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UGA-001 HFS MITSIS

	  Continuing	  Students:	  Fall	  
Assignments	  Rolled	  to	  Spring
	  {Genjob:	  SLRROLL}

HFS	  Staff	  executes	  genjob	  to	  create	  future	  Spring	  housing	  assignments	  based	  upon	  
current	  Fall	  assignments
»	  May	  be	  executed	  for	  entire	  undergraduate	  population	  or	  on	  a	  per-‐residence-‐hall	  basis
»	  Crowded	  room	  assignments	  are	  rolled,	  but	  default	  to	  the	  standard	  rate	  &	  must	  be	  
manually	  adjusted	  to	  the	  crowded	  rate
»	  Applies	  to	  both	  freshmen	  &	  upperclassmen	  who	  are	  continuing	  enrollment	  for	  the	  
spring	  term
»	  Cancellation:	  Students	  not	  wanting	  to	  remain	  in	  residence	  for	  Spring	  have	  until	  
December	  1st	  to	  cancel	  assignment
	  	  	  	  •	  Performed	  manually,	  one-‐at-‐a-‐time	  by	  Housing	  staff,	  subsequent	  to	  the	  Roll

UGA-002 HFS MITSIS 	  December	  Housing	  Billing	  
Assessment

Establishes	  Undergraduate	  billing	  for	  Spring	  Semester	  assignments

UGA-003 HFS MITSIS
	  Process	  Undergraduate	  House	  Tax	  
	  {Genjob:	  SLPRATAX}

»	  Funds	  dorm	  government/social	  programs	  &	  dues	  to	  inter-‐dormitory	  council
	  	  	  	  –	  charged	  monthly	  for	  Grads
	  	  	  	  –	  semester-‐based	  charge	  for	  Udnergrads
	  	  	  	  –	  handled	  according	  to	  room	  assignment	  type
»	  As	  of	  2012,	  MOVING	  TO	  A	  ONCE-‐PER-‐YEAR	  SETUP	  PROCESS	  in	  March
	  	  	  	  •	  Annual	  Setup	  Process	  Includes	  House	  Tax	  rate	  setup
»	  SFS	  bills	  individuals	  after	  HFS	  performs	  this	  tax	  assessment	  to	  generate	  the	  charge

UGA-004 Housing FileMaker + MITSIS 	  Process	  Summer	  Housing
Summer	  Housing	  System	  of	  Record	  is	  the	  Summer	  Housing	  FileMaker	  Database
»	  Maintained	  by	  Central	  Housing	  Office
»	  Assignments	  made	  in	  conjunction	  with	  HFS	  and	  House	  Managers

UGA-005 HFS MITSIS 	  Undergraduate	  Billing	  Assessment	  for	  
Summer	  Semester	  

HFS	  Runs	  Assessment	  Post-‐Commencement,	  Early	  June
»	  HFS	  waits	  until	  they	  have	  the	  OK	  from	  Central	  Housing,	  but	  not	  past	  the	  SFS	  billing	  
deadline.	  
»	  House	  managers	  have	  a	  deadline	  depending	  on	  the	  SFS	  schedule	  (usually	  a	  couple	  of	  
days	  before)	  to	  input	  all	  of	  the	  Undergraduate	  students	  in	  MITSIS	  for	  the	  summer.	  

Sumer	  Billing	  Performed	  Manually	  by	  SFS
»	  Because	  there	  are	  usually	  so	  many	  changes	  that	  it	  is	  easier	  for	  them	  to	  input	  each	  
charge,	  instead	  of	  fix	  changes	  to	  accounts

UGA-006 Housing Excel + Web Allocation	  Lottery:	  Fall	  &	  Spring	  
(December/April)

[Allocation	  Lottery]	  Fills	  known	  vacancies	  in	  MIT	  Housing	  each	  semester
»	  Lottery	  entrants	  solicited	  to	  submit	  application	  via	  Housing	  Website
	  	  	  	  •	  Must	  apply	  to	  be	  considered	  (this	  includes	  those	  already	  on	  the	  Waitlist)
»	  Housing	  Applicants	  processed	  in	  two	  Groups	  with	  differing	  methodologies:
	  	  	  	  •	  [Group	  A]	  Previous	  Waitlist	  candidates,	  First-‐Come-‐First-‐Served	  Priority
	  	  	  	  •	  [Group	  B]	  All	  other	  Lottery	  Applicants,	  Random-‐order	  Priority
»	  Vacancies	  may	  also	  be	  generated	  from	  known	  Move/Transfer	  Requests	  once	  empty	  
rooms	  are	  Allocated
»	  Entrance	  into	  the	  Allocation	  Lottery	  is	  a	  binding	  commitment
	  	  	  	  •	  Students	  must	  accept	  the	  results	  &	  assume	  residency	  
	  	  	  	  •	  However,	  no	  allocations	  are	  ever	  made	  outside	  of	  an	  entrant's	  three	  preferences

UGA-007 Housing Excel + PDF 	  Internal	  Fall	  Residence	  Allocation	  for	  
Upperclassmen

Coordinated	  process	  to	  locate	  appropriate	  floor	  &	  room	  for	  each	  resident
»	  Rooming	  Chairs	  within	  the	  building	  establish	  optimal	  assignments	  floor-‐to-‐floor

UGA-008 Housing FileMaker 	  Process	  Early	  Returns

[Early	  Returns	  (ER)	  is	  FileMaker	  Database	  ]
»	  System	  of	  record	  for	  students	  participating	  in	  Orientation/Pre-‐Orientation	  Programs,	  
etc.
»	  Applications	  submitted	  in	  July	  via	  Housing	  Websites
»	  Fall	  assignment	  is	  pulled	  in	  from	  Confirmations	  DB
»	  Meetings	  with	  Housing	  in	  May	  regardign	  expected	  participation	  and	  availability
	  	  	  •	  Decisions	  in	  June	  about	  actual	  Housing	  availability
»	  If	  students	  show	  up	  without	  a	  predetermined	  Early	  Return,	  they	  will	  be	  billed	  a	  flat	  rate

UGA-009 HFS Housing Monthly	  One-‐Time	  Fees	  Assessment
{Genjob:	  TSRINOTF}

»	  Excel	  Spreadsheet	  Template	  used	  by	  House	  Managers	  to	  Submit	  lists	  of	  charges	  to	  HFS
»	  Excel	  Template	  generates	  flat	  file	  for	  use	  with	  TSRINOTF	  genjob
»	  Genjob	  TSRINOTF	  Executed	  Monthly	  ahead	  of	  SFS	  Billing	  Deadline

UGA-010 Housing FileMaker 	  Confirmations	  Database

[Confirmations	  Database]
Ad	  Hoc	  reporting	  for	  on-‐campus	  residential	  assignments	  
	  	  	  •	  BUILDING-‐ONLY	  –	  Does	  not	  track	  rooms
»	  Used	  by	  central	  office	  staff	  and	  shared	  with	  RLSLP	  (GRTs,	  Housemasters)
	  	  	  •	  until	  students	  are	  actually	  on	  campus/term	  has	  started,	  they	  can't	  be	  looked	  up	  in	  
directory
»	  Records	  housing	  confirmation/cancellation	  status	  &	  reason
	  	  	  •	  Also	  shows	  whether	  resident	  has	  signed	  UG	  housing	  confirmation	  form
	  	  	  •
»	  Changes	  made	  concurrently	  with	  MITSIS	  database	  changes

Central	  Office	  uses	  this	  dataabse	  to	  help	  generate	  residency	  list	  for	  house	  managers	  at	  
end	  of	  year/beginning	  of	  summer,	  in	  prep	  for	  following	  year
»	  Student	  Room	  Assignment	  Chairs	  in	  each	  building	  use	  residency	  lists	  from	  this	  DB	  to	  
begin	  fall	  allocation

UGA-011 Housing FileMaker 	  Vacancy	  Reporting

[Vacancy	  Database]
Manually-‐entered	  list	  of	  all	  known	  vacancies	  across	  residence	  halls
»	  Counts	  total	  vacancies	  only,	  not	  specific	  rooms
»	  House	  Manager	  updates	  central	  office	  periodically	  (each	  term)
»	  Central	  finds	  out	  about	  vacancies	  only	  when	  someone	  cancels	  their	  housing/moves	  
dorms
	  	  	  •	  Reporting	  done	  via	  a	  special	  web	  form	  (on	  main	  Housing	  site)
	  	  	  	  	  –	  Information	  goes	  through	  Confirmations	  DB
	  	  	  	  	  –	  Notification	  goes	  to	  House	  manager	  via	  email

UGA-012 Housing FileMaker 	  Waiting	  List	  Tracking

[Waiting	  List	  Database]	  
Tracks	  students	  awaiting	  a	  possible	  MIT	  Housing	  assignment
»	  Students	  who	  have	  not	  previously	  received	  an	  MIT	  Housing	  allocation	  may	  submit	  
Housing	  Request	  Form
	  	  	  	  •	  Also	  used	  for:	  transfers,	  exchange,	  early	  return,	  back	  form	  withdrawal,	  etc.	  
	  	  	  	  •	  Participation	  in	  Waitlist	  is	  non-‐binding,	  &	  Housing	  Offers	  may	  be	  rejected	  by	  student
»	  Mailing	  list	  for	  housing	  requests<residence@mit.edu>
	  	  	  	  •	  Contact	  list	  for	  office
	  	  	  	  •	  Website	  Form	  sends	  emails	  to	  this	  list

»	  Manual	  Entry	  into	  WaitList	  DB	  based	  on	  these	  emails

»	  FM	  functionality	  used	  for	  sorting	  &	  priority
	  	  	  •	  Once	  opening	  becomes	  available,	  Housing	  staff	  MANUALLY	  TYPE	  EMAIL,	  record	  a	  flag	  
to	  note	  that	  an	  offer	  has	  been	  made
»	  Waiting	  List	  membership	  can	  last	  multiple	  terms

UGA-013 MIT OCH * * * 	  Off-‐Campus	  Housing MIT	  Off	  Campus	  Housing	  assists	  students	  seeking	  off-‐campus	  housing	  throughout	  the	  
year
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