
How To Select Roommates 

Step 1: To Access” The Housing Director” please click on the following link: 

https://fairfield.datacenter.adirondacksolutions.com/fairfield_THDSS_PROD 

Step 2: Once you have clicked on the link, you will need to log-in to your my.Fairfield single sign-on account with your 

Net-ID and password to access “The Housing Director.” 

 

Step 3: Once you have logged-in, you will have access to your account in “The Housing Director.”  Below is a picture of 

your Housing Director Home Screen. 

 

Step 4: To access the roommate selection module you will need to select the ROOMMATE/ROOM SELECTION dropdown 

Menu. 

 

 

Step 5: Once the dropdown list is expanded, you will need to select the ROOMMATE/SUITEMATES option from the 

dropdown list. 

Student Name 

Student ID # 

 

ROOMMATE/ROOM 

SELECTION 

dropdown. 

https://fairfield.datacenter.adirondacksolutions.com/fairfield_THDSS_PROD


 

Step 6: Once you have selected the ROOMMATE/SUITEMATE option you will be brought to new screen where you will 

need to select the term in which you will be selecting housing for.  Students will need to select the next fall term which is 

following the spring semester we are currently in.  I.e., Spring 2017 will select Fall 2017 for the housing lottery.  You will 

need to find the future fall term in the dropdown menu, which will be called “FALL 20XX” term and press the SUBMIT 

botton. 

 

Step 7: Once on the ROOMMATE SELECTION Screen, you can search from specific roommates by entering in their 

information in the SIMPLE ROOMMATE SEARCH box and clicking the BEGIN SEARCH button.  If you are looking for a 

roommate, but do not have anyone specific in mind, you can hit the BEGIN SEARCH button with all fields blank to bring 

up an available list of roommates.  

 

If you will be using the search function to find potential roommates, please follow steps 7A & 7B.  If you have already 

figured out who you would like to live with you can skip to Step 7C.   

 

Step 7A (Potential Roommate Search): If you did not search for a specific roommate and elected to search for one.  

“The Housing Director” will prompt you with a list of potential roommates based on the how you answered your life-

style questions on the Housing Application.   

Select the 

ROOMMATE/SUITEMATES 

menu option. 

Use this 

dropdown to 

select the next 

Fall Semester. 

Once you have selected the correct Fall Semester you will need to hit 

submit to move to the ROOMMATE SELECTION screen. 

If you have made arrangements with roommates 

already, you can fill out their information here.  

At minimum you need their last name. 

To start the search for roommate(s) click the 

BEGIN SEARCH button. 



 

Step 7B (Potential Roommate Search): If you see a student on the list that you would like to connect with as a potential 

roommate, highlight their name and click the CONTINUE button. 

 

After you have clicked the CONTINUE button, you will be brought back to the ROOMMATE REQUEST screen, where you 

can see that the request has been made.  From this screen you will have the ability to follow up with them or cancel 

your request to them. If you wish to e-mail the student click the BLUE button to start e-mail communications with that 

person.  The YELLOW button allows you to view their profile (if it’s public).  The GREEN button is a poke notification, 

which can be used as a way to remind your potential roommate that your request is pending.  The RED button is 

available if you would like to cancel your roommate request. Once your request has been made, your roommate will still 

need to confirm the roommate request, if you choose to live together. 

 

The list of potential roommates will appear 

here with their e-mail addresses.   

If you find someone that you would like to live with, 

select their name and hit the continue button.   

Once you hit the continue button a notification of your request 

will be sent to the person that you have selected.   

Button Key 
RED- Cancel Request 
GREEN- Poke 
YELLOW- View Profile 
BLUE- E-Mail 



Step 7C (Searching for a Specific Roommate): When Searching for a specific roommate, you will need to enter in at least 

the student’s last name and click the BEGIN SEARCH Button.  (Please note if you only fill in the last name and there are 

mutiple students with the same last name, you will need to select the correct one.)  Once you have selected your 

requested roommate, an e-mail notification will be sent to them.  You will be able to see your roommate requests at the 

top of the screen.  Once your request has been made, your roommate will still need to confirm the roommate requests.  

You will be able to see if they have accepted your request, as well as check the status request for them requesting and 

accepting the other members in your group.   

 

Step 8: All roommates will need to request and accept all roommates in the group.  Roommates can be accepted by 

clicking on the GREEN Button in ACCEPT/DECLINE PENDING ROOMMATE REQUEST section in ROOMMATE/SUITEMATES 

Request Section.  Members of the group must ensure that they have accepted/requested the other members of the 

group.  An example of a Four-Person Group for Roommate Request and Acceptance: 

Roommate A Requests Roommate B, C, & D 
Roommate B Accepts Roommate A’s Request and Requests Roommates C & D 
Roommate C Accepts Roommate A & B’s Request and Requests Roommate D 
Roommate D Accepts Roommate Requests from A, B, & C 

 

Individual Roommate 

Request Status 

Group Roommate 

Request Status 



 

Step 9: Once you have accepted your roommate request they will move from the ACCEPT/DECLINE PENDING 

ROOMMATE REQUESTS to the FALL 20XX ROOMMATE REQUESTS section.   

 

Step 10: Once you confirmed that your roommate group is complete and everyone has requested/approved each 

member of your group, this portion of your Roommate/Suitemates Selection is complete and you are able to move-on 

to the Room Selection Portion of the Housing Lottery Process during your designated time.  Please note that you must 

have a complete group in order to be eligible for Housing Selection.  Below are the roommate capacities for the specific 

buildings: 

Loyola Hall* & 70 McCormick Rd*- Groups of 2 

Kostka, Claver, and Faber* Halls- Groups of 4 

47 Mahan Rd- Groups of 4 

Townhouse- Groups of 4 or 6 

Meditz and Dolan Halls- Groups of 4, 6, or 8 

*Require Acceptance into the Residential College Programs 

Under the ACCEPT/DECLINE PENDING ROOMMATE REQUESTS 

you can see each of your requests.  Please see the colored 

button key below for the next action steps.   

Button Key 
RED- Cancel Request 
GREEN- Accept Request 
YELLOW- View Profile 
BLUE- E-Mail 

 

Once approved, pending Requests will move to the 

FALL 20XX ROOMMATE REQUESTS section. 

This message will indicate if your group is fully matched.  If it is 

not, it will note the students who still need to request and/or 

accept the other members of your group.   


