HOUSING CONTRACT INSTRUCTIONS

Login to your Buzzin account
using your username and

password!

Click on the student
services tab. Then go to

the residential life portal.

Welcome to the ResLife
Portal! Please read the
instructions carefully!

EMPORIA S

BUZZIN

Secure Access Login
User Name:

Password:

Having Trouble Logging In?

Reset Your Password
Look Up Your E-Number
Look Up Your Username

First Time Logging In?
Step-by-Step Instructions
Contact the IT Help Desk:
Local: 620-341-5555
Long-Distance: 877-341-5555

Email: helpdesk@emporia.edu
Website: http://www.emporia.edu/IT

Welcome to Emporia State University's BuzzIn Portal!

For Students

From BuzzIn, you will have quick and easy access to important announcements and car
holds, degree status, and access to other services such as your ESU email account and
ordering, bill payment, and changing your personal information.

For Faculty, Staff & Administrators

From BuzzIn, you will have quick and easy access to important announcements and car
forms, and our learning management system. Based en your role, you will also have ac
data, and access to update your personal information.

This is an Emporia State University computer and information technology resource syste
procedures set forth by the University located in section 3] at http://www.emporia.edu/

Unauthorized or improper use of these resources may result in penalties according to E<
expectation of privacy in the use of this system. The University may monitor this system
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Welcome

John, welcome to your Housing and Dining Contract!

Be sure to complete all steps of the contract. Your contract is not considered complete until we have recieved payment of your $50 processing fee and

$200 pre-payment ($100 room pre-paymen and $100 meal plan pre-payment).

If at any point you need to stop the contracting process before you have finished, click "Save & Continue" at the bottome of the page. You can resume at

any time.

John, this is a legal and binding contract. The terms and conditions apply from the moment you submit your contract and the $250 pre-payment and

processing fee. Educate yourself by reading the entire contract, including the terms and conditions within the contract. To read the terms and conditions

and learn more about completing the online contract, visit the Residential Life website. A room may only be assigned for a completed contract and will be

assigned based on the contract completion date.

Contact our office by email (reslife@emporia.edu) or phone (620-341-5264) if you have any guestions throughout this process. The Residential Life office is

open from 8:00 a.m. - 5:00 p.m. on weekdays. We are happy to help you fill out your contract.



HOUSING CONTRACT INSTRUCTIONS

= Cancel Application Fall 2018 Application

Log Out

Fill out all the required
information, and finish the
application step by step.

Personal Information

Verify that the information below is correct. If you need to make changes contact the Registration Office (620-341-5211) or change it through Buzzin to
ensure that your information will be accurate throughout your time at Emporia State University. You cannot change it here.

At the bottom of this list there are three fields that we ask you to supply - your personal email, cell phone, and your preferred first name (ex. your name is
Katherine, but you go by Katie, or you go by a name other than your full legal first name. If you go by your full legal first name, simply type that).

First Name:

John

Last Name:
Date of Birth

Student Numbe

Preferred First Name:

Put your preferred name if you
go by something other than your
legal name. Like you go by Kate
but your name is Katherine. =

The last step is to pay the O0—00—C0—00—00—00—"CO—0—0—0
$250.00 prepayment. You can Contract Submitted!

online through credit cards. gora e ik ;
Roommate assighments are To complete your Housing Contract you wilneed £ ubimit 2 pre-payment o 52 M
expected to be sent in mid- oo R e

June.




HOUSING CONTRACT INSTRUCTIONS

Pre-Payment Summary

Item Description Total Amount ($)

25000

Total: 250.00

Please enter your credit card information

Tt
Afte r S U b m |tt| n g p a y m e nt * Indicates required information

® Credit Card Type: \ Select a Credit Card Type v |

information, your housing * Account Number. | |

. * Expiration Date:
contract will be complete! - Security Code: (iew sxample) —

* Name on Card: ‘ |

Billing Address of Credit Card
* Street Address 1:

\

Street Address 2: ‘
® City: ‘ |

\

\

\

\

* State/Province: N/A v

Postal Code:

= Country: Select a Country v

* Email

seasrcae B piscover AR
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Refund Policy Agreement
Gefund of $200 if cancelled prior to June 1st >
By clicking Continue, | agree to the above Refund Policy

Conce e et oot

VisA

€ Crimina vistary Residenial Learning Rzt Preferences Roomemate Mawching  Rearmmate Groups Mesl Plan Sefection Ceniract Subristed Contract Compiie >

Contract Complete

John, thank you for submitting your 2018-2019 Housing and Dining Contract and Pre-Payment with Emporia State University Residential Life!

Contract completion dates, along with meningitis compliance, are used in determining room assignment prierity - the earlier your contract is complete. the
earlier it will be processed, increasing the possibility of getting your top preferences

Continue to check your official Emporia State University Email (@g.emporia.edu) for important updates. We expect room and roommate assignments to be
available in June.



