
Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Step1: Log into your myTSU Housing Portal, then select “Check-IN”.  Note: Using a Chrome 
browser is preferred for optimal navigation of the housing portal software. 
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Person: Test4, Test4 (Test4) • 

rXlTENNESSEE m STATE UNIVERSITY 

Welcome, Test4! 

Important Dates 

I ou have issues navigating this housing portal with your cellphone, such as you don't see a Next or Finish buUQn, 
LIY changing the internet browser or access tlie housing portal using a COIIlPU er ~ rably using_.A.Q_hrome bro~ 

NOTE The Office of Residence Life located in the New Housing Facility. We are directly upstairs from the P O.D. 
and around the corner from the restaurants. Please continue to check here in your housing portal and on the housing 
webP-§g~ for updates. Thank you 

Move-In 
Appointment 

Scheduler 

Room Condition 
(Inspection) Check-OUT Check-IN 

Students Continuing this Term from Last Term 

eturning/Continuin 
Students 

New and/or Re-Admitted Students for this Term 

Housing Website 

• 



Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Step 2: Read further information on the check-in process, then proceed when ready. 
 

 
 
 
 
 
 
 
 
 
 

rilTENNESSEE m STATE UNIVERSITY 

Welcome to the Online Check-in Form 

Please read the following before completing the 
Online Check-in Form 

Person: Test4, Test4 (Test4) 

This Pre Check-In Form must be completed prior to (BEFORE) your arrival to check into your respective residence facility and 
MUST be completed before you can pick up your room/apartment key. The check-in process has a few steps and listed below: 

1. Complete this online PreCheck-in Form on the day of your scheduled check-in (Move-in date). With the exception of 
signing for a key, there little to no Check-in paperwork at the residence facility. 

2 . Inspect your room upon move-in and report all maintenance and cleanliness issues to the building staff by using the 
reporting method instructed (There is usually a QR code to scan to a maintenance link). The Room Inspection should be 
completed within 48 hours of retrieving your room/apartment key. 

Click Here When 
You Are Ready 



Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Step 3: Review your biographical and emergency/missing person contact information. This 
also shows your assigned room.  Select “Next” to proceed. 
 

 

I 
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rilTENNESSEE m STATE UNIVERSITY 

O nhne C he c k-tn Form 

ThO: riformalle)n Delow" 1$ ot1 filt wdh lhe Ul'WOtSdy II• 1$ ,nc:c,r«-. plee$e COtd$0 lhe Office <;I. Recotd$ et 615-~ 
5300 

N:am.: Test4 Test4 
T Humber: Tesa.4 
~MM 
Birthdai.: 

Your Contact lnfomwtlon 

Your C8ff1MJS ~ rs listed below Al c:orrwm.ncaon d be sent IO ttws emai act:lress If YoU •odd Ike 
commum::aoon ao be sent ao a personal ema111n addiCIOn 10 ,cu c81'1lpus 81'1'181111,, please enw a personal em. ri She ------Thi$ 11$ lhe 0911 phonO numt,or: on wt.ch yw w1$h IIO be~ by 11,. ~ If e t .a poss.t,le. 1'11$ $1101.Ad be U. 
S4IJdenfs phOne n...-nber, NOT a pa,ent Of guan:han 

C...~ 161S)S66-U11 

EmergcncyfMluing P«$on Conwct lntormauon 

M su:kwlls ~ submit col'lllM:l inbmebon lor M Emergency CoruCI. .a,nd o MlsSlrg Person's contacl. You m.,y 
submll lhe san. person i::1r both, rf JOU WISh. USU;alty the Emergency ooncact IS. perel'll 0( g~ 

... , ...... ;w.aw ,. ,....._ 1w...- :· -·- [s ,. -- $ ~ -, __ 

[o- ,. ~- [o.- • 
c.o ..... i lii6)1Ji6 1· c.o ..... 1i 15fiJ1ffi • 
..,.,..._, uunso:. ] • 'I:-.« ""- 6 1S;<l5J!§oCOC ] • 

"""' ~a..--11-~ r ·-· 'ff~~~ 1· ·- -~ ) ...,_ ~- ) · 
You- Room OooUng lnfon,"W!Uon 

nw:. -~ be tM bl.,illdllng ffld roonta,NJ'tfflent In ¥0t'lidl y,ou .,. •ulg,-, tot IM t.wffl, ......,._ It'• the room 
in wttlch you ~ mo,,ing Imo, It your physiul room auigl'W'l'lent c.tiangu (authorizM by• houslne otlkWII•• 
ll'IMI II m.-y tab a ~ or two tot' ua • upc1-. h ffl U,,. , .,Ut'III. ~~l'l!O( ~C!M!~baJ'I.Ot. 
09-,,";J,-'Clu~ 

Bt4 fern ltm1 • .. 8Yt>-O. 

• • 



Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Step 4: Review the Liability Waiver, then select “Next” to continue.  Note: Screenshot this page 
for your records. 
 

 
 
 
 
 
 
 
 
 

Person: Test4, Test4 (Test4) 

rXlTENNESSEE m STATE UNIVERSITY 
Contract Concerning Liability 

LIABILITY WAIVER 
BY CLICKING "NEXT" A)ll) SUB.tvIITTING THIS FORM YOU AGREE TO THE FOLLO\VING TE~ 
REGARDING LIABILITY. PLEASE SCREEl'iSHOT THIS PAGE FOR YOUR RECORDS 

I, Test4 Test4, Test4, Do Understand That The State Of Tennessee, Tennessee State University, Its Officers, 
Employees And Agents And The Depa1tment Of Residence Life Are Not Liable For Prope1ty Belonging To Me 
Which May Be Lost, Stolen, Or Damaged In Any Way, Anywhere On The Premises. I Agree To Hold Harmless 
The University, The Depa1tment Of Residence Life, Its Officers, Employees And Agents And To Indemnify 
Them For Any Claims For Damages Sustained By Me Or Others In My Room/Apartment. Tennessee State 
University And The State Of Tennessee Assume No Responsibility For Personal Injmy Or For Conduct By Any 
Person. 

---



Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Step 5: You have completed the Pre Check-In form!  The page below displays upon finishing 
this form.  There may or may not be further information here; however, a confirmation email is 
automatically sent to you with more detailed information.  Be prepared to show the confirmation 
email upon arrival.  
 

 
 
 
 
 
 
 

rI1TENNESSEE m STATE UNIVERSITY 

Test4 Test4 
Test4 

Online Check-In Complete 

Person: Test4, Test4 (Test4) 

DONE! You have submitted your Online Check-In for the term An email with further information has been sent to 
your University email. Be prepared to show a screenshot of that confirmation email to your residence facility 
staff upon check-in. 

Return to Main Menu 



Online Pre Check-In Form (Example) 
(Student completes this before arriving to Move-in) 

 
Confirmation Email: This is automatically sent to your University email upon completion of the 
online Pre Check-In. Again, be prepared to show this upon move-in.  Otherwise, you may be 
delayed or prevented passage through a checkpoint on campus.  You will not be able to receive a 
room key and move into your assigned room until you provide proof you have completed the Pre 
Check-In. 
 

 

FALL 2025 Pre Check-In Complete 

• 
TSU Residence Life & Housing <reslife@tnst ate.edu > 
To Proctor, Ju li us 

[ @ I fJ Reply <~ Reply All ➔ Forward ] ~ D 
Sat 7/ 26/ 2025 7:51 PM 

Q) If there are prob lems w ith how th is message is displayed, cl ick here to view it in a w eb brow ser. 
Cli ck. here to dow nload pictures. To help protect your privacy, Outlook prevented automatic dow nload of some pictures in th is message . 

[J"est4 Test 

Your Fall 2025 Room Assignment is: 

Building Bed Space 

Boyd Hall BYD-0a 

Undergraduate students shou ld be enrolled full-time (12 or more credit hours) for the term to be eligible for student 
housing. Those enrolled in less than 12 credit hours must get approval from the Director of Residence Life and Housing to reside 
in student housing as part-time students. If your enrollment status fa lls to zero hours, you must vacate student housing with in 
48 hours. Fall 2025 student housing ends Friday December 5, 2025 and res idents must vacate overthe semester break. Make 
preparations in advance for your housing needs over the semester break (December 6, 2025 through January 8, 2026). Students 

res iding in FRC Apartments and NRC Apartments may request to stay over semester break, but must be enrolled in Spring 2026 
before being granted approval by their Residence Director. 

• You have just completed the Pre-Check In form. You must still do the phys ical check-in process at your respect ive 
residence facility. After your physica l check-in, res idents should inspect their room and report all maintenance and 
cleanliness issues to the building sta ff by utilizing the reporting method that's inst ructed. This is usually through a QR 
code that lin ks to a maintena nce form. The Room Inspection should be completed w ithin 48 hours of retrieving your 
roo m/apartment key. 
Report all maintenance issues through your respective residence facility 's maintenance reporting method, as soon as 
they occur. Do not wait until t ime to check-out to report something that happened earlier. 

For further information, contact the Office of Residence Life at (615) 963-5361 or ResLife@tnstate.edu . Be prepared to show 

this email upon your arrival to move into your residence facility. 


