Here you can find out more information regarding any of the charges on your account. Simply
pull down the drop down menu under “Account View” to select the category for more details.

@ hitpsi//portal.c: om/TTU-The-Cottages-of-Lubbock/Modules/Account/AccountDeta © ~ @ & X [ Rpaweb s iinaianuel ) siifes @ StarRezP.. x ||{>{Baylense sl @ Howdotraua ] (1) 77 g

MSN ,*, http--clvusa.onesite.realp... [E] gmail Email from Google [ Welcome to Facebook - L. £ RD Web Access

Katrina Kane v

Home Update Contact Details ~Online Accounts  Recurring Payments ~ Maintenance Requests  Change Password

Online Accounts Menu

©; ® ®

Account Summary. Account Details Make a Payment
a

Account Details

Account View:

Accelerated Rent Charges - TTUC

Click “Save and Continue” to proceed.



3. At the make a payment screen you will see a screen very similar to the “Account Summary” page. However,
here you can select how much money you would like to pay for each category. For example, if your rent is $499
plus you have $45 for furniture package and $25 for parking, you will need to pay those amounts in the
appropriate category. Once finished, click “Make Payment.”

(€9

G W MSN *, http--clvusa,onesite.realp... [ gmail Email from Google [E7 Welcome to Facebook - L. 2] RD Web Access

Make a Payment (sep 3012

Account to Pay:
(Payment Break-Up) E’ Balance: $0.00
Payment Amount ($

Account Outstanding

@ hittps;//portal.campushousing.com/TTU-The-Cottages-of-Lubbock/Modules/Account/AccountAdd O ~ @ & X || RpAWeb &

Accelerated Rent Charges - TTUC 0.00

Accommodation - TTUC 0.00 499
Activity Fee - TTUC 0.00

Admin - TTUC 0.00

Damages - TTUC 0.00

Furniture Rental - TTUC 0.00 45
Late Charges - TTUC 0.00

NSF Check Fees - TTUC 0.00

Parking Charges - TTUC 0.00 25
Utility Charges - TTUC 0.00

Total Amount 0.00 565

You will be directed to our Payments Provider. Convenience fees may apply.

Make Payment Q\

*Please note: when you click make a payment, you will be transferred to another secure website to make
the payment. Please continue through that process until you are returned to your portal.*

4. Making the payment: Once you click make a payment, you will be allowed to use credit/debit cards, or your
bank account. To utilize your credit/debit card, you will be charged a transaction fee. To utilize your bank
account through an ACH transfer, there is no charge.

| = Trining anu | ) StarRez- s | © PayLease... *

tirme_ps O = @ Identified by VeriSign B €& X

s W MSN %, http--clvusa.onesite.realp... [ gmail Email from Google [ Welcome to Facebook - L. ] RD Web Access

s\, campus living
2 villages

Please enter the amount you would like to pay

Account Information

Account: Name: Katrina Kane
Balance: 569

Payment Amount

Amount $569 .00 (usD

R Trustwave JNm
[ oo oo ] Verisign

Select continue to import your data for your card or account.



5. Once you have completed your payment, you will be transferred back to the portal. *Please make sure you wait

1.

until you are transferred back to your confirmation screen!* Please be sure retain a copy of your
confirmation page for your records.

5 W MSN %, http--chvusa.onesite.realp... [ gmail Email from Google [ Welcome to Facebook - L. ] RD Web Access

om/TTL-The-Cottag: Lubback count/AccountRece O ~ @ & X

Vi, the cottages of lubbock Iaa e

student village

Home Update Contact Details ~ Online Accounts  Recurring Payments ~ Maintenance Requests ~ Change Password

Online Accounts Menu

® z ®

Account Summary. Account Details Make a Payment

Payment Confirmation

Full Name Kane, Katrina
Payment ID [ ]
Invoice Number L
Amount E

Date 10/21/2013 12:51
Status SUCCESS

*Please note the amount above is exclusive of any surcharges that may have been passed on by our online payment provider.

Recurring Payments

You can set up recurring payments by clicking “Recurring Payments” from the top menu.

w @ hitps/portal.campushousing.com/TTU-The-Cottages-of-Lubbock/Site/CLVUS&/Payment.aspxiPar O + @ & X

s W MSN %, http--clvusa.onesite.realp... [ gmail Email from Google [ Welcome to Facebook - L. ] RD Web Access

the cottages of lubbock \
student village

Home Update Contact Details  Online Accounts  Recurring Payments  Maintenance Requests  Change Password

Recurring Payments

Take the hassle out of remembering to pay your rent each month.
You can use the below link to create a new recurring payment or manage existing recurring payments.

Click here to setup or manage Recurring Payments

*Please note this opens in a new window, you may need to allow access through popup blocking software.



2. Select “Click here to setup or manage Recurring Payments”

g% 12 httpsi/ s paylease.com/ternplate. phpsection=18action=auto_psy O v @ Paylease, LLC[US] B & X || 2 RDWeul i Trainin | ) starRez @ New Tab | & StarRez.n] @ starReza| @ - Recura| 2 pay..

5 W MSN %, http--chvusa.onesite.realp... [ gmail Email from Google [ Welcome to Facebook - L. ] RD Web Access

s\ campus living
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Below are a list of the currently active AutoPays.

> © Add Recurring Payment

Current Recurring Payments

No current AutoPay Set Up

RTrustwave f Norton
versign

jorisig

3. To set up an account, click “Add Recurring Payment”

o

s W MSN %, http--clvusa.onesite.realp... [ gmail Email from Google [ Welcome to Facebook - L. ] RD Web Access

_time_payn O = @ Paylease, LLC[US] B €& X

s\ campus living
zns villages

Please enter the recurring payment details below.

Auto Bill Payment

Start Date Final Payment

Nov [v] 2013[+] © Jgu [=] 2014[+]

) Indefinite
Day to make payment Frequency

1 Monthly ~ [=]

Here, insert the information regarding your payment. Please make note of the final payment option. Most leases
with us end July 31* and therefore the last payment is due July 1%. If you renew your lease, please go in and add
a new payment for your new leasing year.



4. Then put in the total amount you wish to pay each month. If you are unsure what your monthly payment is,
please look at the account summary page, or contact the office for assistance.

5 W MSN *, http--clvusa.onesite.realp... [ gmail Email from Google [E7 Welcome to Facebook - L. 2] RD Web Access

_time_payn O ~ @ Paylease, LLC[US] B & X || 223 RD We

\paylease.com/t

s\, campus living
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Please enter the amount you would like to pay

Account Information

Account: Name: Katrina Kane
Balance: 0.00

Payment Amount

Amount:

Continue through the process providing your account information. To utilize your credit/debit card, you will be
charged a transaction fee. To utilize your bank account through an ACH transfer, there is no charge.
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StarRez On-Line Leasing

The screenshots throughout this document will help guide you through the online leasing process a
new prospective resident completes through the leasing portal.

Depending on your village process, the number of steps may be fewer than outlined below as some
villages do not require screening of the resident or guarantor.

Pre-Leasing Process: Register
In this step a student must first register themselves to continue in the booking process.

Home Reagister

Register

Please provide your contact details below to register for student housing. Once registered, you will receive a confirmation email with
your username and password to enable you to continue your application at a later date if required.

Personal Details

Please do not use any periods or other special characters in filling out this form. Ex. Jr. Sr. etc.

First Name:™
Middle Initials:
Last Name:™
Preferred Name:

Gender:
- Please Select - ﬂ

Date of Birth:
e}

Student NMumber: (If you do not have or do not know your student ID, please enter a zero value)
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Pre-Leasing Process: Term Selector
In this step a student must select a term in which they wish to reside with us.

Change Password

Update Contact Details  Online Accounts  Recurring Payments

Home Lease Now

Term Selector

Please select your contract term from the options below. If you would like to lease for a term that is not shown below, please
contact the village directly. For details on the start and end dates of these terms, please refer to the village website for details

You may be required to provide proof of enrollment in your chosen term.

® New Resident-University Meadows
O Univ Meadows-2014-15 Academic
O Univ Meadows-2014-15 Full

O Returning Resident-University Meadows

Save & Continue

Step 1: Welcome
The step identifies the information needed to complete an online booking.

Online Accounts  Recurring Payments  Change Password

Home Lease Now Update Contact Details

Lease Mow Menu | Leasing for Univ Meadows-2014-15 Academic

2 3 4 5 6 7 8 9 10 11 12
Welcome Resident Photo Upload  Resident About Me Rooms Anticipated Lease Initial Deposit  Resident Background Guaran’r
~ Address and Profile Arrival Date Documents - - University Identification  Checking
Contact University Meadows  Information
Meadows

Information

(Step 1 of 15)

To complete the online leasing process, you will need:
1. Your personal information (mailing address, email, etc.)

2. A valid credit card or checking account
3. Guarantor information if applicable (refer to village website for Rental Guidelines)

For information on rates, floorplans and village information, please visit the village website.

Lease Now

Step 2: Resident Address and Contact Information

Page 2
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The step requests a more detailed collection of resident address and contact info.

Update Contact Details Online Accounts  Recurring Payments  Change Password

Application Status

Welcome Resident Photo Upload Resident About Me Rooms Anticipated Lease Initial Deposit Resident  Background

Guaral
Address and Profile Arrival Date Documents - - University Identification Checking l'l‘?
Contact University Meadows  Information
Information Meadows
r's

Resident Address and Contact Information a2 e)

Please review and verify that all of your personal details below are correct. All fields marked with an (*) are required.
Resident's Permanent Address

Street Address:™
282 grove street

Street Address 2:

City:™
Teaneck

US State (If not a US Address, please select 'Other’ and add your state/province): ™

N3 [v]

At the bottom of this section, a student will be able to enter any promo code tied to any leasing
incentive being promoted. Please note, these promo codes are for reporting purposes. Any action

will need to be taken by village staff depending on the successful completion of a lease during the
promo offering.

Promotion Code

If you have received a Promotion Code, please enter it here:

Save & Continue

Page 3
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Step 3: Welcome

This step is voluntary, but allows the resident to upload an image of themselves. This can be very
helpful at move-in or other times during face to face interaction with the resident.

e Now  Update Contact Details  Online Accounts  Recurring Payments  Change Password

Lease Now Menu | Leasing for Univ Meadows-2014-15 Academic Application Status

()
4 5 6 7 8 9 10 11 12

Welcome Resident Photo Upload Resident About Me Rooms Anticipated Lease Initial Deposit Resident  Background Guaran’r
Address and - Profile Arrival Date Documents - - University Identification  Checking
Contact University Meadows  Information
Information Meadows

Photo Upload

Hit us with your best shot! Upload a photo of yourself only that is under 500KB and in .jpg or .png format.

These photos are for visual identification purposes only.

Current Photo:

Upload:

Browse...

Save & Continue

Page 4
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Step 4: Resident Profile
This step is also voluntary, but allows the resident to include their information when others look at
the occupancy within the room they select.

Update Contact Details  Online Accounts  Recurring Payments  Change Password

Lease Mow Menu | Leasing for Univ Meadows-2014-15 Academic Application Status
=)
3 6 8 9 : 1
[+ 2 2/ = 10 1 12

Welcome Resident Photo Upload Resident About Me Rooms Anticipated Lease Initial Deposit  Resident Background Guaran’r

Address and Profile Arrival Date Documents - - University Identification  Checking

Contact - University Meadows  Information
Information Meadows

Resident Profile (step 4 o1 16)

Please tell us about yourself! The information you provide below will be visible to potential roommates. If you would prefer to not
share this information, please uncheck the box below.

Include in Search

Uncheck this box if you do not wish to be included in the roommate searching process:

Screen Name

Enter the name you wish potential roommates to see:
David

Description

Enter a description of yourself to show to potential roommates:

Save & Continue

Page 5
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Step 5: About Me

In this step, a resident can adjust the slider to place value on what represents their lifestyle
preferences. This information, if made available in step 4 can be used for others in matching
themselves to the preferences of others.

Home Lease Now Update Contact Details Online Accounts  Recurring Payments  Change Password
Lease Mow Menu | Leasing for Univ Meadows-2014-15 Academic Application Status
3 A
o o \E/" \f/ 6 7 8 a9 10 11 12
Welcome Resident Photo Upload Resident About Me Rooms Anticipated Lease Initial Deposit Resident  Background Guaran’r
Address and Profile - Arrival Date Documents - - University Identification  Checking
Contact University Meadows  Information
Information Meadows

AbOUt Me (Step 5 of 16)

Your preferences below will apear on your profile for potential rocommates to see.

Please complete the questions below:

Do you smoke? ® No O ves
Are you? An early bird A night owl
Cleaning? Can't sleep until
Wouldn't know the dishes are
how clean?
Cooking? Microwave Gourmet
Gaming? Where's the on
button? Super geek
I prefer? My own
company To Party!

Page 6
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Step 6: Preferred Roommate
In this step, a resident can enter a preferred roommate. This will be for reporting purposed only
and will not tie any resident bookings together. The purpose is to find those bookings that if moved

would need to be moved jointly.

Home Lease Now Update Contact Details Online Accounts  Recurring Payments Change Password

Lease Mow Menu | Leasing for Centennial Court-2014-15 Academic Application Status
3 (a2} e . )
3 4 5 % 8 <) 10 11 12
o o 2 S L o
Welcome Resident Photo Upload Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guaranvr
Address and Profile Roommate Arrival Date - Centennial Documents - Identification
Contact A Court Centennial  Information

Information Court

Preferred Roommate

Please enter the name of you preferred room mate below. If you do not have one at this time, please proceed to the next step.

Room mate requests are a preference and while we take every effort to match you with your selected room mate, we can not
guarantee a specific room mate. Specific apartment selections are subject to change without notice. Selecting the same apartment
without specifying a room mate below will not result in matching you with them.

Your preferred roommate must also provide you as their choice.

Mame of Requested Roommate:

Save & Continue

Housing Portal - v9.4 (2687) - Db 9.4 - © StarRez Inc. 2014
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Step 7: Rooms

Selecting a room type and room is the next step in the process. If a student gets stuck on this
page, it’s likely due to them not clicking on the "Room Search” link which takes them to the
available room types. Once you click room search the available room types will show.

Home Lease Now Update Contact Details Online Accounts  Recurring Payments  Change Password

Lease Now Menu | Leasing for Centennial Court-2014-15 Academic Application Status
3 (2} e (e .
—O0—C—0C——C0—=0 s C —O0—¢
nr* Resident Photo Upload Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guarantor di
Address and Profile Roommate ~ Arrival Date - Centennial Documents - Identification Depos
Contact Court Centennial  Information Cent
Information Court Cc

(Step 7 of 18)

m | Room Search

Rooms

For information on your village including rates, floorplans and resources, please visit the village website.

You are not assigned to a room for this term. You can search by selecting Room Search to the right.

Save & Continue

Housing Portal - v5.4 (2687) - Db 9.4 - @ StarRez Inc. 2014

Page 8
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Lease Now Menu | Leasing for Centennial Court-2014-15 Academic

= Now Update Contact Details Online Accounts  Recurring Payments Change Password

Application Status

Rooms - Room Search

room you wish to secure.

roommate.

specific bed space chosen.

Room Type:
- All Room Types -

Search

3 (2} = (e} .

0—0 CC—6C0——~FC——=0 s 0 —&—=©
Welcome Resident Photo Upload Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guaran’r
Address and Profile Roommate - Arrival Date - Centennial Documents - Identification

Contact Court Centennial  Information
Information Court

Choose a Room Type. If rooms are available for your chosen room type, then rooms will be listed in a table below. Click on the

For more details of the room and any residents within, click on room details. This info will be useful for matching a

In a later step, you will be required to pay your initial deposit and fees (if applicable). You must pay within 24 hours
or the room you selected will be released. Upon payment a room space will be secured, this does not guarantee the

(Step 7 of 16)

After you select the room type, a list of available rooms will show. You can view the occupancy
within a room, by clicking the "Room Details”. This will give you the preferences of the students in

the room.

Page 9
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Rooms - Room Search (ste 7 0118)
Main |

Choose a Room Type. If rooms are available for your chosen roem type, then rooms will be listed in a table below. Click on the
room you wish to secure.

For more details of the room and any residents within, click on room details. This info will be useful for matching a
roommate.

In a later step, you will be required to pay your initial deposit and fees (if applicable). You must pay within 24 hours
or the room you selected will be released. Upon payment a room space will be secured, this does not guarantee the
specific bed space chosen.

Room Type:
4Bd/2Bth-Univ Park
Search
Room Type Location Section

0211B-Univ Park 4Bd/2Bth-Univ Park University Park Bld2-Univ Park 0211-Univ Park Room Details
0211C-Univ Park 4Bd/2Bth-Univ Park University Park Bld2-Univ Park 0211-Univ Park Room Details
0211D-Univ Park 4Bd/2Bth-Univ Park University Park Bld2-Univ Park 0211-Univ Park Room Details
0225A-Univ Park 4Bd/2Bth-Univ Park University Park Bld2-Univ Park 0225-Univ Park Room Details

Upon selecting the desired room, the last step to this is to confirm the bedspace in that room.

Home Update Contact Details  Online Accounts  Recurring Payments  Change Password

Lease Now Menu | Leasing for Univ Park-2014-15 Academic Application Status
—0—G—= —O0—@—0—0—0 00
= N S A |
)n‘ Resident  Photo Upload Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guarantor dil
Address and Profile Roommate -~ Arrival Date - University Documents - Identification Depos
Contact Park University  Information Uniwv
Information Park Pz

Rooms - Assign / Confirm Bed(s) (stp 701 9)
vain |

Time remaining for bed selection: 04:54

Select the bed you would like to have.

My Bed: 211A

Reserve Beds

Housing Portal - v9.4 (2687) - Db 9.4 - © StarRez Inc. 2014
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Once you confirm and reserve the bedspace, a summary of the room and all occupants will show.

Update Contact Details Online Accounts  Recurring Payments  Change Password

Lease Now Menu | Leasing for Univ Park-2014-15 Academic Application Status
0—0 CG—6——=C o—0—0—0—0—
rel‘)me Resident  Photo Upload  Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guarantor a
Address and Profile Roommate - Arrival Date - University Documents - Identification De
Contact Park University  Information i
Information Pa

Rooms {Step 7 of 16}

For information on your village including rates, floorplans and resources, please visit the village website.

Your selected room is detailed below. To confirm this room, please continue the lease process using the options above.

Room: 0211A-Univ Park
Room Type: 4Bd/2Bth-Univ Park
Location: University Park
Floor: 0211-Univ Park

Occupancy Information

Beds Occupants

211A David View Profile
211B - Empty -

211C - Empty -

211D - Empty -

Room Images

Page 11
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Step 8: Anticipated Arrival date

In some cases a resident may wish to arrive early for special camps, athletics, etc. This date does
not amend the contract and is only there as a reference to alert the village staff that a resident
wishes to arrive earlier than the contract allows.

This may also be used for those residents that come after the lease contract has started.

Home Lease Now Update Contact Details Online Accounts Recurring Payments  Change Password

Lease Mow Menu | Leasing for Univ Park-2014-15 Academic Application Status
) (3) (2} 5 6 ) (7) ®&—0O—a0O—O——0—<
oS o oS o
e Photo Upload  Resident About Me Preferred Rooms Anticipated Initial Deposit Lease Resident Guarantor  Additional I:Bcu
is and Profile Roommate Arrival Date - University Documents - Identification Deposit Fee - pl
tact e Park University  Information University
1ation Park Park

Anticipated Arrival Date

If you are arriving after move-in day, please let us know what day you intend on arriving. Please note, you will still be liable for rent

from the date your contract commenced.

Should you wish to arrive prior to move-in day, enter the expected arrival date and the office will contact you regarding availability

and/or charges associated with the early arrival. We cannot guarantee early arrival will be available.

Anticipated Arrival Date:

i}

Save & Continue

Housing Portal - v9.4 (2687) - Db 9.4 - © StarRez Inc. 2014
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Step 9: Lease Documents
After confirming the room, a lease will present that shows them the lease term, the room type, and
payments due.

Lease Documents - University Meadows

University Meadows
LEASE DOCUMENTS

The Lease Documents are made up of the following sections:

® |ease Contract

Lease Addendum
* Community Policies
* Pet Addendum (optional; you may choose to pay in just a few more steps)

Acknowledgement and Acceptance

University Meadows
LEASE CONTRACT
1. Resident Name

Ascione David
Last Name First Name M.I.

2. Resident Address

282 grove street Teaneck NJ 076606

Permanent Address City State Zip Code
3. Contract Term

August 15, 2014 May 20, 2015

Lease Start Date Lease End Date

4. Room Type and Payments

4Bd/2Bth- % 489.00 X 10
UnivMeadows
Floorplan Number of

Page 13
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The resident must click the “I Agree to the Lease Documents” in order to continue the leasing
process. This button is located at the very bottom of the page. The prospect must scroll to the
bottom.

University Meadows
ACKNOWLEDGEMENT AND ACCEPTANCE

I acknowledge that I have had the opportunity to review Landlord’s rental selection criteria. The rental selection criteria may include
factors such as criminal history, credit history, current income, and rental history. If you do not meet the rental selection criteria, or
if you fail to answer any question or provide inaccurate or incomplete information, we may reject or terminate your Lease Contract
and retain all lease contract processing fees, and all other applicable administrative fees and deposits as liquidated damages for our
time and expense and terminate your right of occupancy.

I hereby acknowledge that I have received, read and understand and agree to the terms contained in the Lease Contract,
Community Lease Addendum, Community Policies, and additional Lease Addendum(s) noted above (collectively the "Lease
Documents"). I agree to be bound by the contract provisions contained in Lease Documents and to accept accommodations to
which I may be assigned.

I Agree to the Lease Documents

Page 14
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Step 10: Initial Deposit

Once the lease has been signed, the next step is to pay any required deposit and fees. This step will
temporarily direct them into PaylLease. Payment can be accepted with a credit card or electronic
check at no cost to the resident.

Initial Deposit - University Meadows

The initial Deposit for University Meadows is $225.00. This amount consists of a refundable $150.00 Security Deposit and a non-
refundable $75.00 Lease Contract Processing Fee. If you are unable to provide a Guarantor, you will be required to pay an
additional security deposit of $600.00. The non-refundable Lease Contract Processing Fee is to cover our administrative expenses.
The Security Deposit will be refunded if you are not approved.

Payment Amount ($)
225.00

Make Payment

Page 15
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Flease enter the amount you would like to pay
Account Information

Account: Mame: David Ascione
Balance: 225.00

Payment Amount

Amount; 00 (usD)

Page 16



sV, campus living
ans villages

<. campus living
Zne villages

Flease select your payment choice below. An online processing fee will apply.

Use Existing Account

Ee] O Cchasessars

Add New Account

() Mastercard
l@ () Discover
Iﬂ O Visa

E;I (O Bank Account

Page 17
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Below is the payment summary for the account. Please review before submitting payment. Your payment
will process in 1-2 business days.

Payment amount: $225.00
Convenience Fee : $0.00
Total: $225.00

Payment Information

Mame: David Ascione Bank Mame:
Account Type: Checking Account Number:
Routing Number: 065400137

|, David Ascione, confirm that the payment information above is correct and authorize PaylLease
on 04-14-14 to debit the account above for $225.00.

Page 18
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Step 11: Resident Identification Information
The information in this step will be used to conduct the criminal background screening if applicable.
However, this step is required of all processes as it collects the resident’s social security number.

Resident Identification Information (step 100119

Please provide your Social Security number in the form of X20000000( with no spaces or dashes. This information may be used to
conduct resident background and/or credit screening.

Social Security Number

Monthly Income

Save & Continue

If your village conducts criminal background checks, the next step is to process that check.

Background Checking

The background check could take a few minutes. Please do not click back or refresh this page. Thank you.

Save & Continue

Page 19




y 4

s\ campus living
ans villages

Steps at this point may vary in number due to optional screening

Step 13: Guarantor

This step will identify whether a resident chooses to provide a guarantor or pay the additional
security deposit. The prospect can be directed into two paths depending on how they answer the
guarantor question.

Guarantor (step 1201 18

You must provide a Guarantor (must be a relative or guardian and at least 18 years of age or older) with a valid U.S. social security
number. The Guarantor will be required to complete and sign a Lease Guaranty Agreement and provide a copy of a wvalid
government picture ID prior to move-in. In the event that we require a credit check, the Guarantor will be subject to approval
through a third party applicant screening agency.

If you are unable to provide a qualified Guarantor, your required security deposit may be increased. The additional security deposit
will be collected prior to your Lease Confirmation.

Do you have a US Guarantor?:
Mo, I do not have a United States based Guarantor.

Save & Continue

If they choose to not provide a guarantor, then they will be directed to pay any additional deposit
required.

Page 20
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Step 14: Additional Deposit Fee
Required of all prospects choosing to not provide a guarantor.

Additional Deposit Fee - University Meadows = ©w==®

You have elected to not provide a guarantor and pay a higher deposit. This amount will be added to your refundable Security
Deposit that you have already paid.

Payment Amount ($)
600.00

Make Payment

The payment portion is the same for the second deposit as the first.

Page 21
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If they choose to provide a guarantor
Step 14: Guarantor Identification Information

This step collects the guarantor data. This data may be used for credit screening if applicable. They
must check the box “I Agree to the Lease Guaranty Agreement”.

Guarantor Identification Information (tep 13 01 17

Please make sure to complete all identification such as driver's license and state, social security number, and income.

Lease Guaranty Agreement

Each Guaranter (identified below) jointly and severally with all other Guarantors, if any, identified, below, or {as applicable) as tenants by entirety if married, hereby
guarantzes the cbservance and performance when due of zll agreements and obligations of Resident under the Lease Contract {including all applicable azddendums)
{collectively the "Lease Contract"), as same may be amended, renswed or extanded from time to time by Owner and Resident, including without limitation, payment of all
Rent when due; provided, however, that (i} this Guaranty will renew only if both the Resident and Owner renew the Lease Contract, and (i) unless Guarantor executes a new

Guaranty, Guarantor shall not be lizble for any rent increase above the rates of the originzl Lease Contract.

Guarantor's cbligation hereunder is that of a surety, and in the event of a default by Resident, Owner may proceed against Guarantor without first proceading against
Resident. This guaranty is irrevocable, abseolute and unconditional guaranty of payment and of performance, and shall be enforceable against Guarantor without the necessity
of any suit or proceedings of any kind or nature whatsoever by Owner against Resident and without the necessity of any resorting te any security under the Lease Contract or
any need to give notice of nonpayment, nonperformance or nonobservance or any notice of acceptance of this Guaranty, all of which Guarantor hereby expressly waives
{except any non-waivable notices required by law). Guarantor hereby expressly agrees to the validity of this Guaranty and the cbligations of Guarantor hereunder shall in no
way be terminated, affected, diminished or reserved to Owner pursuant to the provisions of the Lease Contract or available by law. Guarantor shall be primarily obligated

under the Lease Contract as if it had executed the Lease Contract a5 Resident,

[]1 Agree to the Lease

Guaranty Agreement

I acknowledge that I have read and understand the terms contained in the Lease Guaranty Agreement. I hereby agree to be bound
by the provisions in the Lease Guaranty Agreement. I acknowledge that I have read and reviewed the Lease Contract Documents. I
also acknowledge that I have reviewed the Privacy Policy set forth in the Lease Contract.

I represent that the identification information submitted by me above is true and complete. I hereby authorize verification of such
information via consumer reports and other means.

I hereby authorize a signature by me by electronic transmission, to be as valid and binding as my original signature.

Save & Continue
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Step 15: Screening Confirmation

The prospect simply needs to check the box and click save and continue to start the credit
screening. This step is only required for sites preforming credit screening, otherwise the process
skips to the next step.

Screening Confirmation (step 14117

By ticking the checkbox you are consenting to having you and your Guarantor's personal and financial details sent to a third party
credit and background checking service for processing.

|

Do you consent to screening?

Save & Continue

Update Contact Details Online Accounts Recurring Payments  Change Password

Lease Now Menu | Leasing for Univ Meadows-2014-15 Academic Application Status
-—0—0—0—0 0 & 0 & 6 T —0
‘ooms Anticipated Lease Initial Deposit  Resident Background  Guarantor Guarantor Screening Document Shopping  Confirmation
Arrival Date Documents - - University Identification Checking Identification Confirmation Upload Cart
University Meadows  Information Information -
Meadows

Screening Confirmation (step 14117

Your credit-check application has been successful.

Save & Continue
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Step 16: Document Upload

This step is optional, but is a great spot for prospects to upload copies of their identification. Since
all remaining steps are optional, this is the step that completes the application and marks the
application “lease complete / pending approval”.

Document Upload Step 150117

This step is not required, but may save time with lease confirmation and move-in. You may upload a copy of resident's and/or
guarantor government issued identification, for example driver license, passport, I-20 or military ID. The easiest way to do this is to
take a picture of your ID and upload the file.

Supporting Documentation 1

Document Description

File Path
Browse...
Supporting Documentation 2
Document Description
File Path
Browse...

Upload Documents and/or Continue
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Step 17: Shopping Cart

Optional: If your village has something to sell, it will show here. Payment process is the same.

Shopping Cart

have been added.

Can't live without your best buddy?

documentation.

Save & Continue

Should you not wish to purchase any items, simply select Save & Continue.

Pets are welcome at University Meadows. There is a one off non-refundable pet fee of $300.
Please complete the Pet Addendum and return it to info@universitymeadowsUMSL.com.
Please note: All residents of the apartment must agree and sign the pet addendum. If any
resident does not agree, we will refund all monies paid. Once the apartment is full, you will
receive confirmation if your pet has been approved once you have submitted the appropriate

(Step 16 of 17)

Please select any additional items you wish to confirm as part of your leasing process. Once added, you will see the item appear
in your shopping cart above. Since some items may only allow you to add 1, you will see "sold out" upon confirmation that this item

$300.00 1

Add To Cart

Home Lease Now Update Contact Details Online Accounts

Shopping Cart Menu

Recurring Payments

Change Password

View Cart
.

View Cart

Can't live without your best buddy?

documentation.

Back Checkout

Pets are welcome at University Meadows. There is a one off non-refundable pet fee of $300.
Please complete the Pet Addendum and return it to info@universitymeadowsUMSL.com.
Please note: All residents of the apartment must agree and sign the pet addendum. If any
resident does not agree, we will refund all monies paid. Once the apartment is full, you will
receive confirmation if your pet has been approved once you have submitted the appropriate

©

Confirmation

(Step 1 0of 3)

$250.00
Delete

-

Subtotal: $250.00
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Step 18: Confirmation
This step confirms their process is complete and if they click continue, will get a summary of the
steps involved/completed and room details.

Confirmation (step 17 01 17)

Congratulations on completing your lease and reserving your room! A copy of your lease documents have been sent to the email
address you have provided. Please check the menu above for steps that are still available to you.

The village will be in contact with you to confirm your lease and will be able to answer any additional questions you may have.

Ascione, David

Term: Univ Meadows-2014-15 Academic

Room Reservation Details

Room: 0532A-UnivMeadows
Room Type: 4Bd/2Bth-UnivMeadows
Location: University Meadows

Occupancy Information

Beds Occupants

532A David View Profile
532B - Empty -

532C - Empty -

532D - Empty -

Page 26



, campus living
A~ Vvillages

N

Application Status

You are all set. A village staff member will be contacting you soon to confirm your space. We lock forward to having you as a
resident.

Ascione, David

Term: Univ Meadows-2014-15 Academic

Status: + applied : 4/14/2014 9:02:00 AM
Contract Signed

v Application Complete

Room Reservation Details

Room: 0532A-UnivMeadows
Room Type: 4Bd/2Bth-UnivMeadows
Location: University Meadows

Occupancy Information

Beds Occupants

532A David View Profile
532B - Empty -

532C - Empty -

532D - Empty -

Room Images
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Resident Requesting Maintenance

From your resident account portal, you can request maintenance. Your request will be printed and
given to the maintenance department.

If the maintenance is an emergency, please call the front office at
217 344-0400

or the RA on call

217 220-3471

Otherwise, you can easily enter your request for maintenance. After logging on to your account,
click Maintenance Requests and, on the next page, New Job.

v, illini tower

ZAA® student village

Home Lease Now Update Contact Details Online Accounts  Recurring Payments  Maintenance Requests Change Password

Name

Screen Welcome to the online housing portal. From this portal, you can lease online, make
Name payments, submit maintenance requests and update your contact information.
Mobile

Email

Classification

StarRez Inc.
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Be sure to include as much detail as possible. Maintenance staff need to know at least the location
of the problem and what the problem is.

Press the button labeled Save & Continue when you are finished.

Home Lease Now Update Contact Details Online Accounts Recurring Payments Maintenance Requests Change Password

Room Job List

DO NOT USE THIS FORM if you are reporting an emergency or maintenance emergency such as a water leak or broken
window.

Please contact the management office or RA on-call immediately.

Date Reported: 6/14/2015 8:13:56 PM

Status: Received

Category:

Building Exterior-Maintenance ﬂ
Item:

Other Building Exterior Maintenance ﬂ

Description:

The sky is not blue, it is gray and very sad.

Cause:

[[]1 understand that a staff member may enter my room while T am not there.

Comments (eg requested time):

Save & Continue

The office will print your request and make sure it gets to our maintenance staff promptly.



Late Night Admittance

After 12 midnight, all residents entering the building must prove their residence by one of the
following:

o the IT meal card (IT ID), or

e an alternate picture ID and then being looked up on the roster, or

e pulling the lock out card by room number and then the resident can tell his or her PIN
(personal identification number), or

o last resort—call a friend to come down with the needed ID.

All guests must be signed in by a resident, and the guest must leave an ID (a picture ID that can
be their own or the resident who the guest will be with).

Residents who are 21 (and have ID to prove it) can have alcohol for personal use, 6 beers or one
liter bottle—no handles or larger bottles. More than that implies sharing, and most of our residents
are not 21.

We are here to communicate the expected protocols and to oversee staying within these
guidelines. This is to help mind the safety of our residents and not to punish anyone. We should
be helpful to find ways for people to satisfy our expectations and to make sure everyone knows
that there are expectations. Security is best achieved by everyone's participation in these
guidelines.

Overnight Guest Policies

Any suite can have up to four guests. Above that (8 persons total) is a violation of fire code. So
the limit of guests signed in is four with the requirement that they are leaving before 2 am. Only
one guest can be signed in for overnight.

Based on the lease sighed by all residents, each resident is limited to one overnight guest on any
night. The running total is then limited to 12 overnight guests per semester. The lease defines
overnight guests as anyone staying beyond 2 am (or coming in after 2 am).

There are two ways to avoid this limitation:

1. If your guests leave and take their IDs before 2 am, they will not be marked as overnight
stays. If they do not have IDs in the first place, they will have to be marked as overnight
stays since we will have no way to determine whether they have left or stayed.

2. One of the residents roommates can sign for guests. This shares the number of stays to keep
it nelow the limit (satisfying the letter fo the law). This also proves that the extra stays are
not becoming a burdon on the roommates (satisfying the spirit of the law).
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Key Policy

Misuse of keys or keycards is cause for immediate termination of employment.

Never allow anyone into a unit who is not a resident of that sepcific unit (and always check this
fact). If a parent or law enforcement official wants entry to a unit, call the on-call professional
staff. You are allowed to use a key to enter a resident's unit only during an emergency. An
example would be when a smoke detector is sounding alarm but no one answers the door.
Remember, consult your supervisor or professional staff whenever possible.

If a resident loses a key, fill out a maintenance request for a new key and attach a check for the
$30 replacement fee. Put the request in maintenance' mailbox. The resident could make the
maintenance request online, but he or she will still be charged.

Using Keycards

Insert the card with the magnetic strip down and to the right. When fully inserted, the card
triggers a switch that tells the lock to scan the card. The scanning happens while the card is being
pulled out. So, the key is to pull the card out smoothly once the scan starts.

* Flashing green lights should indicate that the door is ready to be opened by turning the
handle.

e Flashing yellow indicates that either the keycard is invalid (expired or wrong room) or the
deadbolt id activated (but the deadbolts are disabled).

* Flashing indicates that the battery is low; a second try should work (still flashing green and
red). Maintenance should be alerted to charge the battery.

« Flashing red and yellow indicates that the card is unreadable or defective.

On the edge of the door between the latch and the deadbolt is a small trigger. Pressing this trigger
extends the deadbolt. (Doors can be propped open this way.) Turning the interior handle retracts
the deadbolt.
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Handling a Locked Out Resident

1. Always verify identity.
a. Either check a photo ID,
b. Ask for the PIN which is on the lock out card, or
c. Log into StarRez and ask personal inforamtion.

2. Always verify room assignment on the printed roster (for most up to date information—lock
out cards can bo out of date).

3. Cases to be handled (after steps 1 and 2 above):

Keycard stopped working:
Use Saflok to interrogate the card. If the machine chokes and spits the card out the
back, the card is defective. Fold the defective card and throw it away. Then program a
new card for the resident. If the card is not defective, just reprogram the card. Magnetic
or electric fields like cell phones can sometimes affect the cards.

Keycard is lost or locked in room or unavailable:
On the lock out card, write FD for front door, the date and time, your own initials, and
get the residents signature. Program a new card and give it to the resident. Explain that
the old card is deactivated and that it should be returned within 30 mninutes to return
the old card. (The resident keeps the new card.) Write the appropriate information in the
column for the returned card. If the old card is lost or if the old card is not returned in
30 minutes, just write Lost Card.

Resident needs a metal bedroom key:
A loaner key can be gotten from the lock out box by the printer. The lock out card needs
to be filled out with BR for bedroom key, the date and time, your own initials, and the
residents signature. Explain that they have 30 minutes to return the key. After 30
minutes there is a fine every 30 minutes. We cannot allow metal keys to just float
around, since they cannot be cancelled like the key cards. When the resident brings the
key back, fill in the information for its return.

Metal bedroom key is lost:
A loaner key can be given for 30 minutes just as above. A new key will have to be
requested from maintenance and paid for.

The Saflok Program

Opening the Saflok Program

Never close this program. It should always stay open. But if it does close, click the key icon
labeled Client. It takes a while to open, and then log in.

If that doesn't work, click the blue CR square, and, after waiting a few seconds, click the key icon.
Programming Keycards

After logging into Saflok, type in the four digit room number (with a dash and with the bed
designation A, B, C, or D) such as 03-10A. Fill in the resident's last name and first name. Then set
the move out date and hit tab to autofill the expiration date.

Now hit Make Key and hit Yes as many times as you need. When it tells you to insert a keycard,
insert one with the correct bedspace designation A, B, C, or D.

If the card is spit out the back of the machine, it is defective. Bend the defective card, and throw it
away. Otherwise, the card is returned out the front of the machine, and it is ready to give to the
resident.



Charges for Lock Outs

Everyone gets three free lock outs (each bedroom and keycard) each semester. You need to get
a signature anytime you give out a keycard or loan a bedroom key (does not count recharging
the keycard anyone already has). After three times, each time costs five dollars.

When looking at the card and seeing that the resident has exceeded their three free lock outs,
you should tell the resident that there will be a five dollar charge. If the resident gives you five
dollars, put the money in a small manila envelope and write the resident’s name on the
envelope along with the reason for the charge.

Whether you collect money or not, email eric.kappelmann@clvusa.com with the same
information.

exempli gratia

email
Eric:
John Derringer, room 1369, fourth lock out keycard $5

e g e PI.UUTOY €acn I0CKOUr arter 35 tmes
Date Time | Issued Date Time Received
| Issued | Issued By Received | Received By

U 657 MK | T | 4 | or
/0 18250 MK | Yoy | 3545 | T
L0 NM | '%3 | 2226 YM

(2] 2

(133

Last semester, this resident had lots of lock outs. But three free front door key cards and
up to three free bedroom key loans had no charges.




(FD/BR) |

| Issued | Issued By }{eceived Received By
4/ |C. 7 MT

Temporary key checkout after 30 min. is $5.00 per half-hour!

V 4 - %%4 CE%%WA( 1oy Ch{%@ ﬁﬁﬁi Tower

N

Last semester, this resident borrowed the bedroom key three times and any further
times would have been due a charge.

-

Lost Keys $30.00 o i $3.00 for each lockout after 3 times
Key Signature Date Time | Issued Date Time Received
FD/BR Issued | Issued By Received | Received By

- Ao

Temporary key checkout after 30 min. is $5.00 per half-hour! : -

THlini Tower

This semester, this resident has received four new keycards. The top entry was last
semester. So, that one doesn’t count. But the fourth keycard this semester caused himto be
charged five dollars.

PS Anyone who needs a replacement bedroom key cannot just keep the loaner key. We
need that one. The resident must get a new one as a maintenance request. There will be a$30
charge.




Desk Checklist

In the second drawer at the right hand side of the desk the FrontDesk
binder. This binder contains the communication log, the noise
complaints log, the desk checklist, a list of university interpreters,
contact numbers for the emergency dean, maintenance guides to fuse
boxes and shut off valves, and miscellaneous other materials.

The checklist provides a schedule of front desk activities and the times
they should be done. On first arrival, the night clerk should

e« make sure that all the switches behind the counter are locked
(except the gameroom and the west study lounge),

e check the lights to see if any stairwells are open (close them if
S0),

e turn elevator access to the basement off,

e check that the NE entry is locked (the one by the entry to Food
Service),

e go outside to close the sundeck bicycle storage, and

e come back in and flip the switch to lock the NW entry.

A link to a printable copy: The Desk Checklist

page 89


file:///C:/Users/JK/Downloads/IT_Outer/IT_Training/images/DeskChecklist.pdf




Front Desk Checklist
Desk clerks are responsible for completing each duty listed for their shift. When each

task is completed, the desk clerks should checkmark the space at the left and fill out
date and name at the top of each shift checklist.

Day 1 (8:00 am—12:30 pm)

Date

Name

Switches under counter in unlocked position at 8am
Check communication log and email.

Cash drawer at beginning of shift: Amount
Music room keys accounted for. # of Keys: /1
Mezzanine keys accounted for. # of Keys: /1
Tour keys accounted for. # of Sets: /3

Stapler accounted for. Staple cash
Hole punch accounted for. box recelpt
Tape dispenser accounted for. here

Scissors accounted for.

Update package list.
Call residents who have outstanding keys not returned (from lockout box)
Follow up with YOUR prospects in OneSite.

Cash drawer at end of shift: Amount
With clorox wipes, clean the desk and counter. Make sure office is orderly.

Day 2 (12:30 pm—5:00 pm)

Date

Name

Check that switches under counter are in unlocked position.
Check communication log and email.

Cash drawer at beginning of shift: Amount
Music room keys accounted for. # of Keys: /1
[ Mezzanine keys accounted for. # of Keys: /1
U Tour keys accounted for. # of Sets: /3

Stapler accounted for. Staple cash

Hole punch accounted for. box recelpt
U Tape dispenser accounted for. here

Scissors accounted for.

Update package list.

Distribute mail/packages accordingly. Place any rent checks inside rent drop box
Follow up with YOUR prospects in OneSite.

Call residents who have outstanding keys not returned (from lockout box)

Cash drawer at end of shift: Amount
With clorox wipes, clean the desk and counter. Make sure office is orderly.



Front Desk Checklist
Desk clerks are responsible for completing each duty listed for their shift. When each

task is completed, the desk clerks should checkmark the space at the left and fill out
date and name at the top of each shift checklist.

Evening 1 (5:00 pm—8:30 pm)

Date

Name

Check communication log and email.

Cash drawer at beginning of shift: Amount
All switches under counter in locked position at 5pm.
Music room keys accounted for. # of Keys: /1
Mezzanine keys accounted for. # of Keys: /1

Tour keys accounted for. # of Sets: /3 Staple cash
Stapler accounted for. box recelpt
Hole punch accounted for. here

Tape dispenser accounted for.
Scissors accounted for.

Check to see that all contractor keys are signed back in. Follow up with any not turned in.
Do package list inventory. Update package list.

Complete all prospect follow up in OneSite, specifically phone calls. #completed:

Call residents who have outstanding keys not returned (from lockout box)

Cash drawer at end of shift: Amount
With clorox wipes, clean the desk and counter. Make sure office is orderly.

Evening 2 (8:30 pm—12:00 am)

Date

Name

Check that all switches under counter in locked position after 5pm.
Check communication log and email.

Cash drawer at beginning of shift: Amount
[ Music room keys accounted for. # of Keys: /1
[ Mezzanine keys accounted for. # of Keys: /1
U Tour keys accounted for. # of Sets: /3

" Stapler accounted for. Staple cash
" Hole punch accounted for. box receipt
" Tape dispenser accounted for. here

Scissors accounted for.

Email residents on package list. (You have a package waiting for you at the front desk. Please
stop by the desk to pick up your package. Have a wonderful day!)
# of students emailed
U Complete all prospect follow up in OneSite, except phone calls. #completed:
0 Call residents who have outstanding keys not returned (from lockout box)

U Cash drawer at end of shift: Amount
U With clorox wipes, clean the desk and counter. Make sure office is orderly.



Front Desk Checklist
Desk clerks are responsible for completing each duty listed for their shift. When each

task is completed, the desk clerks should checkmark the space at the left and fill out
date and name at the top of each shift checklist.

Night Clerk Shift (beginning at 12:00 am)

Date

Name

Lock NE entrance doors at 12:00 am (by EAT).

Check stairwells are locked: Time

All switches under counter in locked position (sundeck, basement, 1% floor).
Go outside to physically check that sundeck doors are latched.

Turn off TVs, fan and lights in fitness center, and close door.

Check basement elevator access is off at midnight.

Cash drawer at 12:00 am: Amount

Check communication log.

12:30am
Music room keys accounted for. # of Keys:
Mezzanine keys accounted for. # of Keys:
Tour keys accounted for. # of Sets:

Stapler accounted for. Staple cash
Hole punch accounted for. box receipt
Tape dispenser accounted for. here

Scissors accounted for.
0 With paper towels and cleaner, clean the desk and counter.
Desk and front office clean and orderly.
Cash drawer at 1:00 am: Amount
Print new work orders.
Update package list.
U Start kitchen laundry.
0 Use broom and dustpan to clean litter in elevators, main floor, office, and both NE and NW
entrances.
U Empty office trash.
2:30am
U The IDs box must be put away (out of reach & sight)
U Make sure the black box is locked and out of sight
U Clean litter in elevators (vacuum or mop if needed).
4:00am
['4:00 am Check THINK Study Lounge.
U Make sure FLIX theater screen is turned off and lights on dim
U Check stairwells are locked: Time
U Put laundry into dryer.
U Recycle residents’ newspapers not picked up.
U Print new work orders.
U Audit package list to reflect packages on hand.
U Close maintenance request & file away by room #
0 Complete lockout key inventory check- email all missing keys to Management.



Front Desk Checklist
Desk clerks are responsible for completing each duty listed for their shift. When each

task is completed, the desk clerks should checkmark the space at the left and fill out
date and name at the top of each shift checklist.
5:30am
5:30 am Open fitness center.
Turn elevator security off, and unlock west sundeck dor..
Make sure FLIX theater screen is turned off and lights on dim.
Vacuum front office, front lounge and 1% floor hallways.
6:00 am Unlock NE entrance doors.
6:00-8:00am
Check to be sure office trash has been emptied and floors have been swept/vacuumed.
Check NE entrance is unlocked, elevator security is off, and west sundeck is unlocked.
Bring up finished laundry if not already in the closet.
Mop first floor tile areas, in the elevators, and in the entryways.
Put today’s newspapers in cabinet.
Use cleaner to clean glass doors to West Study Lounge, and NE and NW entrances.
Turn on TVs: large one to ch 51 sound level 10, one by kitchen to ch 34 no sound.
Use clorox wipes to wipe down desk to keep sanitary.
Desk and front office clean and orderly.
Return all keys to the black box, and make sure it is locked.
Cash drawer at 8:00 am: Amount
CONTRACTOR INVENTORY LIST

SIMPLEX KEY FOR RED LOCK (RED KEY)
GLESCO ELECTRIC OUTSIDE STAIRWELL DOOR
DCI TELEPHONE STAIRWELL ALARM

SPRINT FUSE BOX KEY

ELEVATOR ELEVATOR STOP SWITCH
PAVLOV NIGHT CLERK

ALLIED MECHANICAL LOCKOUT BOX

AT&T ALLEN WRENCH
CHEMSEARCH ECOLAB WALLET

#1 SPARE HOUSEKEEPING WALLET

#2 SPARE 2 TRASH CHUTE KEYS

CART KEY ON LANYARD

MISSING LOCKOUT KEYS

Staple cash
box receipt
here

EMAIL MISSING KEYS TO MANAGEMENT BY 8AM EACH MORNING



Traditional Check Out

When moving out, students have the option of traditional checkout versus express checkout. With
traditional checkout, the resident will make an appointment with their RA to come walk through
the room. Please note that the RA's inspection is not final until professional staff and maintenance
determine what work needs to be done to bring the room up to grade. As such, the RA's
inspection could be well used in an advisory capacity. Good to have advance warning of any
problems that need to be fixed.

The RA will also collect the key and cards that need to be returned. Residents should also fill out
their agreements on responsibilities for any damages. This form is part of both traditional and
express check out. Without this agreement in advance, all residents will be held equally
responsible for any damages. (Charges divided in equal parts.)
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Please complete all of the requested information below, place your keys and express check-out room

Move Out

Express Check Out
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Express Check-out Envelope

checklist form inside, seal envelope, remove yellow copy of this form for your records, and place

envelope in the express check out key box at the Front Desk.

Last Name:

First Name:

Time:

Date:

Room:

Key Code (s):

Front Door Key
Room Key (metal)
Mailbox Key
Laundry card

L.A.M. ENTERPRISES, INC. 631-254-6600
ooooo

Please make sure that all of the following items are.in this envelope:

Completed Express Check-out room checklist

oooo

ITID

Gameroom Key (if applicable)
Garage Key (if applicable)
Mail Forwarding Card

| understand that by signing this document, | have agreed to take the necessary steps to ensure proper checkout of my room, including but
not limited to removal of my personal belongings, removal of all trash, left room clean and in good condition. | also understand that | have
waived my right to appeal any room charges resulting from damage and/or failure to follow the building closing procedures.

Student Signature:

Date:

QO Room Checked
O ACR Completed

When getting an express check out envelope, be sure that Name, Time, Date, Room, and

Signature are filled out.

Key Code is filled out when checking what was handed in (from the bedroom key).

Your task is to

Administrative Use Only:

RA Signature:

‘adojoaus usdo 03} mojaq uonesopad Jes) ases|d

ATNO 3Sn TVIOI440

1. Ask for the pink form of agreement for resposibility of damages. Without that, each resident

will be held equally responsible for any damages.

2. Put your initials, date and time in the top right corner.

3. Circle what is missing from the list.

o Key Card
Laundry Card
Illini Tower ID
Mailbox Key
Bedroom Key
Garage Key Fob

O 0O o o o

$5
$5
$15
$30
$30
$50

4. Write the total from this list and whether it is "owed" or "paid cash" at the bottom right of the

list.

5. If there is cash included, let the resident seal the envelope and put it in the rent drop box

outside the office door.
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Mail Forwarding

This is important! Otherwise your mail will get lost.

Be sure you have a US address where you can send your mail. They will not forward it overseas
for free.

Go to usps.com and select Change of

EUSPSCOM Address at the bottom of the Quick Tools

list.

Eluick Tools

é Track

| Enter up to 10 Tracking #'s

% Find USPS Locations a
Buy Stamps A
Schedule a Pickup
Calculate a Price
ZIP Look Up a ZIP Code
@ Hold Mail

4% Change of Address

On the next screen, agree to conditions: Krowedge the statements above

Continue.

When you fill in the next couple of forms, you may have to scroll down to see the m
button to click:
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