
How to Self-Assign Room and Meals 
This demonstration uses a test student named Test1 Test1 who Self-Assigns  

for himself and another student named Test2 Test2. 

 
 
Go to RMS Web for Student Housing via the myTSU Housing Portal, then find the Returning/Continuing 
Students button. 

 
 
 
 
 
 
 



From the Returning/Continuing Students page, find the Self-Assign button 

 
 
 
 
 
 
 
 
 
 
 
 



Go to the Self-Assign page, then select one of the Self-Assign Buttons to choose your roommate(s), 
room, and meals.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OR OR 



This is where you will select your roommate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click the small green button to select your roommate (You need their T-# and Roommate PIN.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Roommate selection continued (Search for their name by T-#, then enter their Roommate PIN.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



After adding your roommate(s), Click Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Search for Available Rooms to be booked by expanding the Tennessee State Community, option 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Expanding available room options by building, and then by floor  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Selecting available rooms from the floor list (Click the blue “Select” button to the right of the room list.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Selecting (booking) your bed space, and your roommate’s bed space-if booking for a roommate as well. 
The room you select will be locked and a Timer begins.  Finish selecting before the timer ends or the 
room will be unlocked and you’ll have to start over and risk someone else booking the bed space(s). 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



Booking bed space(s) continued (Review you and your roommate’s bed space selections.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Booking bed space(s) continued-Click the Next button to move to Meal Plan Selection 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Meal Plan Selection (Remember: If you’re selecting for a roommate, you have to select their meal plan.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Meal Plan Selection Continued (You will see all available meal plans, based on the meal plan rules.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Meal Plan Selection Continued (Review the meal plans you’ve selected, then click Finish.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You will get a final message which confirms if these are your room and meal selections. Click Finish if 
you are ready to complete your Self-Assign. Remember, the Timer began when you selected and Locked 
the room, in an earlier step.  Keep an eye on this timer. 
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Meal Plan Selection Continued (Time’s Up!)  The room you selected is now Unlocked and you must re-
select.  No need to worry, because there is ample time to Self-Select.  For demonstration purposes, the 
Timer was allowed to expire in order to illustrate the result.  
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Finishing the selection of Room and Meals (Click Finish to submit your bookings.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Congratulations!  You’ve successfully participated in the Self-Select housing process at Tennessee State 
University (First implemented for the fall 2020-spring 2021 academic year) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Email sent to the student that’s selecting the Room and Meal Plan Bookings. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Email sent to the student that is being booked Room and Meals by another student (Their roommate.) 

 
 
 
 
 
 
 


