
H O W  T O  S U B M I T  
Y O U R  H O U S I N G  

R E S E R V A T I O N  
F E E  O N L I N E



RECEIVING THE LINK

• A link to pay the Paca & Tubman housing reservation fee online will be sent to the student 

email address provided in the Paca & Tubman housing application. This link will not be sent to 

the parental guarantor. 

• Please note that submitting this reservation fee does not finish securing your space in Paca & 

Tubman. Students must also complete the housing paperwork as indicated in their offer email. 

Follow all instructions in that offer email to finish securing your space. Contact the Paca & 

Tubman Office if you should have any questions. 

Paca & Tubman Contact Information

Office Phone: 410-704-7484

Office Fax: 410-704-7324

Office Email: pacatubman@cocm.com



PAYING THE RESERVATION FEE

• Once you click the online reservation fee 

link, please select ‘prospect.’ The student is 

considered the prospect. 

• Fill in ‘Prospect Last Name,’ ‘Prospect 

Email Address,’ and ‘Prospect Phone 

Number.’ 

• Click ‘continue.’ 

- Please note that your session may time out if 

you do not fill in the fields promptly. If this 

happens, click the online reservation fee link 

again and re-enter the information. 



PAYING THE RESERVATION FEE

• Once on the payment screen, you will see 

the prospect name (student name) appear 

next to Name/Number. 

• You have two options to pay online: Credit 

Card (Visa/Mastercard/Discover/Amex) or 

Bank Draft. 

– Please note that there is a 2.5% processing 

fee for all credit cards. 

– There is no fee to pay with a bank draft. 



USING A CREDIT CARD TO PAY ONLINE

• To use your Credit Card: 

– Click ‘Credit Card’ under ‘Accepted 

Payment Methods.’ 

– Enter 325.00 under ‘Amount to Pay.’ (All 

reservation fees are $325.00) 

– Enter in all required fields under ‘Credit 

Card Information.’ 

– Click ‘continue.’ 

– This will bring you to a payment 

confirmation screen. 

• Note: this confirmation screen is not 

confirmation that your payment has been 

approved. It is a confirmation that your payment 

has been submitted to Paca & Tubman. If your 

payment is declined, you will receive a follow-up 

email indicating that it has been declined and to 

re-submit your payment. Sometimes this email 

can go to a spam/junk inbox. 



USING A BANK DRAFT TO PAY ONLINE

• To use a Bank Draft: 

– Click ‘Bank Draft’ under ‘Accepted Payment 

Methods.’ 

– Enter 325.00 under ‘Amount to Pay.’ (All 

reservation fees are $325.00) 

– Enter in all required fields under ‘Bank Draft 

Information.’ 

– Click ‘continue.’ 

– This will bring you to a payment 

confirmation screen. 

• Note: this confirmation screen is not 

confirmation that your payment has been 

approved. It is a confirmation that your payment 

has been submitted to Paca & Tubman. If your 

payment is declined, you will receive a follow-up 

email indicating that it has been declined and to 

re-submit your payment. Sometimes this email 

can go to a spam/junk inbox. 



C O M M O N  R E A S O N S  F O R  
D E C L I N E D  P A Y M E N T S :

Q U E S T I O N S ?  C O N TA C T  T H E  PA C A &  

T U B M A N O F F I C E : 4 1 0 - 7 0 4 - 7 4 8 4

- Errant bank account information has been entered.

- Errant credit card numbers have been entered.

- There is a potential daily spending limit on the account. 

- Insufficient funds. 

If your payment has been declined, please re-submit only after verifying 

correct account/credit card numbers as well as sufficient balance.

(Note: this is not a comprehensive list of reasons why payments are declined. These are the most common.) 


