
 

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. 
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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. 

 

 

 
 

 

Step 1: Welcome 

The step identifies the information needed to complete an online booking. 

 

 
 

Step 2: Resident Address and Contact Information 
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The step requests a more detailed collection of resident address and contact info. 

 

 
 

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. 

 

 



 

Page 4 

 

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. 
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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. 
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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. 
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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. 
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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. 
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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. 
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Upon selecting the desired room, the last step to this is to confirm the bedspace in that room. 
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Once you confirm and reserve the bedspace, a summary of the room and all occupants will show. 

 

 
 

  



 

Page 12 

 

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. 
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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.  
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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. 
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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 PayLease. Payment can be accepted with a credit card or electronic 

check at no cost to the resident. 
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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.  
 

 

 

 
 

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

 

 
 

 

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

required. 
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Step 14: Additional Deposit Fee 

Required of all prospects choosing to not provide a guarantor. 

 

 
 

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