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WELCOME TO THE 

UNIVERSITY OF 

COPENHAGEN 
 

 

The UCPH Housing Foundation offers accom- 

modation to international students and staff. Our 

service is optional ï you are by no means obligated 

to use the service and you are very welcome to find 

accommodation on your own. 

 
We are an independent cost-based foundation 

associated with the University of Copenhagen. For 

details on the UCPH Housing Foundation, including 

office hours, housing descriptions etc. please see 

our website: www.housingfoundation.ku.dk. 

 
Below you will find a booking manual which, in 

combination with our website; you will need to 

familiarize yourself with in order to be prepared     

 

 

to book a residence via our online housing system. 

We recommend that you read the booking manual 

in advance of receiving your actual invitation to 

have   a general idea of the system that you have it 

beside you when you first enter the booking system 

as well as bringing a print with you so you can easily 

look up what to do or how to act at a later point in 

your stay. You can, however, always look it up on 

our website. 

 
We hope that you will  enjoy your stay in 

Copenhagen and will be happy with the available 

housing option(s) that you can book via the UCPH 

Housing Foundation. 

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

To prepare yourself for using the booking system, please follow the below points to ensure you have a full understanding 

of the booking system, rules and options so you can make an informed but quick booking once you are invited into the 

system. 

 
Å Review this Booking Manual for semester students and any pieces of information it directs you to. Also note; 

when logging into the online booking site you must declare that you have read and understood the content of the 

Booking Manual. 

 
Å Familiarize yourself with the information, rules, and various housing options on the UCPH Housing Foundation 

website. Please make sure you have many options on your mental wish list when you start booking ï in many of 

the residences, we only have a few rooms (which may not be vacant). Therefore, you should focus on places where 

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

disappointment. 

 
Å Ensure your own availability at the time when invitations will be sent out. We can only inform you well in 

advance of what week it will  be and later you will  be informed of which day. It is never possible for us to give you 

an exact time. Also ensure that you have access to a printer and a scanner within 3 days of making the booking, as 

this is the deadline for signing and uploading your housing contract. 

 
Å Think about housing funding in advance. The payment of your housing is not dependent on when your personal 

financial situation as for instance when your home university pays out subsidies. 

 

 
It is important that you enter the booking system and choose a housing option quickly once you receive the housing 

invitation. If unable do to so (for instance because of travelling or no internet access), we recommend that you give a 

friend or family member access and permission to book a housing option on your behalf. If you have yet to receive your 

final university admission or Entry Visa, you may still book via the UCPH Housing Foundation. However, please note 

that any contract you enter into is binding and not dependent on for instance your Entry Visa. If there is a significant 

delay in using your invitation, the UCPH Housing Foundation does not guarantee that there will be any housing options 

left. 

 
It is the UCPH Housing Foundationôs aim to provide at least one housing option per student. The system monitors which 

housing options you have in the booking system. The longer you wait; the fewer options you are likely to have ï if  you 

wait too long, there may ultimately not be any options left. 

 
You may choose not to do a booking from any of the option(s) you have. You then take on the responsibility of potentially 

having to find housing on your own. However, since alternative housing can prove very difficult  to find around semester 

start in Copenhagen, the UCPH Housing Foundation strongly recommends that you do a booking in the system while 

you have the option to do so. 

 
Students with physical disabilities ï Please read this information with particular care if  you have special housing needs 

due to a disability. We also ask students who are wheelchair users to e-mail contact@housingfoundation.ku.dk as soon 

as possible, so we can prepare to reserve the appropriate number of rooms with wheelchair access. 

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
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BEGINNING TO USE THE BOOKING SYSTEM  

Please use the personal link provided in the invitation email sent to you from the University of Copenhagen Housing 

Foundation to log in to the housing booking system ï also 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 held 

back by the spam filter. 

 
You must always enter your online Flow via the personal link; you cannot log on by typing 

www.housingfoundationbooking. ku.dk in the address field! The link is stated in all of the automatic email confirmations 

you receive. We recommend that you use Google Chrome as your web browser as this usually circumvents any errors. 

You cannot type in a main page of the UCPH Housing Foundation and log on that way. If you get an error and is not 

using Google Chrome, please change your browser. 

 
Please note that you will not be able to access the booking system before you have received an invitation by email from 

the UCPH Housing Foundation. 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 invitation e-mail. The e-mail address 

we have invited you to is your user name. Please note that it is not possible to change it in the system, so it is very 

important that you secure access to this e-mail account throughout your stay and preferably no less than 3 months after 

your contract has ended. 

 
 

TENANT ID  

The first time you use your link, the system will  generate you a 5-digit tenant ID. Please note that you cannot get your 

tenant ID before that time. The ID is used solely for the UCPH Housing Foundationôs system. 

 
Please also note that we cannot identify you by your University of Copenhagen admission number. It is the 5-digit ID 

number, you must use whenever you contact the UCPH Housing Foundation. 

 
 

PASSWORD 

When you receive your invitation link, you are able to change the password if  you should wish to do so. Please note that 

the UCPH Housing Foundation cannot inform you a password you selected yourself or reset it. You are 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 currently feel 

confident that you will  be able to remember it. If  you do not reset your password, the UCPH Housing Foundation is 

usually able to resend your original invitation containing the password. 

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

The system requires that you use one of the supported internet browsers. If  you do not, then you will  automatically be 

asked to download Google Chrome. Please keep this in mind if you later have problems with the system ï you may have 

tried to use the system in an unsupported browser. Please switch back to Google Chrome. 

 
 

NAVIGATION  

Whenever you have filled in a step (ópageô) in the booking system, you must press ñSAVEò. To save and continue to the 

next page; press ñNextò. The system monitors where you are in your booking process and will  bring you to the next 

expected Step. 

 
Sometimes you may find that the system jumps back to an earlier step than what you expected. This will typically happen 

if you are due a payment, is missing a contract upload, or have gone back to a previous step (for instance to browse for 

alter- native housing). The system will then expect that you intend to complete/redo this step. Please do not mistake the 

system jumping back to a previous step for an error in the system. 

 
If you wish to proceed to a different step/sub-step than what the system suggests, only press SAVE (not NEXT) and use 

the left hand Menu to navigate. Please note that there are some steps (such as cancellation confirmation) which require 

you to continue via the left hand Menu instead of pressing NEXT. 

 
A filled in step will  usually appear óclosedô (collapsed) in the left hand Menu to save space. You click on the headline of 

the step to expand and view the stated information. 

 
Many fields have an ñiò after them, if you hold the cursor here, additional information will appear. 

 
You can refresh your Flow by pressing F5. Please note that the system will bring you to the step where it has identified 

that you have something unfinished. If you intend to refresh and stay at a certain step, please click again on the step in 

the left hand Menu as this will also refresh the page. 

 
 

CONFIRMATION E -MAILS  

The system will automatically generate and send an e-mail to you when you complete certain steps. Please react if there 

is anything in these e-mails, which does not correspond with your expectations. When you pass such a step again, the 

system will send an e-mail again even if you have not made a new ñactionò (such for instance as making a payment), it 

will simply reconfirm the latest ñactionò taken on this step. 
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2 SEMESTERS OF SERVICE 

The goal of the UCPH Housing Foundation is to assist as many international students and staff members at the University 

of Copenhagen as possible for their first year in Copenhagen. Our services provide internationals a chance to get their 

bearings in Copenhagen as well as an opportunity to place themselves on waiting lists etc. and look for housing the same 

way the Danish students do (which is not via any services by the University of Copenhagen). 

 
If you are staying longer than 2 semesters, please remember to prepare for having to find housing on your own afterwards. 

 
Please also note that if you enter into a contract with a start date somewhat into our fixed semester period, that semester 

period counts as the first 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 connected to 

the University of Copenhagen are obligated to inform us of this when applying ï especially if  they have entered into the 

previous contracts under different names, email addresses or other óaliasô. 

 
 

CONTACTS 

Å For general information, please contact: contact@housingfoundation.ku.dk 

Å For payment information, please contact: finances@housingfoundation.ku.dk 

 

 

After move-in only: 
 

Å For building related problems (fixtures in the apartment such as windows, floors), please contact the 

building inspector stated in the description of your particular accommodation on our web page. 

 
Å For problems taken care of by the UCPH Housing Foundationôs extra inspector service (cleaning, furniture, 

inspections); please contact the building inspector stated in in the description of your particular accommodation 

on our web page. 

 
Å When in doubt always ask the UCPH Housing Foundationôs inspector first 

 
Whenever you report a problem, you should attach photos to clarify the issue and state your telephone number, thank 

you. 

http://housingfoundation.ku.dk/finding_housing_yourself/
mailto:contact@housingfoundation.ku.dk
mailto:finances@housingfoundation.ku.dk
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IMPORTANT INFORMATION ABOUT YOUR EMAIL  

Before starting the actual booking process, you will  have to confirm that you have read and understood this booking 

manual. The step will also confirm to you if the University of Copenhagen has confirmed you for one or two semesters 

- as well as your tenant ID and the e-mail the UCPH Housing Foundation will be contacting you via. 

 
Make sure to tick the óAcknowledgementô in the bottom of the page. Note that the e-mail address used will  forever be the 

one, which the UCPH Housing Foundation contacts you via. You are expected and required to keep this e-mail address, 

to check it on a regular basis, and ensure that it is possible to contact you via it (inbox should not be blocked or full). 

 
It is preferred but not required that you also write from this e-mail address whenever you contact the UCPH Housing 

Foundation. Kindly also state your given 5-digit Tenant ID number for easy and correct identification. You may well not 

be the only one with your name in our system. Also, please do refrain from signing with a nickname. 
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APPLICATION  
 

APPLICATION INFORMATION  

Enter your óApplication informationô and óAddress informationô. It is very important 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 appear in 

your online Flow. If you book such a room, it may not necessarily be discovered until you and a person of the opposite 

gender arrive to enter the shared accommodation. 

 
Note: The UCPH Housing Foundation will  be forced to cancel your booking if  you provide the wrong 

information.  It cannot be guaranteed that there will be alternative options left. 

 

 

 
Example of Applicant information step: Example of Address information step: 
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SHARED ROOMS ï óMASTERô AND óCHILDô RELATIONS 

The UCPH Housing Foundation has a number of shared rooms and two-person apartments, which can either be booked 

by one person booking the entire room/apartment for her/himself (or her/himself and one other person) OR they can be 

booked separately by two individuals who each book one half of the room/apartment.  

 
The UCPH Housing Foundation calls the entire room/apartment the óMasterô and each of the two halves of the room, a 

óChildô. The óchildrenô are designated by having an óAô or óBô after the room number. Once one of the óchildrenô is 

booked, the ómasterô becomes unavailable and the other óchildô can only be booked by a person of the same gender as 

the person who first booked one of the óchildrenô. If, on the other hand, the óMasterô gets booked first, both óchildrenô 

become unavailable. 

 
For example, a studio in the Tåsingegade Kollegiet for two persons can appear in the system as the 

following:  

Tåsingegade kollegium 104 

Tåsingegade kollegium 104A 

Tåsingegade kollegium 104B 

 

The top one is the complete room/Master room (to rent for 1-2 persons) and 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, and so 

neither 104A nor 104 are available to book. 
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MASTER ROOMS ï FOR 1-2 PERSONS 
 

2-person rooms exist in Tåsingade Kollegiet, Østerbro Kollegiet, as well as a few in Rebslagervej Kollegiet.  

They are either in the system as above described Master with Children or as one of a few which are designated to always 

be for 2-persons (to ensure that there are some possibilities each semester for couples). Please note that you cannot 

expect that there will be a 2-person housing available to book.  

 

If you see a room in your Flow with the two corresponding ñChildrenò all 3 available to book in your Flow, then that 

signifies that the entire 2-person Master housing is possible for you to book to move into with a boy/girlfriend.  

In the below; you see an example of a vacant ñMasterò and corresponding ñChildrenò 

 

 
It will be explicitly stated in the Room Acceptance step (unfold the Room description) if a housing is a 2-person Housing 

as well as in your contract. If not, then you may only move in 1 person.   

 

If a vacancy does not have any corresponding ñChildrenò below it; then it is likely to not be a 2-person housing. You 

can select the room and go to Room Availability where it will be stated if the room is approved for 1 or 1-2 persons.  
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The below is an example of a room in the same kollegium which is a single for 1 person only, Tåsingegade 105 and 

below you see the master room 112 with the corresponding children 112A and 112B : 

 

 
 

GIRL/BOY SHARING A óSHARED ROOMô 

Couples who want to share a room may need to enter faulty gender information on purpose since the booking system is 

by default set to have only SAME SEX tenants in shared rooms (one-room residence) and apartments where there is a 

passing room. 

 
In order to book the room as an óopposite sexô couple, one of you needs to reserve the ñAò part of the residence, and then 

the other person needs to temporarily change gender status in the booking system to make it possible to get the ñBò part 

of the residence. While the two tenants look for available shared residences, they must appear as being the same gender 

within the system. 
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Å You will need to be the same gender as your roommate even at the step where you accept the residence. This 

is because the system checks the gender status again at the step of Room Acceptance. 

 
Å Once the contracts have been finalized, change the gender in your workflow before you open and print the 

contract. You do this by going on the left-hand menu and clicking: Application> Applicant Information 

 
Å Changing the gender will  reset the step ñSummary of informationò ï just submit it (press NEXT), it will  then 

update the database with the correct gender, and you will skip the completed residence reservation. Please see 

further directions on our website here. 

http://housingfoundation.ku.dk/housing_options/girlboyfriend-sharing-a-room/
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HOUSING NEEDS 
 

DISABILITY  

Tick óNoô to this question, unless you have any physical disabilities that will affect your choice of housing. 
 

 
If  you are physically disabled, you tick ñyesò. Make sure to read the information here before clicking óYesô. Please also 

note that you must make this application when you first apply, you cannot expect to be able to add special needs to your 

application later on. 

http://housingfoundation.ku.dk/housing_options/disability-application/
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The disability application is divided into 3 categories: 
 

Å Wheel chair ï tick this off if you are in a wheelchair 

 
Å Limited mobility ï tick this off if you have limited mobility ï perhaps you suffer from arthritis and must have 

an elevator in your accommodation. 

 
Å Other disability ï tick this off for any other type of disability ï perhaps you have a special medical need for a 

private bathroom or a private refrigerator in your room. 

 
Next, you upload documentation of your disability. As an example, it can be a previous approval of your special need 

from your doctor or home university. Please also include your personal description of your need (though this should not 

stand alone). 

 
You proceed with the following steps and make a booking of the currently most suited option already in your Flow. You 

will receive an e-mail when your disability application is processed. If approved, you will receive an offer to be relocated. 

 
 

FINANCIAL NEED  

Tick óNoô to this question, if you are not in severe financial need ï more so than what can be expected simply from 

being a student. Make sure to read the information here and in the Booking Manual before making your selection. 

 
If your financial situation is particularly severe, tick off óyesô. 

 
Please also note that you must make this application when you first apply, you cannot add that you are financially 

needy to your application later on. Any un-booked rooms held back for the financially needy are usually 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 not 

qualify in itself) including a personal explanation of your situation. The upload must be in 1 document. 

Continue with the rest of the application and book the most suited available option. You will receive an e-mail when 

your financial need application is processed. If  approved, please enter your online Flow shortly after receiving the 

confirmation to see if you want to swap to an alternative option among the cheaper rooms. Any potential new and 

cheaper housing options, which may appear in your Flow, will not continue to be vacant indefinitely. 

http://housingfoundation.ku.dk/housing_options/financial-need-application/
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Please note that there are no guarantees that any residences reserved for financially needy students will  be available. 

Therefore, you should not refrain from booking an available option the first time you enter the booking system, because 

you expect your Financial Need application to be accepted. 

 

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 semester 

of housing to begin with. You will  normally be able to extend a booking to cover the second semester later on, please see 

the section about extensions. 

You also select if you wish to see only vacancies 1 January and before ï or if you wish to see all vacancies. If you search for 

vacancies later on, please make sure that your selection is set to all vacancies (or you will not see any in your Flow).  

 

 

 
NB! You will  not be able to change the dates in the section óStandard semester periodsô. Also note that these are not 

necessarily the dates in which the various housing options are vacant and thus must be rented from. It is solely a 

confirmation of which official semester you are booking in. 
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GENERAL SERVICE COSTS AND FEES 

Please note that it is free to browse in the system. However, once you book a housing option, you pay a booking fee as 

well as other costs paid to cover our services. Some fees are mandatory for all while others depend on your own actions 

(such as late payment, failure to cancel etc.). Therefore, you must be aware of which costs booking and other actions will  

entail before you act. Please refer to the most current list on our website whenever you take an action that may entail a 

cost. 

 

  

http://housingfoundation.ku.dk/payment-information/list-of-fees/
http://housingfoundation.ku.dk/payment-information/list-of-fees/
http://housingfoundation.ku.dk/payment-information/list-of-fees/
http://housingfoundation.ku.dk/payment-information/list-of-fees/
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ROOM SELECTION  

SUMMARY OF INFORMATION  

Check that all information listed in each of the categories is correct. The various points are usually closed (collapsed); 

expand them to see what you have stated: 



19  

ROOM AVAILABILITY  

In this section, you will  see which rooms are available to you, and you can make your room selection. Initially  the system 

will automatically select (and reserve for 30 minutes) the cheapest room available. The pre-selected room (and any room 

listed below) that selection is marked in purple. 

 

Please note that the rooms below the pre-selected room are also available. The red colour 
does not indicate that something is unavailable: 

 

 
 

 

You may have to scroll down to see the selected room if  there are more options. You can see more information on a room 

by clicking on the middle of the row stating the individual room, which will make a new page pop-up with more details. 
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If  you wish to book the pre-selected room but take longer than 30 minutes to book the preselected room, it is quite 

possible that the selected room has been reserved for someone else in the meantime. The option will  then have disappeared 

from your Flow when you refresh the page. It is your responsibility to complete the booking within 30 minutes ï if you 

do not do so, it is regarded as a housing offer which you did not make use of. You are welcome to go back to the 

availability step to see if you have other options. 

 

The above test student identity has a preselected room at Østerbro Kollegiet and many alternative options to choose from. 

The room in this example is available from 1 February 2017, a typical rental start date. 

 
You pull the bar, at the bottom of the residence selection window, to the right to see the price of the deposit and the 

type of accommodation: 






































































