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HOW VISITATION WORKS:

Visitors first enter themselves into the system.

Once they are "Verified" the Student who is hosting 
the visitor can create their Digital Visitation Pass.

The Digital Visitation Pass is on the visitor's phone 
and is used for access in and out of the building.



VISITOR 
REGESTRATION



GO TO THE FOLLOWING 
LINK:

https://www.esu.edu/residential-life-housing/visitor-
registration.cfm

Then click on the "pre-registration" link.

https://www.esu.edu/residential-life-housing/visitor-registration.cfm
https://www.esu.edu/residential-life-housing/visitor-registration.cfm


FILL OUT ALL THE FIELDS

• "Contact phone" and "contact email" refer to 
your emergency contact.

• If you intend to register a vehicle on campus you 
must contact the campus parking in addition to 
this form. More info 
on https://www.esu.edu/university_police/parking
-transportation/vehicle-registration.cfm

https://www.esu.edu/university_police/parking-transportation/vehicle-registration.cfm
https://www.esu.edu/university_police/parking-transportation/vehicle-registration.cfm


ADD PICTURE

• "Contact phone" and "contact email" refer to 
your emergency contact.

• If you intend to register a vehicle on campus you 
must contact the campus parking in addition to 
this form. More info 
on https://www.esu.edu/university_police/parkin
g-transportation/vehicle-registration.cfm

https://www.esu.edu/university_police/parking-transportation/vehicle-registration.cfm
https://www.esu.edu/university_police/parking-transportation/vehicle-registration.cfm


ACCEPT GUEST AND 
VISITOR POLICY

• Read the Guest and Visitor 
Registration Policy

• Click on the Agree to the 
Visitor Policy.



COMPLETING VERIFICATION

• You will receive an 
email with a link and a 
one-time code for 
verification. Click on 
the link and use 
the one-time code to 
finish the verification.



FINISHED

• Once you hit this screen you are verified. The 
Host (the student you are visiting) can make 
your pass now.



HOST PASS 
CREATION



LOGIN TO SELF-SERVICE.

• This is the same location in the 
Self-Service that you have done 
your housing applicaitions.

• Select "New Visitor Pass" in the 
menu on the left.



ENTER VISITOR'S NUMBER

• Choose what type of pass you are 
trying to create for the visitor: day 
or night.

• Enter the visitor's phone number 
as entered in their verification 
form.



ACCEPT THE VISITATION POLICY

• Read the Visitation Policy 
completely and click on the "I 
agree to the Visitor Policy" check 
box below.

• Once you agree to the Policy, you 
can click on "Create Visitor Pass"



COMPLETED

• Once on this page, the visitor will 
receive a message containing their 
visitor pass.
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