
HOUSING APPLICATION INSTRUCTIONS 
New Student Housing Process  

 

Instructions: Use this guide to complete your online housing application. You will need your Chatham 

username (the first part of your Chatham email address) and your password to login and complete an 

application. If you experience difficulties with you Chatham email or password, you should contact 

Information Technology Services via the IT Help Desk at S.HelpDesk@Chatham.edu or 412-365-1112.  

 

Prior to Applying: Before you can apply for housing, you should access myChatham using your username and 

password. The first time you login, you will set up Multifactor Authenticator. This is a required feature that 

enables you to access email and myChatham services from off-campus. If you encounter any issues logging in 

to myChatham, contact the IT HelpDesk at 412-365-1112 or  services@chatham.edu. 
 

 

STEP 1: Login to myChatham (https://my.chatham.edu/) using your Chatham username and password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

STEP 2: Click on My Tools in the upper left of the navigation bar. 

 
 
 
 
 
 

 

Enter your Chatham 

username and 

password to login 

If you experience 

any login issues, 

call the IT 

HelpDesk! 

If you don’t  

remember your 

password, use 

password self-service 

Select “My Tools” to 

access your Chatham 

tools dashboard 
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https://my.chatham.edu/documents/view.cfm?DocID=8318
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STEP 3: Select the STUDENT HOUSING button to proceed to the housing portal 

 
 
 
 
 
 
 
 

 

 

 

 

STEP 4: When redirected to the “Homepage” page, click the Please visit the University login page to login link. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

STEP 5: You will then proceed to the login page prompting you to use your Chatham email address (i.e. 

Carson.Cougar@chatham.edu) and your Chatham email password to login.  

 
 
 
 
 
 
 
 
 
 
 
 
 

Select the Student Housing button 

under My Tools (myChatham) to 

access the housing portal 

Enter Chatham email address (i.e. 

Carson.Cougar@chatham.edu) and 

password.  

Click “sign in” to enter portal 

and begin your application 

Select this link to login to the online 

housing portal 

mailto:Carson.Cougar@chatham.edu
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STEP 6: On the “Welcome” page, click APPLICATION under the navigation bar. 
 

 
 

 

 

STEP 7: On the “Housing Application” page, click the SAVE & CONTINUE button and begin and complete the 

remaining steps.  

 

 
 

Select APPLICATION to begin 

Click “Save and Continue” 

to proceed with application. 



 

Step 8: On the “Term Selector” page, make sure that it says “2025-2026” and then click APPLY 

 

 

STEP 8: Complete your online housing application by following the system prompts. Please click SAVE & 

CONTINUE for each page to save progress. 
 

Section 1 – Welcome 

 

 

 

 

 

 

 

 

 

 

 

Section 2 -  Contact Information & Personal Details 

 

 

 

 

 
 

 

 

 



 

 

Section 3 -  Missing Persons & Emergency Contact 
 

 
 

 

 

 

 

 

 

 

 

 

 

Section 4 -  Housing Deposit 
 

 
 

 

 

 

 

 

 
 

Section 5 -  Housing Deposit Receipt 
 

 

 

 

 

 

Section 6 – Resident Safety Plan 
 

 

 

 

 

 

 

 

 

We encourage you to print this page as 

a receipt for your records.   



 

 

Section 7 -  Living Learning Communities (optional) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 8 -  Residence Hall Preferences & Meal Plan 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You must select one option from 

the drop down menu to proceed 

Click Add to access the drop 

down menu 

Select an LLC or Not Interested to 

continue your application 



 

Section 9 -  Meal Plan Selection 
 

 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 10 -  Roommate Questionnaire 

 

 

 

 

 

 

 

 

 

 

Section 11 - My Profile 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

Be sure to consider this option 

carefully based on your plans 

 

There is one meal plan option 

for incoming first-year 

students. Use box to select 

Chatham Unlimited meal plan.  



Section 12 - Add Roommates - This is students can search for or select a specific roommate. More information  

about the roommate matching process is available in the Roommate Matching Guide. 
 

 

 

 

 

 

 

 

 

 

Searching by Profile allows you to match questionnaire answers with other applicants. 
 

 

 

 

 

 

 

 

Searching by Details allows you to search out specific applicants by screenname, gender, or email address. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Suggested Roommates allows you to match with other applicants based on an overall compatibility percentage. 
 

 

 

 

 

 

 

 

 

 

 
 

 

 



Section 11 – Terms & Conditions of Residency (Housing Contract)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once completed, click Save & Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please save a 

copy for your 

records in the 

future.  

Put in Student ID number to 

electronically sign. Make sure you 

thoroughly review the Terms and 

Conditions first. 



 

 

 

Section 12- GradGuard Coverage (Optional) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OPTIONAL Renters Insurance 

through GradGuard.  Review 

details above then hit 

continue. 



Section 13- GradGuard Coverage (Optional- Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 13a. Accepting GradGuard 

Coverage (Only if you select to purchase optional coverage) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purchase or decline optional 

coverage. 

Follow prompts to input 

information starting with 

this screen.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 13b. Declining GradGuard Coverage (Only if you select to decline optional coverage) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Input payment info. NOTE: 

GradGuard is an external 

vendor. Chatham cannot 

support any payment 

inquiries for the GradGuard 

company.  For questions 

about insurance, please 

contact GradGuard directly.  

GradGuard will double check that 

you want to decline your 

coverage. Select option.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 14- GradGuard Confirmation or Decline of Coverage Page 

 

Your decision regarding GradGuard coverage will be displayed here. 

 

 
 

 

 

If you select option 1, you can 

learn more about GradGuard at a 

later date and include an email 

address.  



Section 11 - Application Confirmation  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

NOTE: Your application is not complete until you hit Save & Continue in 

this final step! 
 

 

 

If you have any questions or run into any problems with your housing application, contact us: 

 

 

https://www.chatham.edu/student-experience/housing-dining/index.html

