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Questions? Email conferences@american.edu and we will assist you! 
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To access the Conference Lodging Portal, follow the link below.  

https://starrez.american.edu/StarRezPortalSummerRegistration/Default.aspx?Params=L9ezxPcQnQsr%2

bnJu6bCyzfU8V4g%2f4cQyEhnvVyEOX2U%3d  

 

By following the link, it should bring you to this page. Select “Conference Guest Online Registration” at 

the top of the screen. 
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You will then be prompted to select your conference. This will allow you to book a room within the block 

of rooms held for that conference. Once you select your conference, click “Sign Up.” 

 

 

  

 

 

 

 

 

 

 

 

 



 

Step 1: Registration Details 

After selecting your conference, please complete all the registration details that are prompted. You will 

not be able to move on to step two without filling in all the fields.  

 

 

 

 

 

 

 

 

 

 

 



 

Step 2: Registration Confirmation 

You will receive a confirmation that your portal registration details have been created. The portal will 

show you your email and password. This information will also be emailed to you for your records.  

 

Click the “Continue” button at the bottom of the screen to select your lodging accommodations.  

 

 

 

 

 

 

 

 

 

 



 

Step 3: Housing 

You will be prompted if you would 

like to register for on-campus 

housing. Check “Yes.” 

 

 

 

 

 

 

 

 

A menu will appear, prompting you to 

select either a single-occupancy room 

or a double-occupancy room. If you 

select a double-occupancy room, you 

will be staying with another guest 

from your conference event.  

Please note that you can only reserve 

one room per portal account, 

therefore if you wish to reserve 

additional rooms, you must make a 

new account with a unique login. 

 

 

 

Your check-in and check-out dates will be 

automatically filled based on the 

conference’s dates. If you wish to adjust 

your check-in and check-out dates, use the 

calendar feature on the right.  

Please note that you can only reserve a 

room within that original block of time. 

You cannot extend your stay past the end 

of the conference.  



 

Step 4: Roommate Request 

If you selected a double-occupancy room, you will have the opportunity to request a roommate. These 

requests must be mutual and both guests must be attending the same conference. You may hit “Save & 

Continue” if you selected a single-occupancy room or if you do not have a roommate preference.  

 

If guests wish to submit a roommate request after completing the registration process, both guests must 

submit a request, in writing, to University Conference & Guest Services at conferences@american.edu. 

University Conference & Guests Services will work to accommodate all roommate requests submitted at 

least seven (7) days prior to your check-in date.  
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Step 5: Housing License Agreement 

 

 

 

Please read through the University’s Housing License Agreement and electronically sign your name at 

the bottom. Please note that your electronic signature is case sensitive and must be identical to the 

name you input during Step 1: Registration Details. Click “Agree & Continue” to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 6: Conference Payment 

 

A breakdown of your reservation will appear. There is a $25.00, non-refundable lodging registration fee. 

Click “Save and Continue” to proceed to the payment system.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Once prompted for “Payer Information,” complete the required fields. At the bottom of the page, under 

“Payment Details,” select “Other Conference” and input your conference’s name. Please ensure that the 

account name for the payment to be applied to is the same name used to create the portal registration. 

Once you have completed all the required fields under the “Payment Option,” click the “Continue” 

button at the bottom of the screen to process your payment.  

 

 

All reservations will remain “Tentative” until a payment is completed. Payments must be received in-full 

seven (7) days prior to the anticipated check-in date to confirm the room reservation.  

 

Returning to Make a Payment 

If you stopped the reservation process prior to completing the payment, you may log into the system 

again using your portal credentials and skip ahead to Step 6: Conference Payment.  

 


