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WELCOME TO THE
UNIVERSITY OF
COPENHAGEN

to book a residence via our online housing system.
The UCPH Housing Foundation offers aceom  \erecommend that you read the booking manual
modation to international students and staff. Our i, advance of receiving your actual invitation to
service is optioal i you are by no means obligated  haye a general idea of the system that you have it
to use the service and you are very welcome to find  pesjde yowhen you first enter the booking system

accommodation on your own. as well adringingaprintwith yousoyoucaneasily

_ ' look up what to do or how to act at a later point in
We are an independent cdsased foundation your stay.You can,however,always look it up on
associated with the University of Copenhagdeéor. our website.

detailsontheUCPHHousingFoundationincluding
office hours, housing descriptions efc. please see \e hope that you will enjoy your stay in
our website www.housingfoundation.ku.dk. Copenhagen and will be happy with the available

housing option(s) that you can book via the UCPH
Below you will find a booking manual which, in Housing Foundation.

combination with oumwebsite;you will need to
familiarize yourself with in order to be prepared


http://www.housingfoundation.ku.dk/
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PREPARATION

Toprepare yourself for using the booking system, please follow the below points to ensure you have a full understanc
of thebookingsystemrulesandoptions soyou canmakeaninformedbut quick bookingonceyou areinvitedinto the
system.

AReview thisBooking Manuaffor semester students and any pieces of information it directs you to. Also note;
when logging into the online bkimg site you must declare that you have read and understood the content of th
Booking Manual.

AFamiliarize yourself with the information, rules, and various housing options aittRel Howsing Foundation
website. Please make sure you have many options on your mental wish list when you starti boakiaugy of

the residencesye only haveafew rooms(whichmaynotbevacant) Thereforeyou shouldfocusonplacesvhere

we have over 100aoms and still keep in mind that targeting a specific area, flat, or hall can easily result in
disappointment.

AEnsure your own availability at tiene when invitationswill be sent out.We can only inform you well in
advance ofvhatweekit will beandlateryouwill beinformedof whichday.lIt is neverpossiblefor usto give you

anexacttime. Alsoensurghatyouhaveacces$o aprinterandascannewithin 3 daysof makingthebooking,as
thisisthedeadline for signing and uploading your housingtract.

AThink about housing funding in advance. The payment of your housing is not dependent on when your perso
financial situation as for instance when your home univepsif}s ousubsidies.

It is important that you enter the booking system and choose a housing option quickly once you receive the hous
invitation. If unable do to so (for instance because of travelling or no internet access), we recommend that you giv
friend or family member access and permission to book a housing option on your behalf. If you have yet to receive y
final university admission or Entry Visa, you may still book via the UCPH Housing Foundation. However, please no
that any contract yoanter into is binding and not dependent on for instance your Entry Visa. If there is a significan
delay in using your invitation, the UCPH Housing Foundation does not guarantee that there will be any housing optic
left.

It is the UCPH Housingoundatd n &ira to provide at least one housing option per student. The system monitors whick
housingoptionsyou havein thebookingsystem.Thelongeryou wait; thefeweroptionsyou arelikely to havei if you
wait too long, there may ultimately not be anyiopsleft.

Youmay choose not to do a booking from any of the option(s) you Wau¢hen take on the responsibility of potentially
havingto find housingonyour own. However sincealternativehousingcanprovevery difficult to find aroundsemester
start in Copenhagernthe UCPH HousingFoundationstronglyrecommendshat you do a bookingin the systemwhile
you have the option to dso.

Studentswith physicaldisabilities i Pleaseeadthis informationwith particularcareif you havespecialhousingneeds
dueto a disability.Wealso ask students who are wheelchair usersmaiecontact@housingfoundatidu.dkas soon
as possible, so we can prepare to reserve the appropriate number of rooms with whaee&ssir



http://housingfoundation.ku.dk/booking-manual/
http://housingfoundation.ku.dk/housing_options/
http://housingfoundation.ku.dk/housing_options/
http://housingfoundation.ku.dk/application_and_deadlines/
http://housingfoundation.ku.dk/housing_options/disability-application/
mailto:contact@housingfoundation.ku.dk

BEGINNING TO USE THE BOOKING SYSTEM

Please use the personal link provided in the invitation email sent to you from the University of Copéditagjag
Foundation to log in to the housing booking systeaiso called your online Flow. Make sure to always check your
spam filter to see if the invitation was caught there. Even though some emails come through, others may still be
back by the sapm filter.

You must always enter your online Flow via the personal link; you cannot log on by typing
www.housingfoundationbookingu.dkin theaddressield! Thelink is statedn all of theautomaticemailconfirmations
you receive We recommendhatyou useGoogleChromeasyour webbrowserasthis usuallycircumventsanyerrors.
You cannottypein a mainpageof the UCPH Housing Bundation and log on thatay. If you get an error and is not
using Google Chrome, please change ywowser.

Please note that you will not be able to access the booking system before you have received an invitation by email f
the UCPH Housing Foundah. You cannot request to get the link ahead of others.

USER NAME AND CODE

Upon following your link; you log on with the user name and code stated in your invitatiail.€The email address

we have invited you to is your user name. Please notettizahdt possible to change it in the system, so it is very
important that you secure access to thigaél account throughout your stay and preferably no less than 3 months after
your contract has ended.

TENANT ID

Thefirst time you useyour link, the systemwill generategyou a 5-digit tenantlD. Pleasenotethatyou cannotgetyour
tenant ID before that time. The ID is used solely for the UCPH Holsimgi n d asysterm.n 6 s

Please also note that we cannot identify you by your University of Copenhagisiadmumber. It is the-8igit 1D
number, you must use whenever you contact the UCPH Housing Foundation.

PASSWORD

Whenyou receiveyour invitation link, you areableto changehepasswordf you shouldwishto do so.Pleasenotethat

the UCPH Housing-oundation cannot inform you a password you selected yourself or reget dre required to
secure the password in a place so that you can always find it again. Please make sure to do so even if you currentl
confident that yowvill be ableto rememberit. If you do not resetyour passwordthe UCPH HousingFoundationis
usuallyableto resend your original invitation containing thassword.


http://www.housingfoundationbooking.ku.dk/
http://www.housingfoundationbooking.ku.dk/

INTERNET BROWSERS

The systemrequiresthat you useoneof the supportednternetbrowserslif you do not, thenyouwill automaticallybe
asked to download Google Chrome. Please keep this in mind if you later have problems with thie\gystesay have
tried to use the system in an unsuppohlemivserPlease switch back to Goodlrome.

NAVIGATION

Wheneveryou have filled in a step 6 p angthee ®goking system, you must prés$ A V Bo8ave and continue to the
next pagepressii N e XThe®ystemmonitorswhereyou arein your bookingprocessandwill bring you to the next
expectedstep.

Sometimes you maynd that the system jumps back to an earlier step than what you expected. This will typically happe
if you are due a payment, is missing a contract upload, or have gone back to a previous step (for instance to brows
alter native housing). The syan will then expect that you intend to complete/redo this step. Please do not mistake th
system jumping back to a previous step for an error isythEm.

If you wish to proceed to a different step/ssibp than what the system suggests, only [BA%4E (not NEXT) and use
theleft hand Menu to navigate Please note that there are some steps (such as cancellation confirmation) which requi
you to continue via the left hand Menu instead of predsSExgT.

A filled in stepwill usuallyappea ¢ | ocolmbéd)n theleft handMenuto savespaceYou click on the headline of
the step to expand and view the statddrmation.

Many fielidsafiatee &hein, if you hold the cursor here,

You can refresh your Flowytpressing F5. Please note that the system will bring you to the step where it has identifie
that you have something unfinished. If you intend to refresh and stay at a certain step, please click again on the ste
the left hand Menu as this will alsomesh the page.

CONFIRMATION E -MAILS

The system will automatically generate and sendaaieto you when you complete certain steps. Please react if there
is anything in these-mails which does not correspond with your expectations. When you pasastep again, the
systemwillsendanmai | again even if you have not made a hew
will simply reconfirm the | atest fAactiono taken on



2 SEMESTERS OF SERVICE

Thegoalof theUCPHHousingFoundationis to assisasmanyinternationaktudent@andstaffmembersattheUniversity

of Copenhageaspossiblefor their first yearin CopenhagerOur servicesprovideinternationalsa chanceo gettheir
bearings in Copenhagen as well as an opporttmiplace themselves on waiting lists etc. and look for housing the same
way the Danish students do (which is not via any services by the Univer€ibpehhagen).

If you are staying longer than 2 semesters, please remember to prepare for Hawigptosing on your owafterwards.

Please also note that if you enter into a contract with a start date somewhat into our fixed semester period, that sem
period counts as therét semester regardless of that it may not have been a contract for 6 months.

Have you previously lived in one of our residences?

Applicants who have previously benefitted from our housing services or other accommodation services connectec

the Univesity of Copenhageareobligatedto inform usof thiswhenapplyingi especiallyif theyhaveenterednto the
previous contracts under different names, email addresses obahleri a s 0 .

CONTACTS

AForgeneral information, please contaointact@housingfoundation.ku.dk
AForpayment information, please contdatances@housingfoundation.ku.dk

After move-in only:

AForbuilding related problas (fixtures in the apartment such as windows, floors), please contact the
building inspector stated in the description of your particular accommodation on opageb

AForproblems taken care of by the UCPH Houding u n d aektria imspéct®r servé (leaning, furniture,
inspections); please contact the building inspector stated in in the description of your particular accommodatiol
on our welpage.

AWhen in doubt always ask the UCPH Housig u n d arispedoanfitts

Whenever you report a probleygu should attach photos to clarify the issue and state your telephone number, tha
you.


http://housingfoundation.ku.dk/finding_housing_yourself/
mailto:contact@housingfoundation.ku.dk
mailto:finances@housingfoundation.ku.dk

IMPORTANT INFORMATION ABOUT YOUR EMAIL

Before startingthe actualbookingprocessyou will haveto confirm that you havereadandunderstooahis booking
manual. Tle step will also confirm to you if the University of Copenhagen has confirmed you for one or two semeste
- as well as your tenant ID and thenail the UCPH Housing Foundation will be contacting viau

Makesuretotickthed Ac k n o wl endhglmttomn of thépage Notethatthee-mail addressisedwill foreverbethe
one whichthe UCPHHousingFoundatiorcontactsyou via. You areexpectedandrequiredto keepthis e-mail address,
tocheck it on a regular basis, and ensure that it is possiblatactgou via it (inbox should not be blockedul).

It is preferred but not required that you also write from thisaél address whenever you contact the UCPH Housing

Foundation. Kindly also state your giverdigit TenaniD number for easy and cet identification.You may well not
be the only one with your name in our system. Also, please do refrain from signing with a nickname

KOBENHAVNS UNIVERSITET

Housing application and management process ver 12.12

Administration + Invitation of applicant
Introducti v
ntroduction Study data
Invitation of applicant v/ ¥ Admitted for one semester ¥ Admitted for (at least) two semesters
Application O 5 .o x i
Tenant identification o
Fontract = Tenant ID
Payment O 12308 =
. Tenant's e-mail address #
Move in O
johnsmith@email com
Shortening of contract O
—
s O Tenant name
Acknowledgment
# I declare that I have read and understood the Booking Manual and will comply with
its provisions when using this Housing Solution=
Save
Previous Next



APPLICATION

APPLICATION INFORMATION

Enter youré Ap p | ii md toiraoma t6iAd ol d e B @ d miaid verg iMmpotant that the information you state is

correct.

Pay special attention to that you fill in the gender (male/female) correctly!

If you state the wrong gender, shared housing options, which are solely available for the stated gender, will appes
your orine Flow. If you book such a room, it may not necessarily be discovered until you and a person of the oppos

gender arrive to enter the shared accommodation.

Note: The UCPH Housing Foundation will beforced to cancelyour booking if you provide thewrong
information. It cannot be guaranteed that there will be alternative optionkeft.

Example of Applicaninformationstep:

) TA =R
KOBENHAVNS UNIVERSITET £y
[~

Housing application and management process ver 12.12

Applicant Information

Administration v
Application () Gender
Applicant Information v ¥ Male=«
Applicant Information v/ " —
Tenant identification
Address Information v
Housing need v Tenant name
e o First name
John
Sontac o Middle name
Payment a test
Last name
Move in m}
Smith
Shortening of contract m} Full name
et o John test Smith

Gender and nationality
You are a MALE (a guy)

Nationality #

Australia

Date of birth and age

Date of birth #
11-03-1968

Save

Previous Next

Example of Address informatistep:

Apphcation

Apphcant Information «

(0

sent process ver 12.11

Address Information

Date of birth and age

Tenant's home address (house number, street)

Groat Britan (LK

Phone number (of your cell phone preferably)

12045678
Emergency contact

Anne Stewart (mather




SHARED ROOMST 6 MASTERG AND OCHI LDO R

The UCPHHousingFoundatiorhasa numberof sharedoomsandtwo-personapartmentsyhich caneitherbe booked
by onepersorbookingthe entireroom/apartmentfior her/himself(or her/himselfandoneotherperson)ORtheycanbe
booked separately by two individuals who each book one half obtine/apartment.

The UCPH Housing Foundation calls the entire room/ a
60Chi | ddéc.hi Taleaesignated by having @anAcdr 06 B6 after the r odnm hn lisdl @
booked, heé ma shteecrcdbmes unavail abl e and the other o6chil doé
the persomwho first booked one of thé c h i llfdorne ntbhe ot her hand, theddéNMabde:

becomainavailable.

For example, a studio in the TasingegadK ollegiet for two persons can appear in the system as the
following:

Tasingegade kollegiuh04
Tasingegade kollegiurh04A
Tasingegade kollegiuh04B

The top one is the complete room/Master rdtmrent for 12 personsand the two below are each a half of the room
(each half to rent for 1 person only)

If for instance only the 104BA appears in your Flow, it means that another person has already booked the 104A, an
neither 104A nor 104 are available to book.

10



MASTER ROOMS 1T FOR 1-2 PERSONS

2-person rooms exist in Tasingaldellegiet, @sterbro Kollegit, as well as a few in Rebslagervej Kollei

They are either in the system as above described Master with Children or as one of a few which are designated to al
be for 2persons (to ensure that there are some possibilities each semester for couples). Please note that you c:
expect that there will be afgferson housing available to book.

I f you see a room in your FIl oall3available tobdolein your Blowctlmen that s
signifies that the entira-personMasterhousing is possible for you to botkmove into with a boy/girlfriend.
In the below; you see an example of a vacant H@AMaste

. KOBENHAVNS UNIVERSITET

Housing application and management process ver 12.13

= Administration v ROOITI availability

v Application o Fixed rental start dates

»  Applicant Information —
Allocation period

Housing needs v

" Room selection o Residence selection
Summary of information
(please confirm or go
back to make changes)

TOGGLE HELP

o On this step "Residence availability" you make a residence selection. The system has
automatically preselected (one of) the cheapest residence(s) available. You may have
to scroll down in order to see it. The selection area changes color at the selection
(white above, colored below the selection). You can find more information on a

Room availability v residence by clicking on it. You book the residence by clicking on the select button to
the left in the list and then pressing Save or Next.
Room acceptance O
The residence pre-selected in the list of available residences is reserved for you for e
Contract O 30 minutes. If you confirm the booking and sign the contract within the mandatory 3
days, the contract is binding. However, if your rental period starts within the next 3
Payment O days, you must upload the contract immediately (please refer to the cancellation
options/fees). Please note that if you later on select another residence in the same
+ Case handling n period, you swap to that room instead.
Vacant: Mov 18 th, 2016  A/B Alleen 2000, studio rooms 24 Monthly: D
» Movein o Vacant: Nov 18 th, 2016 Bispebjerg Kollegiet 1314 Monthly: D
Shartening of contract O Vacant: Mov 18 th, 2016  Diakonisse kollegiet 11 Monthly: D
o Vacant: Mov 18 th, 2016 Enghavevej Shared Apartments 1L-4  Monthly: D

Move out

Ll »
Previous Next

It will be explicitly stated in the Room Acceptance gtegold the Room descriptioff)a housing is a-person Housing
as well as in your contradf.not, then you mapnly move in 1 person.

If a vacancy doesot haveanyc or r e s p o n d i belgw itfit@ i idlikely te mobbea 2person housingYou
can select the room and go to Room Availability where it will be stated if the room is approved fe2 persbns.

11



The below is an example of a room in the same kollegium whiahsiagle for 1 pesononly, Tasingegade 105 and
below you see the master room 112 with the corresponding children 112A and 112B

KABENHAVNS UNIVERSITET

Housing application and management process ver 12.13

+ Administration +» Room availability

* Application g Fixed rental start dates

»  Applicant Information

\ Housing needs P Allocation period

* Room selection 0 Residence selection

Summary of information
(please confirm or go v
back to make changes)

On this step "Residence availability" you make a residence selection. The system has
automatically preselected (one of) the cheapest residence(s) available. You may have
to scroll down in order to see it. The selection area changes color at the selection
(white above, colored below the selection). You can find more information on a

& TOGGLE HELF

Vacant: Mov 18 th, 2016 Enghavevej Shared Apartments 1L-4  Monthly:

Room availability v residence by clicking on it. You book the residence by clicking on the select button to
the left in the list and then pressing Save or Mext.
Room acceptance O
The residence pre-selected in the list of available residences is reserved for you for r—
. Contract o 30 minutes. If you Iconlfirnl'l the booking Elmd sign the contract within 1l:hel mandatory 3
days, the contract is binding. However, if your rental period starts within the next 3
+  Payment 0 days, you must upload the contract immediately (please refer to the cancellation
options/fees). Please note that if you later on select another residence in the same
. Case handing 0 period, you swap to that room instead.
| WVacant: Nov 18 th, 2016  A/B Alleen 2000, studio rooms 24 Monthly: *
> Movein U Vacant: Mov 18 th, 2016 Bispebjerg Kollegiet 1314 Monthly:
» Shortening of contract O Vacant: Mov 18 th, 2016 Diakonisse kollegiet 11 Monthly:
O

»  Move out

ot

GI RL/ BOY SHARI NG A 0SHARED ROOM

Couples who want to share a room may need to enter faulty gender information on purpose since theybtaokiigy s
by default set to have only SAME SEX tenants in shared rooms¢one residence) and apartments where there is a
passing room.

In orderto booktheroomasand o p p ® s dodple,oneof youneedgo reservehefi Agartof theresidenceandthen
the other person needs to temporarily change gender
of the residence. While the two tenants look for available shared residences, they must appear as being the same g
within thesystem.

12



AYouwill need to be the same gender as your roommate even at the step where you accept the residence. Tt
is because the system checks the gender status again at the step scBemance.

AOncethecontractdhavebeenfinalized,changethe genderin your workflow beforeyou openandprint the
contract.Youdo this by going on the leftand menu and clicking: Application> Applicadnformation

AcChangingthe genderwill resetthestepfi S u mnudir ryf o r nii gust subnmitd (pressNEXT), it will then

update the database with the correct gender, and you will skip the completed residenatoresBlgase see
further dire¢ions on our websiteere

13
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HOUSING NEEDS

DISABILITY

Tick O6Nod to this question, unless you have any phy

5 . <
= '~

‘ SHe

» "-//‘ti

KOBENHAVNS UNIVERSITET

Housing application and management process ver 12.12

Disability

Administration v
Application O Are you disabled in any way?
Applicant Information v [« No=
Housing needs v Save ‘
Disability v ) : =
[ previous | [ Next |
Clmmm i lLmmmd 7

If youarephysicallydisabledyoutick Ai y e Ma&e.sureto readtheinformationherebeforeclickingé Y e Rledsealso
notethat you must make this application when you figbly,you cannot expect to be able to add special needs to your
application later on.

KOBENHAVNS UNIVERSITET

Housing application and management process ver 12.12

Disability

Administration v
Applicati 2 X
PREROD = Are you disabled in any way?
Applicant Information v/ ¥ Yes=
Housing needs v 5 o
Type of disability
Disability v Wheel chair- [ Limited mobility= (] Other disability -
Financial need v
AEneietod 3 Physical disability
configuration Please upload a file documenting your disability
Rental period v Choose File | No file chosen ‘
Roomiselechan 0 Please note that we have a limited amount of rooms specifically suitable for disabled
applicants. Therefore, we cannot guarantee that we will be able to reallocate you, so
Coriract 0 please proceed and select the currently most suitable residence appearing in your
workflow and proceed with contract upload and payment etc. of this residence. If we
are able to reallocate you, payments will naturally be transferred.
Payment O
Move in O Sae ‘
» Shortening of contract O B Prev?ohs 7 @ Next ‘
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The disability application is divided into 3 categories:
AwWheel chaiii tick this off if you are in avheelchair

ALimited mobility i tick this off if you have limited mobility perhaps you suffer from arthritis and must have
an elevator in youaccommodation.

Aotherdisability i tick this off for anyothertypeof disabilityi perhapsouhavea speciaimedicalneedfor a
private bathroom or a private refrigerator in yoaom.

Next, you upload documentation of your disability. As an example, it can be a previousaapprmur special need
from your doctor or home university. Please also include your personal description of your need (though this should
stand alone).

You proceedvith thefollowing stepsandmakea bookingof the currentlymostsuitedoptionalrealy in your Flow. You
will receive an anail when your disability application is processed. If approved, you will receive an offeetodated.

FINANCIAL NEED

Tick ONobd to this questi on, i noffesoyttmnwhatcdre expected simply feomv e
being a student. Make sure to read the informdtemeand in the Booking Manual before making your selection.

~— 0

. KOBENHAVNS UNIVERSITET
@
Housing application and management process ver 12.12
Administration +  Financial need
Application O

Would you like to apply for financial need approval?

Applicant Information v ¥ No=

Housing needs v Save
Disability v
Previous Next
Finanrial naad = 4
If your financial situsét on i s particularly severe, tick off O0yesb®o

Please also note that you muasake this application when you first apply you cannot add that you are financially
needy to your application later on. Any-booked rooms held back for the financially needyumaally released into
the general availability Flows a few weeks after the initial booking round.

Upload documentation (not simply your admission letter, all applicants are international students, so that does
gualify initself) including a personabg@lanation of your situation. The upload must be in 1 document.

Continue with the rest of the application and book the most suited available Mmtionill receive an email when

your financialneedapplicationis processedlf approvedpleaseenteryour online Flow shortly after receivingthe
confirmationto see if you want to swap to an alternative option among the cheaper rooms. Any potential new ai
cheaper housingptions, which may appear in yo&iow, will not continue to be vacamtdefinitely.
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Pleasenotethatthereareno guaranteeshat any residenceseservedor financially needystudentswill be available.
Therefore, yowshouldnotrefrainfrom bookinganavailableoptionthefirst time you enterthebookingsystempecause
youexpectyour Financial Need application to becepted.

; 7
~— A
) ) v -/'i:'c =
KOBENHAVNS UNIVERSITET - /J‘_
f\/
Housing application and management process ver 12.12
Administration »  Financial need
Applicant = Would you like to apply for financial need approval?
Applicant Information v/ v Yes i
Housing needs v . )
Financial need
Disability \ Please upload a file documenting that you are financially needy
Financial need v Choose File | No file chosen
Rental period S 10921003 10204423816368629 5715054599337632454 n.]
configuration ‘m\
Save |
Rental period v
Previous Next

Room selection

RENTAL PERIOD CONFIGURATION

If you are admitted for two semesters; in this Step, you can choose to tick off that you only want to book for one seme:
of housingto beginwith. You will normallybeableto extend abookingto coverthesecondsemestelateron, pleasesee
the section about extensions.

You also select if you wish to see only vacancies 1 January and befoifeyou wish to see all vacancies. If you search for
vacancies later on, please make shat your selection is set to all vacancies (or you will not see any in your Flow).

KOBENHAVNS UNIVERSITET

Housing application and management process ver 12.13

Start and end of stay (Spring semester)

Administration v
* Application = Which is the first semester
Applicant Information v
. Start date of the Spring semester
* Housing needs O
# Vacancies from January 1st and before -beware that there is less vacant from this
Disability v date=
Financial need v Prolongation options
Rental period i
configuration v Mo prolongation=
Wish to prolong till end of July=
Start and end of stay . . . )
(Spring semester) O Wish to prolong till mid August=
Wish to prolong till end of August=
O
Fixed semester periods
Room selection O
Save
Previous Next

NB! You will notbe ableto changethe datesin the sectioné St a rsainasted e r i Alsb aodethatthesearenot
necessarily thelatesin which the varioushousng optionsare vacantand thus must be rentedfrom. It is solely a

confirmationof which official semester you are bookiimg
16



GENERAL SERVICE COSTS AND FEES

Pleasenotethatit is freeto browsein the systemHowever,onceyou booka housingoption,you paya bookingfee as

well asothercostspaidto coverour services Somefeesaremardatoryfor all while othersdependonyour own actions
(suchaslate paymentfailureto canceletc.).Thereforeyou mustbeawareof which costsbookingandotheractionswill
entailbeforeyou act. Please refer to the mostrent liston our website whenever you take an action that may entail a

cost.
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ROOM SELECTION
SUMMARY OF INFORMATION

Checkthatall informationlistedin eachof the categoriess correct.The various pointsareusuallyclosed(collapsed);

expand them to see what you havated:
°

Housing application and management process ver 12.13

Summary of information (please confirm or go back to

Administration v
* Application v make ChangeS)
Applicant Information Gender
Housing needs ' E
Choice of housing dates L
*  Room selection v =
Summary of R . . Q
information (please Which is the first semester =
confirm or go back to
make changes) . :
Are you disabled in any way?
Room availability v S
Type of disabilit
Room acceptance ' YP Y
Contract O Would you like to apply for financial need approval?
Payment |:|
Tenant identification
Case handling |
Move in O Tenant hame
Shortening of contract | ) )
Gender and nationality
Move out D
Date of birth and age
Tenant's home address (house number, street)
Tenant's home address (rest)
Phone number (of your cell phone preferably)
Emergency contact
Physical disability
Save
Previous MNext
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ROOM AVAILABILITY

In thissectionyouwill seewhichroomsareavailableto you,andyoucanmakeyourroomselectionlnitially thesystem
will automatically select (anaeserve for 30 minutes) the cheapest room available. Tkeefgeted room (and any room
listed below) that selection is markedpurple.

Pleasenote that the rooms belowthe pre-selectedoom are alsoavailable. The red colour

does not indicate that smething isunavailable:
> w ”W

K@BENHAVNS UNIVERSITET

Housing application and management process ver 12,13

+ Administration +» Room availability

* Application = Fixed rental start dates

»  Applicant Information v 4
Allocation period

» Housing needs

T

- . . =

Room selection 0 Residence selection t
) ) o

Summary of information On this step "Residence availability" you make a residence selection. The system has a

(please confirm or go v

back to make changes) automatically preselected (one of) the cheapest residence(s) available. You may have

to scroll down in order to see it. The selection area changes color at the selection
(white above, colored below the selection). You can find more information on a

Room availability v residence by clicking on it. You book the residence by clicking on the select button to
the left in the list and then pressing Save or Next.
Room acceptance O
The residence pre-selected in the list of available residences is reserved for you for e
»  Contract 0 30 minutes. If you confirm the booking and sign the contract within the mandatory 3
days, the contract is binding. However, if your rental period starts within the next 3
»  Payment O dayls, you must upload the CUI‘ItIIT:ICt immediately (please refer tolthe caljcellation
options/fees). Please note that if you later on select another residence in the same
+  case handling s period, you swap to that room instead.
I Vacant: Nov 18 th, 2016 A/B Alleen 2000, studio rooms 24 Monthly: D
© Movein O Vacant: Nov 18 th, 2016 Bispebjerg Kollegiet 1314 Monthly: D
»  Shortening of contract O Vacant: Mov 18 th, 2016 Diakonisse kollegiet 11 Monthly: D
0 Vacant: Nov 18 th, 2016 Enghavevej Shared Apartments 1L-4 Monthly: D
»  Move out
Vacant: Jan 1 st, 2017 Tasingegade Kollegiet 112 Monthly: D
Vacant: Jan 1 st, 2017 Tasingegade Kollegiet 1124 Monthly: D
Vacant: Nov 18 th, 2016 Tasingegade Kollegiet 1128 Monthly: D
Vacant: Nov 18 th, 2016 Tasingegade Kollegiet 1254 Monthly: D
Vacant: Jan 1 st, 2017 University Guest House 404 Monthly: D
4 3

et

You mayhaveto scrolldownto seetheselectedoomif therearemoreoptions.You canseemoreinformationonaroom
by clicking on the middle of the row stating the individual room, which will make a new pagepeith moe details.
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If you wish to book the pre-selectedroom but take longerthan 30 minutesto book the preselectedoom, it is quite
possible thatheselectedoomhasbeerreservedor someonelsein themeantimeTheoptionwill thenhavedisappeared
from your Flow when you refresh the padfgs your responsibility to complete the booking within 30 miniitésyou
do not do so, it is regarded as a housing offer which you did not make usu@fte welcome to go back to the
availability step to see if yphave otheoptions.

Theaboveteststudenidentity hasapreselectedoomat@sterbrd ollegietandmanyalternativeoptionsto choosedrom.
Theroomin thisexamples availablefrom 1 February 201,7atypical rentalstartdate.

You pull the bar, athe bottom of the residence selection window, to the right to see the price of the deposit and the
type of accommodation:
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