
Submit Apartment Application in
 MyHousing Portal
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Log in to MyCentral and Access the MyHousing… 31 Steps

You will need to then use your credentials to log into the MyHousing Portal (Same credentials 
as MyCentral)

STEP 1

Click on Apartment Application in either spot.
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STEP 2

Review the Go Live Dates and Term Clarifiers.

Term clarifiers include which apartment complexes are included. Note that The Crossing is not 
an option for the Summer/Fall/Spring application. You must apply for that under Fall/Spring, 
and if offered, you can inquire about including the summer term prior. 

Summer options are not offered in Todd or Nickerson Apartments.
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STEP 3

Review and choose the application term for which you'd like to apply

STEP 4

Click on Apply for the application term for which you wish to apply. 
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STEP 5

Click on Start Application
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STEP 6

Review Your Personal Details

This will include your date of birth and credit hours which are all included in apartment 
qualifications. The application takes into account UCM Accepted Hours, current enrolled 
hours, and future enrollment. Your age at the start of the term is factored in as well. 

If your UCM accepted credit hours are not correct, you are likely missing transcripts or 
those have not been processed. For questions on your transcript processing, email process-
ing@ucmo.edu.
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STEP 7

Please note any special medical requests, which should also be on file  with the
 Office of Accessibility Services.  This would include a wheelchair accessible
 (ADA) room, bedshaker/strobe, etc. 

STEP 8

Review the notes regarding qualifications.
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STEP 9

Select your eligibility path

This allows students who are married and/or have children to select that they are applying for 
our our primary family apartments, in case they don't meet other qualifications 
OR
If you are applying based on other qualifications (such as meeting the credit hour or age 
requirements)
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STEP 10

Choose Your Option

STEP 11

Choose your location and room preference
Location is the Complex/Building and Room Preference is the apartment type (one, two, 
three, four-bedroom, etc.)
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STEP 12

Click on Add Preference to add more preferences

STEP 13

You choose your preferences in rank order (1 being the 1st 
Choice)
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STEP 14

This includes both location and room preference for each.

STEP 15

Continue to add as many preferences as you wish/that the process allows.
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STEP 16

Review Statement

You must review and acknowledge agreement to this statement in order to proceed.

STEP 17

Select Yes, my roommate(s) are UCM students. from Roommates are UCMO
 Students/non- UCMO Students
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STEP 18

Click on Save & Continue
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STEP 19

Enter information regarding roommates including legal first and last name, if 
they are a UCM student and UCM ID# if applicable.  

If you are applying for Central Village or Greenwood and including your spouse and/or child, 
please include their name, relationship, and if expecting, the due date.

All preferred roommates who are also UCM students must also apply and apply early enough 
to be offered. Roommate preferences are not honored if they do not apply.
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STEP 20

Add up to 5 if needed

STEP 21

Click on Save & Continue after entering all roommate information.
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STEP 22

Review and read apartment application contract

STEP 23

Enter your UCM 700#/ID # to indicate your electronic signature
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STEP 24

Click on Save & Continue to Pay Deposit (if applicable)
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STEP 25

If your deposit is on file, you will skip the payment step and proceed to be able 
to confirm and submit your application.  

If your deposit is not on file and payment is required, you will need to click save & continue to 
proceed with payment.
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STEP 26

If your deposit is on file, you will skip the payment step and proceed to be able
 to confirm and submit your application.  

If your deposit is not on file and payment is required, you will need to click save & continue to 
proceed with payment.
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STEP 28

Click on Confirm and Submit
This must be clicked in order to submit the application!
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STEP 29

Click on Confirm and Submit Apartment Application

STEP 30

View your application summary to see confirmation of date you signed con-
tract and submitted application (complete date).
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STEP 31

Click on Return to Home to exit.  
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Never miss a step again. Visit Tango.ai
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