
Accessing the MyHousing 
Self-Service Portal



The MyHousing Self-Service 
link can be found on the 
Housing at Lock Haven 
webpage. To access it, hover 
over the Campus Life tab at 
the top and click the Lock 
Haven option. 

Accessing the MyHousing Self-Service Portal



On the Lock Haven Campus 
Life page, scroll down to the 
Living in Lock Haven section. 
Click on the Campus Housing 
button. 
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On the Housing at Lock Haven 
page, scroll down to the 
MyHousing Self-Service 
section and click on the 
MyHousing Self-Service 
button. 

Accessing the MyHousing Self-Service Portal



Logging In To MyHousing 
Self-Service



Sign in to MyHousing Self-
Service with your 
Commonwealth University 
email and password. It is the 
same username and 
password that you use for 
BrightSpace, Microsoft 365, 
etc.

NOTE: If you are having issues 
with logging in, please try 
using Mozilla Firefox or 
Google Chrome as Edge and 
Safari do not always work 
with our website. 

Logging in to MyHousing Self-Service



Welcome to the MyHousing 
Self-Service home page. Here 
you can see an overview of 
your room selection, housing 
assignment, and meal plan. 

On the far left, you will see 
the navigation menu. If you 
don’t see it, click the ≡ icon in 
the top left corner. To close 
the navigation menu, click on 
the X in the top left corner. 
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Filling Out the 
Housing/Dining Agreement



Begin the Housing Selection 
for Returning Students 
process by signing your 
housing and meal plan 
agreement. 

Click on Housing & Dining 
Agreements in the navigation 
menu to access the forms and 
agreements available in 
MyHousing Self-Service. 

Filling Out the Housing/Dining Agreement



In the Housing & Dining Agreements 
menu, you have three (3) choices:

1) Returning Student Housing & 
Dining Agreement (Fall 2025-
Spring2026) – Complete this 
agreement to sign up to live on 
campus next year. 

2) Residency Requirement Exemption 
Request – Complete this form if you 
plan to live in Evergreen Commons 
or would like to be released from 
the on-campus residency 
requirement. 

3) Off Campus Dining Plan Agreement 
for Commuters or Evergreen 
Commons Residents – Complete 
this agreement if you will be living 
off campus and want to buy a meal 
plan. 
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If you will be living on-
campus, click 1) Returning 
Student Housing & Dining 
Agreement (Fall 2025-Spring 
2026) to open the 
Housing/Food Service 
Agreement. 

This agreement is a legally 
binding contract that covers 
the full academic year (fall 
and spring semesters).

Make sure you read through 
the entire agreement 
carefully!
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At the bottom of the screen, 
you will sign the Housing & 
Dining Agreement. 

You can do this by typing your 
name in the box provided so a 
hand drawn signature is 
generated for you. 

Or you can click the “Use the 
signature pad to draw your 
signature” and sign using your 
finger, mouse, or pen. 

Click the Continue button 
after you have signed your 
agreement. 
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The next screen is the My 
Information screen displaying 
a number of required 
questions. 

Answering the “What type of 
room/suite/apartment do you 
wish to pick during room 
selection?” question is 
especially important. Your 
answer determines whether 
you can select a roommate or 
not. Without a roommate, 
you will be unable to select 
certain types of housing such 
as a private suite in Fairview 
Suites (aka a 2-person, 2-
bedroom suite).
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Please note, the person you 
list as your Emergency 
Contact and the person you 
list as your Missing Person 
Contact do not need to be the 
same person. We are legally 
required to give you the 
opportunity to list a different 
person for each contact. 

Once you have answered all 
of the required questions, 
click the Continue button at 
the bottom of the screen. 
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The next screen is the 
Addresses/Contacts screen. 
You are required to submit 
your primary home address 
into MyHousing Self-Service 
and the name of one parent 
or legal guardian.

Click on the pencil icon next 
to each category to edit your 
information. Make sure you 
click the Save button in each 
category before you click the 
Continue button at the 
bottom of the screen. 
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You will select your meal plan 
on the next screen. 

Students living in Fairview 
Suites or Smith Hall are 
required to select either the 
19 Meals, 14 Meals, 10 
Meals, or the 175 Block plans. 
If you accidently select a 
commuter meal plan, your 
meal plan will be changed to 
the 10 Meals plan.  

Students living in Campus 
Village may select any 
available plan including the 
75 Block Plan for commuter 
students. 
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After selecting your meal 
plan, scroll to the bottom of 
the screen and click the 
Submit button. 
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Congratulations! You have 
successfully signed your 
housing and meal plan 
agreement for the Fall 2025 – 
Spring 2026 academic year! 
This means you have 
completed the first step of 
the Housing Selection for 
Returning Student process. 

But wait, you are not 
finished! You still have to 
complete Step 2: Personal 
Information & Roommate 
Matching and Step 3: Select 
Your Room.
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Click the Home button to move on 
to Step 2: Personal Information and 
Roommate Matching. All students 
must answer the Personal 
Information questions in 
MyHousing Self-Service even if they 
do not need to search for a 
roommate. In the event that your 
roommate does not return or you 
do not complete the housing 
selection process but are required 
to live on campus, we will assign 
you a roommate. We will try to 
match your answers to your new 
roommate so it is in your best 
interest to have them completed. 

Continuing the Housing Selection Process



Filling Out Your Personal 
Information



From the MyHousing Self-Service 
home screen, click on Your Personal 
Information in the navigation menu 
on the left to fill out your personal 
information. 

Filling Out Your Personal Information



Under the Your Personal 
Information menu, click on My Info.

My Info includes questions about 
your lifestyle and preferences. The 
answers to these questions can be 
used to match you with a 
roommate.  

Even if you already know who you 
want to live with or plan to select a 
room without a roommate, you still 
need to complete the My Info 
screen.
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In the For the Term field at the top, 
the current spring semester will 
automatically be selected. You will 
need to change this to the 
upcoming Fall Semester before you 
answer the My Information 
questions. 

Once you’ve changed the For the 
Term field, answer all of the 
questions on the My Information 
screen and click the Save button at 
the bottom.
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If you will be searching for a 
roommate and do not know who 
that person will be, take a moment 
to also complete the Roommate 
Profile page. 
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To create your Roommate Profile, 
fill in the information and click the 
Update Roommate Profile button at 
the bottom. 

NOTE: Make sure the Profile Privacy 
is set to “Display my information 
and profile”. Otherwise, other 
students won’t be able to see and 
find your profile when 
searching/requesting you as a 
roommate in MyHousing Self-
Service. 

Requesting A Roommate



To start the roommate matching 
process, click on Room Selection in 
the navigation menu on the left. 
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Click on Select Roommate in the 
Room Selection menu. 

Make sure the Fall Semester is 
selected in the For the Term field at 
the top of the screen. 
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Click the dropdown arrow on the 
Search for Roommate tab. The 
dropdown arrow will reveal several 
search fields. 

If you already know who you want 
to room with, type in their first 
and/or last name in the appropriate 
fields and click the Begin Search 
button. 

If you do not have a specific person 
in mind, you can use the other 
fields in order to find someone with 
a similar roommate profile to yours. 

NOTE: In order to select a 
roommate, all parties must have 
completed the Housing Agreement. 
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Your search results will appear 
underneath Begin Search, and then 
you can click the Request 
Roommate button. 

NOTE: Sometimes entering too 
much criteria can narrow the 
results. If you are not finding any 
results, or too many results, try 
clearing some of the search criteria 
to expand your options. 

Requesting A Roommate



Once you send a request, it will 
appear under Pending Roommate 
Requests.

Please note that the person you are 
requesting must accept your 
request in their MyHousing Self-
Service account for your roommate 
group to be fully matched. 

Requesting A Roommate



To accept a roommate request, log 
in to MyHousing Self-Service, click 
on Room Selection, and click on 
Select Roommate. Make sure the 
Fall Semester is selected at the top 
to see the person who sent you a 
roommate request. Click the three 
vertical dots to the left of the 
person’s name to open the Pending 
Roommate Requests menu. Click 
the accept icon to accept the 
roommate request. 

Requesting A Roommate



Room Selection

Opens March 12, 2025

Step-By-Step Instructions Coming Soon!
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