
 Contract
 Renewal
 Campaign
 How-to Guide

We have designed this step-by-guide to assist you 
with participating in Contract Renewal Campaign. 
Please be sure to read and follow each step closely 
to help yourContract Renewal Campaign process go 
smoothly! If at any time you have questions about 
Contract Renewal Campaign, you may visit our FAQ 
page, or reach out to residencelife@colum.edu.

Step 1 Log into the housing 
portal

Step 3 Submit Application

Log into the housing portal using your Columbia 
College Chicago credentials*.

*If you’re having troubles remembering your log-
in credentials, please contact Client Services at 
312-369-7001.

Step 2 Start Application
In the navigation bar, click “Application/Housing 
Contract” to get started.

Step 4 Roommate Profile

Then select “Continue” on the term selector page.

Complete all pages through the “Submit Applica-
tion” page. Save & Continue.

Complete the roommate profile page and select 
“Continue to Room Renewal at the bottom of the 
page. Save & Continue.

Open-To-All



Step 5 Open-To-All
Select the desired building you wish to reside in 
to see a list of available rooms.

On the Room list page you can see an available 
list of all rooms in the building you intially select-
ed. Use the section on the left side of the page to 
filter out different results. REMEMBER the more 
filters you have, the less amount of available 
rooms will display. If you’re having a hard time 
finding spaces, you may have too many filters set.

Click “Go back to view the room list of all avail-
able spaces. DO NOT use the back arrow in your 
browser as this can inconvenience you in your 
application process. PLEASE carefully read the 
description of each room to better help you make 
an informed selection.

Click “Show Room Info” for detailed information 
about the room.

Open-To-All (cont.)
Click “Add to cart” on the room you want to be 
in. In this example the student selected Arc room 
402AA shared bedroom. You will have a maxi-
mum of 10 minutes to complete the following 
steps before your selection expires.

Using the drop down box assign yourself to a 
bed. REMEMBER if you are choosing to be in a 
shared bedroom you must assign yourself to 
one of the beds. In this example the student as-
signed themselves to the 402AA-1 bed in the 
shared bedroom.

Click “Assign beds”.



Click “Save & Continue” to acess the housing 
contract. REMEBER confirming a room is not what 
secures your space; signing and submitting the 
housing contract does!

Step 6 Sign the Contract!
After reading the Terms & Conditions, SIGN THE 
HOUSING CONTRACT. This is the only way to 
guarentee a space for the upcoming Academic 
Year!

Step 7 Meal Plan
Choose the meal plan for the upcoming academ-
ic year*. Save & Continue.

*NOTE: If you choose to reside in a semi-suite 
you have a mandatory meal plan that comes 
with your assignment..

Step 8 E Check-Up
Complete the E Check-Up survey. Takes about 40 
minutes to complete. Save & Continue.

Step 9 Community Standards & 
Handbook Policies
Read and Agree to the Community Standards & 
Handbook Policies. Save & Continue.



Step 10 Meal Plan
Choose the meal plan for the upcoming academ-
ic year*. Save & Continue.

*NOTE: If you choose to reside in a semi-suite 
you have a mandatory meal plan that comes 
with your assignment..

Step 11 E Check-Up
Complete the E Check-Up survey. Takes about 40 
minutes to complete. Save & Continue.

Step 12 Community Standards 
& Handbook Policies
Read and Agree to the Community Standards & 
Handbook Policies. Save & Continue.

Step 13 Contract Confirmation
Review the information and mark your calendars! 
Save & Continue.

Step 14 Grad Gaurd
Residence Life offers the option to purchase rent-
al insurance too all residents. Continue to Step 2 
to either accept or decline the offer.


