
Accommodation Booking Process Guide

❶This guide will walk you through the process of booking accommodation here at the University of Lincoln.

❷You must have accepted an offer (Conditional/Unconditional) to study at the University before you will 
receive the Apply for Accommodation email.

❸At the end of the guide there is an Frequently Asked Questions (FAQ) page which may answer some of the 
questions you have that were not covered in the guide itself.

❹If you have any additional questions or concerns that are not covered in this guide, then please contact us 
at accommodation@lincoln.ac.uk

mailto:accommodation@lincoln.ac.uk


❶

❷

❶

❷

Once you have applied to study at the University of Lincoln you will receive your Applicant ID 
which is used to register an Accommodation Account.

Clicking here will take you to the accommodation booking site.



❶

❶ If you have not got an Accommodation Account, you can register one here.

❷

❷ If you already have an Accommodation Account, you may log in here.



❶

❶ Please enter your personal details. Remember not to copy and paste into the fields as this can leave blank spaces.

❷

❷ You should enter an email address that you will have access to.



❶

❶ You should enter your Validation Code here that you receive in an email, and then click Submit.



❶

❶ You will need to enter this validation code in order to complete your account registration.



❶

❶ To make a new accommodation application click on Apply.

❷

❷ You can view any applications/offers that you may already have here.



❶

❶ You should select the application type that applies to you.



❶

❶ Select the session that you will be attending.



❶

❶ Select the Pathway that applies to you.



❶

❶ Select More Information to see more about the accommodation.

❷

❷ You can filter accommodation by location and room type.



❶

❶ You can choose to apply for the accommodation here. 



❶

❶ You can add more accommodation options to your application by clicking on Add Another.

❷

❷ You can remove an option by clicking Delete.



❶

❶ Once you have selected enough choices the Next box will be visible, allowing you to move to the next page.

❷

❷ You can change the order of your choices by selecting Move Up or Move Down.



❶

❶

❷

❸

❹

❷

❸

❹

You can select your preference of gender within the apartment here.

You can select if you have any medical conditions that may affect your accommodation here.
You can select if you would prefer to live in a quiet apartment here.

When you are happy with the above select Next to move to the next screen.



❶

❶

Once you are happy with your application you should select Submit.

If you want to make any changes to your choices you can click Edit.

❷

❷



❶

❶ You can read the Privacy Notice here, and submit the application once you are ready.



❶

❶ Once you have submitted your application you can click on one of the many links to find out 
more, alternatively you can exit the page.



❶

❶ Once you receive an offer of accommodation, you may access your account by clicking the link in the email.
It can take up to 3 working days for you to receive this email.



❶

❶ You can accept your accommodation offer by clicking the Accept button.



❶

❶ Click the Next button to move on from the Summary screen.



❶

❶ Once you have read this information you can click Next to continue.



❶

❶ You can read the Terms and Conditions and Privacy Notice here.

❷

❷ You need to tick the box to agree to the Terms and Conditions.

❸

❸ Click Accept and Sign to accept the Terms and Conditions.



❶

❷

❶ You can enter any share requests or living preferences that you may have here.

Once you have finished entering your share requests you may click Next to continue.



❶

❶

❷

❷

You have a choice of multiple payment plan options to select.

Once you have selected an option you can click Next to continue.

❶

❶



❶

❶ Click Next to continue.

Note: You will not need to pay a down payment for Lincoln Courts Value or if you have made a Returning Student application.
However, you will still be required to enter your credit card details.



❶

❶ Click Continue to move to the next payment screen.



❶

❶ Enter your credit/debit card details here.

❷

❷ Enter your billing address here.

❸

❸

Click Continue once you have entered all the 
information that is required.

Note: The card that is used to pay the initial down 
payment will also be used to pay the future 
instalments.



❶

❶ You can now click Finish to complete the acceptance process.



❶

❶ You will be sent your Contract Schedule, Privacy Notice and the Terms & 
Conditions via email once you have successfully accepted your offer of 
accommodation.



Frequently Asked Questions (FAQ)

I wish to register an account, but why did not I receive a validation code?

It can take up to 30 minutes to receive a validation code. Please check your junk/spam folder to see if the email went there. If you have still not received the validation code after 30 minutes, please email 
accommodation@lincoln.ac.uk for assistance.

How long normally can I receive an offer after submitting the application? 

You will receive an offer of accommodation within 3 days of submitting the application. If after 3 days you have not received an offer, please email accommodation@lincoln.ac.uk

I wish to accept and make a payment, but I do not have a visa/master card. Can I pay by bank transfer or other method?

Ideally we would prefer for you to pay via a visa/master card, however in the event that this is not possible please email accommodation@lincoln.ac.uk and we will assist you with alternative method of payment.

I wish to accept the offer, but I am not requested to make the £49 down payment. Is this normal?

In some instances, for example you are a returning student or you have applied for Lincoln Courts Value, a down payment is not required. If you are unsure please email accommodation@lincoln.ac.uk

I wish to pay my instalments with a different card than I paid previously, how can I make the change?

If you would like to change the card from which your instalments will be taken, please call our Finance Team on their secure line which is 01522 803120. If you are having difficulties contacting this number please email 
ar@lincoln.ac.uk for advice.

I wish to be allocated in the same apartment with a friend, how can I make such request?

During the offer acceptance process there is a ‘Notes’ section for you to add any share requests, it is important to include the students name and applicant ID number when making the request. If you have already accepted 
an offer but would still like to add notes to your offer acceptance, then please contact accommodation@lincoln.ac.uk While we do our best to accommodate share requests, we cannot guarantee to fulfil all requests.

If I decide not to enrol, can I get full refund of the £49 down payment?

Yes, if decide not to enrol you will receive a refund for the £49 down payment.

If I decide not to enrol, can I get full refund of term payment that I made?

Yes, if you decide not to enrol then you can receive a full refund for any term payments that were made.

When will I know my room number?

We typically send out confirmation of your room number 14 days after you have accepted an offer of accommodation.
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