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Manage your own stay!

Your very own account pages allow you to have a lot more control 
over your stay in SWTE run properties. The best thing is that you 
don’t need to see the landlord much at all because you can do 
almost everything you need to do on-line.

Help everywhere

All the fields on all the screens in the SWTE system have a pop-up 
help bubble. Refer to them for detailed information about what 
you need to do on a particular screen.

Some SWTE Terms

You’ll come across the following terms throughout the SWTE 
documentation:

SWTE Accommodators are accommodation providers

SWTE Stayers are lodgers; tenants or occupants.
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Your Home Page

The first you see whenever you log in to SWTE is your home page.

Your Profile

Click  My Profile .

This is where you can keep your details up to date so friends 
can find your current address and contact details. If you don’t 
want them to find you, set your ‘details listed’ setting to ‘No’. 
You can also post a resume if you’re job hunting and review your 
compatibility profile.

If you are having trouble finding suitable houses, it might be 
because of your profile. Search results can be affected by:

• account type – if you have selected backpackers, you will not see houses 
where the landlord does not want backpackers

• gender – many houses have gender-specific beds (i.e. male or female) 
to maintain a gender balance in the house. If you’re wondering why you 
can’t get a bed in house that your best friend has been able to, it might be 
because you have accidentally selected the wrong gender.
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Finding a Home

Click  Find A Home .

When you’re ready to move on, all you need to do is click Find A 
Home and perform a new search. You can select any country and 
city within the drop down lists and you’ll see all the places run by 
SWTE accommodators in each of the cities you’ve selected.

To search for a home and book a viewing:

1. On the search screen, select the necessary parameters to locate your houses.

2. Click  Continue .

3. A list of places matching your search criteria displays.

• if you want to book a view, you can click the  Add  button
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• if you want to find out more, you can click the  View floor plan  or the  
View details and photos . 

• On the details screen, you can access quite a lot of information about 
the house, such as who’s in it, how the other stayers answered the 
compatibility quiz. 

• You can also take a look at the task pool for the house if you click  View 
Task Pool .

• A list of tasks you can perform for cash discounts off your rent and 
whether they are available or not is shown in a pop-up window. Close by 
clicking in its top right corner.

4. Most accommodators set up their system so that you can't book a bed 
without viewing it first. Enter a date that you’d like to view the house and 
then click the  Add  button.
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5. A message pops-up to tell you that the house has been added to your 
viewing list, the days and times the place is open for viewings and where to 
go. The accommodator will usually contact you to confirm.

Your Viewing list is a list of all the places you have selected to. 
Spend some time viewing properties on-line first and then book 
ahead to go and view them once you have arrived at your next port 
of call. 

Viewed homes is a list of all the homes you have viewed and 
been invited to book on-line by the accommodator. You can 
view any number of homes in person and once viewed, the 
accommodator will mark you as having viewed their place ‘only’ 
if they welcome your booking. Your Viewed homes page is saved 
permanently. If you have viewed a place and it doesn’t show up in 
the list, it is because the accommodator hasn’t marked you off as 
being free to book on their systems after you viewed. 

Paying Rent, Changing Beds, Giving Notice and 
More

Click  My Administration .

This is probably the most import area that you will use, especially 
if your accommodator accepts on-line payments. If they don’t, 
hassle them until they get with the program!

This is where you can:

• pay your rent (if your accommodator accepts on-line payments)

• request a bed or room change

• pay fines

• give your departure notice

• view your balance sheet and contract history

• view and alter the contract term of your stay

Remember that you can always get help by clicking this  on 
every screen.
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Paying Rent On-line

To pay rent on line:

1. Click  Pay Rent .

2. Enter the amount that you wish to pay

3. Select  Credit Card 

4. Click  Submit payment .

5. Enter card details, name, CSV as with any other on-line payment system

6. Click  Submit payment 

An on-screen receipt will be issued. Note down the payment 
number.
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Changing Beds

If you want to change beds, you’ll have to agree to the landlord’s 
conditions. Bed changes are not automatic and must be approved 
by the accommodator before they take effect. You will receive 
approval or rejection by email and you must not change beds 
until the request has been approved otherwise you will be 
listed in the wrong bed in the system. It can make a mess of the 
accommodator’s reservation system and cause problems for new 
stayers moving in.

To change beds (you can do this from any screen):

1. Click  Change bed .

2. Agree to the conditions (you have to read them all – don’t just click yes!)

3. Click  Continue  (Continue doesn’t display until you have agreed to the 
conditions, so make sure you read them!)

4. Select a house.

5. Select a bed.

6. Click  Bed Change .

7. The following message displays, warning you not to change beds until it has 
been approved
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Departure Notices

When you intend to leave, you need to tell the accommodator. Like 
changing beds, you can do this from any screen. After submitting 
your notice, you will receive a receipt number. If there any issues 
or confusions about the departure date, show the accommodator 
the receipt number. 

When you give notice, the system puts the departure inspection 
time into the confirmation message so that you know when to 
have your common area and bedroom cleaned. That ensures that 
the next stayer arrives to a clean space. You cannot claim a refund 
of your deposit until after the departure inspection.

You will be reminded that if you are breaking your contract, you 
may be expected to pay penalties. You must agree to any penalties 
before being able to complete the departure notice.

If you change your mind, you can revoke your departure notice as 
long as your bed has not been sold.

To submit your departure notice:

1. Click  Departure Notice .

2. Complete the departure survey.

3. Click  Submit .
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4. Enter the departure date.

5. Either agree to be at the inspection, nominate another stayer to represent 
you or acknowledge that the inspection results can’t be challenged should 
you choose not to be represented.

6. Agree to the departure inspection rules. (You have to read them – they’re 
not all ‘Yes’.)

7. Click  Submit .

8. The departure notice displays with a receipt number. Take a note of the 
number.

To revoke a departure notice (provided the bed has not been sold):

1. Click  Departure Notice .

2. Click the link to revoke the notice.
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Balance Sheet

By clicking  Balance sheet , you can see:

• how much deposit you’ve paid and how much is left

• the total rent payable under the contract, how much you’ve paid and what’s 
left to pay

• how much you’ve been fined, how much you’ve paid and what’s owing

• how much you’ve spent in cash-backs, how much you’ve earned and the 
balance

Viewing Transactions

Click  My Transactions 

This screen is just like any other financial statement. You can see:

• how much money you’ve paid in rent

• how much you’ve paid in fines

You can filter by date if you wish. Use this to help keep track of 
you own affairs, instead of having to hassle the accommodator.
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Messages

Click  My Messages .

This is where can send messages to staff and other stayers. You can 
send a message to a person, an entire room or the whole house, 
using a pre-loaded template or by creating a custom message from 
scratch.

The templates are designed to provide you with an opportunity 
to confront a stayer who may not be showing the right amount 
of respect or consideration to their fellow stayers. The templates 
allow you to do this without having to physically confront them. 

Messages can of course be used for fun stuff, too, like organising 
a night out, challenging another house to a game of touch footy or 
for communicating with friends.

To send a message to an entire house:

1. Select the house to send the message to.

2. Make sure that Entire house is selected.

3. Click  Create new message .

4. Select a template from the list (if you don’t want to use a template, select 
Custom Message).

5. If you wish, you can edit the subject and description.

6. Click  Submit  to send.
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Reading Notices

Click  My Notices .

This is where messages from management and automated system 
messages end up. They are designed to keep you informed and 
are helpful in case you forget about rent payments, if requests for 
maintenance have been approved or rejected etc.

To delete a message after reading it:

1. Click the check box next to the message to delete.

2. Click the  Delete  button at the bottom of the screen.

Requests

If you need to contact your accommodator, do it via the system 
so that your requests are recorded. You can make requests or ask 
questions without having to catch the accommodator. You can do it 
any time and receive a response on-line, ensuring that there are no 
disputes caused through mis-communication.

Making a maintenance request:

1. Click  Requests  on the left menu.

2. Select the room where the problem is.

3. Select the item that needs fixing if it is listed.

4. Type in a meaningful subject – ‘toilet broken’ says nothing, but ‘toilet won’t 
flush’ is more meaningful.

5. Type in some more information in the Description field (e.g. if the toilet is 
leaking, where it’s leaking).

6. Click  Submit .
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Making other queries to management

This is where to go if you have general queries about your contract 
and issues associated with living in the house.

1. Click  Requests  on the left menu.

2. Click  Queries .

3. Select a query from the drop down list.

4. The system-generated response is displayed. 

Rewards Program

If your landlord has implemented a rewards program, this is 
where you can spend your rewards points on discounted or free 
products. 

The reward program allows you to earn reward points by doing 
community tasks like cleaning and maintaining a common living 
area of your home and is inspected by the accommodator. If you 
pass, you earn points and if you fail, you loose points. You can 
monitor points earned, deducted and spent buying discounts 
under My rewards.

If your accommodator has a rewards task program, tasks you 
accept and perform that pass inspection can earn you cash-backs 
that can be used to pay rent. You can monitor cash-backs earned in 
My transactions.

If your accommodator doesn’t have a reward task program, hassle 
them to get with it. It’s better for you (cheaper rent) amd it’s better 
for them (lower costs).
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Redeeming SWTE Rewards

The rewards list is sorted from the most redeemed product on offer 
with the best or most popular stuff at the top of each list. You just 
need to filter by product category and the city in which you are 
looking.

1. Click  Reward .

2. Filter by region and category and then click the reward to redeem.

3. Enter the number of points that you want to spend. 

4. Make sure you read the instructions regarding how to pick up your reward.

5. Click  Redeem .

Converting Cash-backs to SWTE Rewards

You don’t have to spend all your cash-backs on rent. You can 
convert them to SWTE Rewards, too, so can spend them on free 
and discounted stuff in the reward programs. The exhange rate is 
1.5 SWTE Reward points for every dollar you have in cash-backs.

To convert cash-backs to SWTE Rewards:

1. Click  My Administration .

2. Click  Convert cash & rewards .

3. Enter the number of cash-backs to convert to SWTE Reward Points

4. Click  Convert .
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