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Introduction

The purpose of this document is to provide students and parents/guardians with a step-by-
step guide to using the online application system for accommodation provided by Residential
Services. The guide includes a detailed description of the process as well as advice and tips
for dealing with common issues and frequently asked questions. You are advised to read all
sections carefully before proceeding.

We hope you find it useful in completing your online application for accommodation.

Who can apply using the online application

system?

The online application system can be used by all undergraduate, postgraduate and exchange
students who have firmly accepted either an unconditional or conditional offer of study from
the University of Glasgow. (NB. Please do not attempt to apply online foracco  mmodation

until at least 72 hours after you have accepted you r offer of study as your student
record will not be in our accommodation database an d you will be unable to proceed.)

Next, Stage 1 — Registration — Creating a new account
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Stage 1 — Registration — Creating a new account

(NB. Data Protection: The personal information that you supply to Residential Services may
be retained for up to seven years for audit and record purposes.)

The first stage for all applicants is click on the Create Account link on the application login
page at https://onlineapps.accom.gla.ac.uk (Screenshot 1 below) which then takes you to the
first registration page (Screenshot 2 below).

Screenshot 1 — Application Login

Screenshot 2 — 1 ¥ registration page

To complete the registration page all students are required to provide the following
information:

1. UCAS/Applicant Number

For UCAS applicants, please use the 10 digit personal ID nhumber that begins
10xxxXxxxxx e.g. 1012345678.

Direct Admission applicants (not through UCAS) should use their 6 digit applicant
number that begins with a 2 or 3 e.g. 312345.

Current University of Glasgow students can also use their student registration number
e.g. 0901234
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2. Surname (Family Name)

3. Date of Birth (in format dd/mm/yyyy)

Once your details have been entered, click on the Continue link to proceed to the next page
(Screenshot 3) where, if your student record is found within our database, your details will be
displayed as in the example below. If your record is not found see Frequently Asked
Questions on p18 for further advice.

Screenshot 3 — Student details verified in our data  base

To proceed, click on the Continue link to go to the next page (Screenshot 4) where you
should supply a valid email address and create a username and password for your account.
The password must be at least 6 characters long and include at least 1 number.

Screenshot 4 — Create a username and password

It is a good idea to write down the username and password that you create at this stage as
you will need to login to your account in the future.

Username:

Password:

To proceed, click on the Continue link to go to the next page (Screenshot 5) where you
should click on the Send Confirmation link to send a confirmation email to the address you
supplied. This ensures that your email address is valid.
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Screenshot 5 — Send email confirmation

[*TOP TIP: Add our email address: accom@gla.ac.uk to your email address book

especially if you use Hotmail, Google mail or other web-based email service so that
messages from us do not get treated as SPAM!]

Screenshot 6 below shows an example of the confirmation email that is sent

Screenshot 6 — Sample confirmation email

To verify your address, you must click on one of th

e links within this email . This will
take you to a page like the one below (Screenshot 7)

Screenshot 7 — Confirming your email address
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To complete registration simply click on the Confirm Code link which will then take you to the
following page:

Screenshot 8 — Email Confirmed — registration compl  ete

Finally, click on the Continue link to be taken back to the application login page. Registration
is now complete and you have successfully created your account.

Residential Services Guide to Online Applicatianafccommodation 7



Stage 2 - Account login and application

After successfully confirming your email address, you can now login to the system using the
username and password created at registration to proceed to creating an application. After
entering your credentials, you will be shown the screen below (Screenshot 9)

Screenshot 9 — Creating an application

Stage 3 - Creating an application

To begin, click on the Create Application link which takes you to the application form
selection page (Screenshot 10).

Screenshot 10 — Selecting an application form —wha  t type of applicant are you?

The first step in creating an application is to select the applicant type that best describes you
from the list of options. Each applicant type has a specific application form associated with it,
therefore it is important to select the correct type so that the required information for your
application is sent to us.

Once you have selected the appropriate applicant type, press Continue to go to the Personal
Details screen (Screenshot 11 below) where you are required to put your current address,
postal code and telephone number. Mobile phone number is optional.



Screenshot 11 — Personal Details

Finally, press Continue to proceed to your chosen application form.

Stage 4 - Completing the application form

Each application form contains fields appropriate to the particular applicant type and
depending on which form you are completing, you will be asked to complete a selection of
fields from the ones listed below:

Special Needs/Disability (All Students)

Indicate here if you have any special needs or disability that will have a bearing on the type of
accommodation that you require. Details of any special need or disability can be provided in
the Additional Information section.

Mixed/Single Sex Accommodation (All Students)
Choose whether you prefer mixed or single sex accommodation (i.e. All male or all female
flat).

Additional Information (All Students)

Applicants can use this section to provide any additional requirements which they feel should
be taken into account when allocating accommodation. Information may include details of any
disability or special requirement (supporting medical confirmation may be required) and/or the
name of any student with whom the applicant wishes to share. You should also use this
space to tell us if you are a Care Leaver. All information provided is treated in the strictest
confidence.

Contract Length (Postgraduates Only)
Indicate the length of contract that you require. Either 39 week or 52 week contracts are
available to Postgraduates.

Confirmation of Acceptance of Studies (CAS) Number (International
students from outside EU only)

This field applies to new and continuing International students who require a visa to gain entry
to the UK. The University can issue a CAS number once the applicant has accepted an
unconditional offer of a place. The CAS number issued will be forwarded by email to the
student to take to their immigration office to obtain a visa. The immigration officer can access
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this student's CAS form online to confirm details of fees paid etc. The (CAS) Confirmation of
Acceptance for Studies will replace the paper visa letter from 22 February 2010.

Length of Stay (Exchange Students)
Indicate if you are coming to the University for Semester 1 only, Semester 2 only or for the full
academic year (2 Semesters).

College (Exchange Students outside EU Only)
Select your college from the dropdown list. If your particular college is not listed, please
choose Independent.

Rooms Required (Family Applications Only)
Use this to tell us the number of bedrooms that you require.

Number of Children (Family Applications Only)
Tell us the number of children that will be accompanying you and who will require
accommodation.

Residence Preferences

You may choose a mix of room types and residences when selecting your 6 preferences, as
per your individual requirements. Although we will do our utmost to meet your requirements
we are unable to guarantee which accommodation you will be offered due to the limited
availability of certain types of accommodation.

1st Year Undergraduates should select 6 preferences for accommodation in all
available undergraduate residences. Residences currently accommodating 1% year
undergraduate students are Cairncross House, Murano Street Student Village, Queen
Margaret Residence, Student Apartments, Wolfson Hall and Victoria Hall.

Later Year Undergraduates should select 6 preferences for accommodation in all
available undergraduate residences. Residences currently accommodating later year
undergraduate students are Cairncross House, Kelvinhaugh Street, Murano Street Student
Village, Queen Margaret Residence, Student Apartments, Winton Flats, Wolfson Hall, and
Victoria Hall.

Postgraduates should select 5 preferences for accommodation in postgraduate
residences. Residences currently accommodating postgraduate students are Kelvinhaugh
Gate, Kelvinhaugh Street, Lister House, Maclay Residences, Winton Flats and 359
Sauchiehall St.

Exchange students from the EU & EFL Students  should select 6 preferences for
accommodation. Residences currently accommodating Exchange students from outwith the
EU are Cairncross House, Murano Street Student Village, Queen Margaret Residence,
Student Apartments, Wolfson Hall and Victoria Hall.

Exchange students from outside the EU  should select 6 preferences for
accommodation. Residences currently accommodating Exchange students from outside the
EU are Cairncross House, Murano Street Student Village, Queen Margaret Residence,
Student Apartments, Wolfson Hall and Victoria Hall.

An example of the 1% year Undergraduate application form is shown below (Screenshot 12)
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Screenshot 12 — 1 * year Undergraduate application form

Once you have completed the online form, press Continue to go to the Confirm Application
page (Screenshot 13) shown below:

Screenshot 13 — Confirm application preferences

Stage 5 — Confirmation of details

If you wish to amend any of the preferences on this page, click on Previous link to go back to
the application form and make any changes that you require. Once you are satisfied with the
information that has been entered, click on the Confirm link to submit the application form.
Thereafter, you will be taken to the Application Confirmed page (Screenshot 14) and also
receive a second email from us (Screenshot 15) to confirm that we have received your
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application and which will provide further information on how your application will be
processed.

Screenshot 14 — Your application has been confirmed and received by us

Screenshot 15 — Example of an Application received email

We process applications according to the order in which they are received. If your application
is successful, you will be notified of an offer of accommodation by email.

Stage 6 — Viewing your offer of occupancy

If you are successful in being made an offer of accommodation, you will be notified by email.
The email will contain a “notification of offer” letter as a PDF attachment with full details of
how to proceed and may have numerous other attachments that should be considered fully
before finally accepting the offer of accommodation and completing the contract acceptance
online. A sample letter attachment is shown below (Screenshot 16):
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Screenshot 16 — Example of an accommodation offere  mail

To view your offer of occupancy you should go to the application login page (See Screenshot
1) at https://onlineapps.accom.gla.ac.uk and log in to your account using the username and
password that you created during registration. If you have forgotten these credentials you can
click on the Forgotten Password link on this page which will allow you to reset your
password and remind you of your username.

Once logged in you should click on the View/Accept Offer link. See Screenshot 17 below.
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Screenshot 17 — View/Accept Offer

This will take you to the online offer of occupancy where you will see details of the residence
that you have been allocated to and also the total cost and contract dates. If you are happy
with the accommodation which has been offered, you can proceed to view the main
accommodation contract by clicking on the Next button. (Screenshot 18 below)

Screenshot 18 — Example offer of occupancy

Stage 7 — Viewing your accommodation contract

Please be aware that the accommodation contract is a legally binding document and you
should read the content very carefully. An extract from a sample contract page is shown
below (Screenshot 19)
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Screenshot 19 — Sample accommodation contract

As you read through the contract, you are required to check the tick boxes that are located at
the end of each section, thereby confirming that you have read and understood the content.

Stage 8 — Making the prepayment

Once you have read the contract and have checked the tick boxes after each section to say
that you have read and understood the content, you can then click on the Continue button at
the bottom of the page to proceed to the Prepayment page below. (Screenshot 20)
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Screenshot 20 — Prepayment page

The first stage in accepting your contract is to make an online credit/debit card payment
towards your accommodation fees. (NB. Please note that this prepayment is not a deposit
and will not be refunded)

[*TOP TIP: If you are not able to make the online payment at  this stage, simply close
your browser and log back in when you have payment details to hand. However, please
note that the offer has an expiry date which you wi Il be naotified of in the offer email and
you must make your payment and complete your accept ance before this date
otherwise your offer may be withdrawn.]

Press Continue on the Prepayment page to go to the payment method page shown below
(Screenshot 21)

Screenshot 21 — Select Payment Method

Once you have selected the appropriate card payment method from the dropdown box, click
on the PAY button to proceed to the payment details screen (Screenshot 22)

Screenshot 22 — Payment details
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After checking the amount and payment method, click on the Accept button to proceed to the
payment screen (Screenshot 23) of our payment service provider and complete the required
details.

Screenshot 23 — Enter card details

Finish by clicking pay. If payment is successful, you will be presented with the message below
and confirmation page (Screenshots 24 & 25)

Screenshot 24 — Payment made — warning!
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Screenshot 25 — Payment successful confirmation

If your prepayment is successful, you can send a receipt to an email address of your choice.
After clicking on one of the 2 receipt buttons at the bottom of the page you are taken back to
the final contract acceptance page. (Screenshot 26)

[WARNING: Our online process demands that you accep  t your contract immediately
after the payment page so that your account is upda  ted correctly with the payment.

If you close your browser after payment without fin ally accepting your contract, your
accommodation record will not be updated with your payment and you will not have
completed your contract acceptance and your offer m ay be withdrawn. You may also
end up paying the prepayment twice.]

Stage 9 — Accepting your contract

Screenshot 26 — Final contract acceptance page

To complete the contract acceptance you must electronically sign the document by entering
your username and password again in the boxes highlighted above and then finish by clicking
on the ‘I Accept the contract ' button. This then takes you to the contract acceptance
confirmation page shown below (Screenshot 27)
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Screenshot 27 — Contract acceptance confirmation

At this stage, you are given the opportunity to download a PDF version of the contract for your
own records. To finish, simply click on the Back button and this takes you back to the
application status page (Screenshot 27). This is the page you will see anytime you log back
into the system from now on.

Screenshot 27 — Application status

As you have now accepted an offer of accommodation, you are able to view your accepted
offer by clicking on appropriate link and also, as you will be coming into residence you can go
through our online induction course by clicking on the Begin E-introduction  link.

This concludes the online application and contract acceptance.

Frequently Asked Questions

Registration Issues

1. Q. Error message: “Student Record Not Found” is displayed when I try to
register. How can | proceed?
A. This message is shown when there is no matching record found in our
accommodation database. Please check that you have entered the correct
applicant number, surname and date of birth. If you have only recently firmly
accepted your offer of study, please allow at least 72 hours before attempting to
register. If you are sure your details are correct and you have allowed 72 hours
since you accepted your offer, please contact Residential Services directly for
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further assistance.

2. Q. lreceive a message saying ‘Passwords do not match ' when trying to register
and create an account.
A. This error usually occurs when there is something typed in the username or
password fields before the user clicks on the Create Account link. Please make
sure there is nothing in those fields before proceeding.

3. Q. ldid not receive a confirmation email when | registered.
A. Check your junk/spam folder in your email account to see if the confirmation
email is in there. If you still cannot find the email, you may have to register again
to generate another confirmation email. Ensure you type your email address
correctly.

Login Issues

4. Q.When I trytolog in | get a message saying ‘User not recognised
A. You will get the above error message if you have not confirmed your email
address. (Refer to p6 above). You can only log in with the username and
password that you created after you have confirmed your email address. If you
have confirmed your email address, please contact Residential Services for
further assistance.

5. Q. I have forgotten my password
A. You can reset your password by clicking on the Forgotten Password link on
the application login page. Follow the on-screen instructions to reset your
password and receive a reminder of your username.

6. Q. When trying to log in | get the message: ‘Login retries exceeded, Please
close your browser and leave for 5 minutes prior to attempting to log in
again.’

7. A. This message occurs when there have been too many wrong attempts to enter
the correct username and password. To clear the error, simply restart your
browser and try again.

8. Q. When I click on the login link nothing happens. My username and password
are correct and | have confirmed my email address.
A. Our system uses browser session cookies to track your progress through the
online application process. Sometimes they can cause issues when going
between the various stages of our process. If your browser is not responding to
clicking on the links, close your browser, delete all cookies and try again.
Alternatively, close your browser wait for 30 minutes for the cookie to expire and
try again.

9. Q. lam a current student and | am using my WebSurf username and password
and it is not working.
A. Residential Service's online application system has its own authentication
process and does not use the same GUID (Glasgow University ID) as WebSurf.
Log on using the username and password created during the initial registration
for accommodation.

Contract Acceptance Issues

10. Q. After | made my prepayment the browser session timed out and | was unable
to accept my contract, now the system is asking me to make the prepayment
again.
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A. Please contact Residential Services who will be able to update your account to
allow you to accept your contract.

11. Q. I do not have a payment card to make the online prepayment.
A. Our offer of accommodation requires that you make a credit or debit card
prepayment in order to secure and confirm your accommodation. To complete the
offer process we would urge you to find a solution to make the payment online by
card (including using a card belonging to a friend or family member) and accept
your offer of accommodation.

Residential Services
February 2011
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