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Before We Begin
By now, you would have been running SWTE for a while and the time has come for 

adding some more functionality to your system.

This booklet covers the both the SWTE Landlord and SWTE Home products and before 

we dive into them, let’s have a look at the features and discuss what they could do for 

you. You don’t have to implement everything here, but there will be some things for 

you to consider.

In both SWTE Landlord and SWTE Home, you get everything in SWTE Start, plus these 

features:

• community task management

• on-line stayer agreements and check-ins

• more operator settings

SWTE landlord also has support for multiple properties while SWTE Home is designed 

for head tenants.

So, which product is right for you? If you live in the house and want to have your bed 

in the system and count yourself among the house community, then SWTE Home is for 

you (you may already be doing that now). If you don’t wish to have your bed on the 

system, then you should be using SWTE Landlord.

SWTE Home accommodators log in through www.swte.com, while SWTE Landlord 

accommodators log in through www.swte.biz. All stayers, regardless of the SWTE 

product your are using, log in through www.swte.com.

Let’s see what these features can do for you should you choose to implement them.

Community Tasks
The community task system means that your stayers keep your property clean for you. 

You get them to agree to do this as part of their contract. When you check them in, you 

will have to allocate them a common zone of your property to keep clean. If stayers 

don’t present clean rooms and their allocated zone by the days and times agreed to, then 

they are liable to a fine. 

We have a community task program for those accommodation providers who believe 

that each member of a shared-living community should contribute towards the 

maintenance of the common living areas. All stayers are dependent on each other for 

the quality of their shared-living experience. 

Community tasks earn stayers reward points that can be spent on discounts or free stuff 

within the SWTE rewards program. Points are earned by all stayers each time a house 

has a community task inspection. Stayers responsible for areas deemed satisfactory will 

be rewarded with 10 points each inspection and those deemed unsatisfactory will be 

penalised 10 points. Accommodators may also choose to impose a cash fine for non-

compliance of community tasks.

Accommodators can choose to not have community tasks.
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If you do choose to implement community tasks, you’ll have to:

• decide how much you want to fine them for non-compliance

• decide when you’re going to do inspections

• draw up a floor plan and create zones

• enter those zones in the system

• assign stayers to those zones

On-Line Stayer Agreements
On-line stayer aggreements allow you to force new stayers to acknowledge your terms 

and conditions on-line, before they move in. It means that:

• you don’t have to have a copy of the terms and conditions for them when they arrive

• it saves time and simplifies the check-in procedure because they can do this before 

they turn up to the house

• every stayer that moves into your property does so only after having accepted your 

terms and conditions

• they understand the terms and the consequences of non-compliance

On-line stayer agreements are a good thing. You can edit the terms that they have to 

agree to. If you do decide to implement this feature and someone turns up without 

having completed it, then you’ll need to think about what to do. You might like to 

consider having a computer at the property or some other contingency, such as a 

printed copy of the terms for them to read and sign.

If you’re implementating on-line stayer agreements, you’ll also have customise your 

terms of stay and we’ll show you how to do that.

For SWTE Home Users Only

Your Place in the House

As we said earlier, SWTE Home is our head tenant product and is for accommodators 

who live in the house. To use SWTE Home, you need to include your bed in the system 

and count yourself as part of the house community.

Things to resolve include:

1. Do you want to charge yourself rent or not?

2. Do you want to have a community zone to look after?

Rent

Whether you charge yourself rent or not is up to you. 

You might decide that it’s easier to manage everything if you pay the same share of rent 

as everyone else. If your property is rented, this is a good idea because you can have all 

the rent money go into the one account for paying rent to the landlord. If you decide to 

go that way, then all you have to do is add your bed to the system and put yourself in it 

and we show you how to do that later.

You might decide to not charge yourself rent or give yourself a discount. That’s OK, too. 

If you want to do that, you’ll need to add a special rate in the system for your bed and 

we’ll show how to do that, too.
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Community Zone for You

If you’re implementing community cleaning, you’ll need to decide whether to assign 

yourself a community zone. If you can get everyone else to do all the work then good 

luck to you, but you’ll probably find from a house community perspective that it’s better 

if you pitch in and help.

Another consideration on this topic is that if you want your stayers to think that you’re 

just another stayer in the house, then you should assign yourself a community zone.

Help everywhere
All the screens in the SWTE system have a pop-up help bubble. Refer to them for 

detailed information about what you need to enter in a particular field.

Of course, if you need more help, you can always get hold of your SWTE facilitator.
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Configuring Your System
Once you’ve made up your mind about the features to implement and how you’re 

going to use them, you’ll need to go into the operator settings and that’s where we’ll go 

next.

A word of warning: remember that you’re using a live system and any changes you 

make to your settings will effect your stayers.

Log in as an accommodator and we’ll get started.

Editing Settings
Click Settings in the left hand menu.

This is where you control all the settings for your houses and business logic. Under here 

you find:

• Operator details – basic operating settings (e.g. contact details, business address etc)

• Contract types – set up contract terms, including minimum stay length, deposit 

amount, penalties and more

• Agreement terms – what stayers have to agree to when they move in, change beds, 

give notice etc.

• Customize terms of stay – pick and choose what to have in your electronic check-ins

• Setup Houses – everything about houses: what facilities, office opening times, 

inspection times, zones and more

• All house rates – the rates that are attached to the various contracts

When you first came on the SWTE system, your operation and your house was set 

up with a basic default system. This is where you go to fine tune things to suit your 

requirements. 
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Throughout the settings pages, there is help everywhere. Except for what’s needed to 

get your upgrade happening, we won’t go through all the details and ins and outs of the 

settings. The best way for you to learn how configure your system is to get in there and 

look for yourself. 

Next to every field is a question mark that looks like this: . Click it and you’ll get a 

pop-up that will tell you exactly what that setting does and the likely impact it will have 

on your stayers and your business.

A word of warning: if you don’t feel confident about changing something, then don’t. 

You’ll probably find that most of the default settings will suit your business just fine. If 

you do make changes, you can always come back and undo things. So before you make 

a change, write down what the settings were before the change so that if it doesn’t work 

the way you want it to, you can come back and put it back to the way it was.

All the settings pages work in much the same way. You can edit existing settings or add 

new ones or both. Let’s take a simple one as example – your operator details.

To making changes to settings

1. Click  Settings .

2. Scroll down until you can see the  Edit  button and then click it.

3. You can see that most of the fields are editable. Click on the  next to each field for 

a brief explanation of what you to do in that field.

Before moving on, take time to look at the various settings, and don’t forget to click the 

help buttons. Next, we’ll looking at some specific settings to get your upgrade working.
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Enabling Community Tasks and Electronic Check-ins
If you want to implement community tasks and electronic agreements, you need to 

enable them in the settings.

To enable community tasks and electronic check-ins:

1. Click  Settings .

2. Click  Operator details .

3. Scroll down the page and click  Edit .

4. If you want to enable electronic check-ins, check the box next to Check in required, 

otherwise leave it unchecked.

5. If you want to enable community tasks, check the box next to Community cleaning 

otherwise leave it unchecked.

6. Click  Save .

7. Scroll down to see the new settings.

What’s next?

If you’re implementing community tasks, go to the next procedure. If you’re not, but 

implementing electronic check-ins, then go to Setting up the Agreement Terms on page 13.
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Drawing the Floor Plan
If you’re going ahead with community cleaning, you’ll need a floor plan so that you can 

show your stayers the zone that you want them to keep clean. Prospective stayers can 

also use the floor plan to see the layout of your property when using the search engine. 

If you want, you can have your floor plan drawn professionally by our graphics people. 

Fax your draft to 1300 662 063. We will send you an invoice at $5 per room. On 

payment, we will redraw your floor plan professionally and email it back to you for 

uploading into the system. Remember to keep a copy of your hand drawn plans on file. 

Point your browser to www.swte.biz/services for more information and samples. 

If you’re going to draw the plan yourself, it’s important that you draw it as accurately 

as possible. There is a sample floor plan at the back of this booklet for you to refer for 

inspiration.

What you’ll need

You’ll need:

• a floor plan grid for each house (found in the back of this booklet)

• a pencil

• an eraser in case you make a mistake

• a ruler for drawing straight lines

What you’ll have to do:

Your beds are already in the system, but your zones are not. When you number your 

zones, start with your bedrooms and then move on to your common zones. If you get 

stuck and need help, contact your SWTE facilitator.

To draw the floor plan:

1. Sketch a floor plan of your house. 

Use the example provided as a guide. Try to keep the rooms to scale as best you can 

and draw each floor separately.

2. Draw bedrooms on the floor plan and number them starting from 1. Write the 

number in the middle of the rooms.

3. Add beds to the bedrooms. Draw each bed in each of the bedrooms. Refer to the key 

below for the different bed types (single, bunks and doubles), and then number each 

bed. 

 a. Number each bed beginning with 1. 

 b. Bed 1 is in the first bedroom on the left when you enter the house.

 c. Continue in a clockwise direction.

4. Work out how many common zones you require within the house. To do this:

 • Calculate the number of occupants you will have living their in your lowest 

occupancy period.

 • Subtract the number of zones that may require more than one person to keep 

clean each week, such as kitchens.

 • The number you get is maximum number of common zones you can have in 

each house.

 For example, if your lowest occupancy throughout the year is six people and you 

have three zones that require more than one person to keep clean, then you can 

have a maximum of three common zones within that houses floor plan.
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5. Draw a dotted line to separate the house’s common zones into areas. Label each 

of these common areas as zone numbers, starting with the number after your 

bedrooms. 

6. In the space at the side of the floor plan, list each zone number with the zone name 

next to it. Refer to the example.

7. (Optional) Draw in the doors, stairs and major appliances by referring to the key. If 

you don’t want your plans to be that detailed, then you may omit this step.

Key to symbols

Single bed
Cook 
tops

 

Fridge
Washing 
machine

Bunks
Double 

Bed
Rubbish 

bin
Dryer

Staircase Storage, cupboards, lockers etc

To upload a floor plan:

1. Scan your drawing and save it in JPG or GIF. A resolution of around 800 x 600 

pixels is suitable.

2. Click  Setup Houses .

3. Click  Edit .

4. Scroll down the page until you can see the Upload Floor Plan Picture field.

5. Click  Browse .
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6. Locate the file on your computer and with the file name showing in the field,  

click  Upload .

7. If the file uploads successfully, you will be able to see a thumbnail of it. Click  Save .

What’s next?

In the next two procedures, you’ll enter your inspections and community zones in the 

system. You have a couple of things to think about first:

• When are you going to perform inspections?

• How much are you going to fine stayers if they fail the inspection?
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Editing the House Rules for Community Task Inspections
After you’ve drawn your floor plan, you’ll need to set up you your system for 

community task inspections. You will need to enter the days and times of inspections.

You will see the links Edit and Enter next to the houses. Basically, you edit the house 

rules and you enter the house to add zones and beds etc.

To enter community zones:

1. Click  Settings .

2. Click  Set up houses .

3. Click  Edit .

4. Scroll down and complete these fields that relate to cleaning and inspections. Don’t 

forget the settings for:

 • the days that you’ll conducting inspections 

• the time for the inspection 

• how much to fine them if they fail 

• where the stayers can expect to find the cleaning products

Note: If you are unsure about what to enter, click the question mark next to the field 

for help.

Don’t forget to click  Save  when finished.
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Adding Community Cleaning Zones into the System
So far, you’ve drawn and uploaded a floor plan, enabled community cleaning and set up 

the inspection day and time. Now it’s time put your community cleanin zones into the 

system.

To enter your community zones in the system:

1. Enter the house to set up zones.

2. You will see that your bedrooms are already in the system. Click  Add new zone .

3. Complete all the fields as required, referring to the help if you need to, and then 

click  Save . Remember to name the zones intelligently (eg Hallway 2 and Bathroom 

2 etc) because this is what stayers will see in their task manager. The zone numbers 

should match those on your floor plan.
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4. Repeat with your other zones and when you have finished, you should end up with 

something like this:

What’s next?

Now that you’ve set up your community cleaning zones, you should assign stayers to 

clean them.
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Assigning Community Cleaning Zones to Stayers
After you’ve set up your community zones, you need to assign stayers to them 

otherwise they’ll never get cleaned!

To assign zones to stayers:

1. Click  Task manager .

2. Click  Community tasks .

3. Select the stayer to assign a zone.

4. Select a zone for the stayer from the list.

5. Click  Assign .

6. Repeat for your remaining stayers and you should end up with something a bit like this.

The stayers will each receive an email informing them to log in and look at their task list 

and the next time you log in, you will see the Task Manager.

What’s next? SWTE Landlord

If you’re implementing electronic check-ins, then go on to the next procedure, 

otherwise, go to SWTE Landlord – Adding a New House to the System if you have more 

houses. If you don’t have any more houses to add, then that’s it.

What’s next? SWTE Home

If you’re implementing electronic check-ins, then go on to the next procedure, 

otherwise, go to SWTE Home – Putting Yourself in the House.
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Customising Your Terms of Stay
If you’re implementing on-line stayer agreements, you have to customise your terms 

of stay before you can set up your agreement terms. The terms of stay are generic and 

are what your stayers agree to when they book a bed at your property. You can choose 

which of them are appropriate for your business. 

Don’t confuse terms of stay with the the on-line agreement. The on-line agreement is 

for when stayers are ready to move in and is part of the check-in procedure.

To customise your terms of staty:

1. Click  Settings .

2. Click  Customise terms of stay .

3. Read each of the terms, scrolling down the page to see all. Tick the items that you 

want and leave the items that you don’t want unticked.

In the example above, this accommodator doesn’t offer reward tasks, so it’s been left 

unchecked.

Note: the text in the curly brackets represents variables that are from your settings.
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4. When you’ve finished reviewing each of the terms and made your selections,  

click  Save  at the bottom of the page.

What’s next?

Now that you have customised your terms of stay, the system is almost ready for on-line 

agreements. Next, we set up your agreement terms.
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Setting Up the Agreement Terms
The purpose of electronic check-ins is to get new stayers to agree to your terms and 

conditions on-line. When a stayer has booked and has paid a deposit for a bed or room 

in your place, the very next time they log in they are forced to agree to terms and 

conditions. If you can get them to do this before they arrive, so much the better because 

it will streamline the arrival process.

You’ll need to set up your terms and conditions before they can do this. It’s not hard and 

you’ll find that it is already set up for you. All you have to do is check and modify it as 

necessary.

Remember these are the terms your stayers must agree to before they are permitted to 

live in your house. To maintain your creditability, don’t put anything in here that you 

are not prepared to enforce.

Note: Agreement terms cover more than terms of stay. They also cover bed changes and 

departures. For instance, if stayers want to change beds they must accept your terms 

first. It’s same when giving notice.

To set up your agreement questionnaire:

1. Click  Settings .

2. Click  Agreement terms .
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3. To view and edit a term: 

a. Click  Edit  next to the item to work with.

 b. Edit as required, paying attention to where it belongs and what the “correct” 

answer is. Click  Save  when finished.

Note: You can see that there is a Task pool button. That is for terms and conditions for 

accepting reward tasks and they’re only available in SWTE Pro. If you need more 

information, visit www.swte.biz or talk to your SWTE facilitator.

4. To delete a question select the question and click  Delete checked item .

5. To add a new item, click  Add new item .

What’s next?

If you want to add more properties to your system, then go on to the next procedure. 

Otherwise, that’s it.
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SWTE Landlord Only

Adding a New House to the System
If you have more houses in your operation, you’ll want to add them to the SWTE 

system.

Before you begin

Before you add a new house to the system, you should draw your floor plan because 

that will give you a reference to work from.

To add another house to the system:

1. Click  Operator settings .

2. Click  Set up houses .

3. Click  Add new house .

4. Complete all the fields as required on the Setup house screen and click  Save  when 

finished. 

 Remember that if you can always get help by clicking the question marks .
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5. Your new house is displayed.  Enter  it to add bedrooms and zones.

6. Click  Add new zone .

7. Complete the fields as required and click  Save . 

The screen for a community zone should like this:

While the screen for a bedroom, looks like this:
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8. When you’ve finished adding zones and bedrooms, your set up should look 

something like this:

9. Enter the bedrooms to add beds. Click  Add beds .  

Note: You can only add beds to bedrooms because only bedrooms are listed in the 

search engines and it’s important that you describe your bedrooms accurately.

10. Give the bed a unique bed number and a description. If you have a special rate, 

different to the standard rate, for this bed, then enter it on this screen. If you don’t, 

then leave the rates as zero and SWTE will get them from the standard contract rate. 

Click  Save  when finished.

 Remember that if you set special rates on your beds, you will have to come back to 

this screen for those beds whenever you have a rate change. Unless you have a need 

to set special rates, you’re better off with standard rates that you can manage from 

the one screen.
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11. When you’ve finished adding beds to a bedroom, your screen should look something 

like this: 

Click  Back .

15. Continue to add beds to the remaining bedrooms. Make sure that you have the 

correct number of beds in each room. When you have finished, your screen should 

look something like this:

What’s next?

If your house is already operating, then you’ll need to get your stayers into the system. 

Refer to your SWTE Start documentation if you need more information.

If your using community cleaning, you’ll need to set them up. Refer to the earlier 

sections in this book.
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SWTE Home Only

Putting Yourself in the House
So far, we’ve been through everything you need to do to set up your house for 

community zones and electronic agreements. Now it’s time to put yourself in the house.

Before you begin

Before you go on, you need to make a couple of decisions:

• Are you going to pay the same rent as your stayers?

• Are you going to have a community task?

Here’s a list of the tasks that need to done to get you into your house:

• Create a bedroom zone for your bed. You’ll only need to do this if your bedroom is 

not already in the system. E.g., you might be sharing a room with a stayer and that 

room is in the system with only one bed in it. In that case, skip this step. If you have 

your own room, you’ll need to add it to the system if it’s not already there..

• Add your bed to the system. 

• Book yourself a bed and “arrive” yourself into the house.

• Make yourself the house captain.

To add another bedroom zone to house and add your bed:

1. Click  Set up houses .

2. Click  Enter .

3. If your bedroom is already in the system, go to step 5, otherwise  

click  Add new zone .
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4. Add your bedroom zone, giving it the next number. Complete the fields as required 

and click  Save .

 The screen for you bedroom should like this: 

6. Now,  Enter  the bedroom to add your bed.

7. Click  Add new bed .

8. Give the bed a unique bed number and a description. If you have a special rate, 

different to the standard rate, for your bed, then enter it on this screen. If you don’t, 

then leave the rates as zero and SWTE will get them from the standard contract rate. 

Click  Save  when finished.
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9. When you’ve finished adding beds to a bedroom, your screen should look something 

like this: 

11. Book your yourself into that bed and arrive yourself just like any other stayer. If you 

need to look at the steps for doing, refer to your SWTE Start booklet.

12. The last thing to do is to make yourself the house caption. To do this, click  Settings  

then scroll down to the House Captain field and select yourself from the drop-down 

list.

What’s next?

As far as set up goes, that’s basically it. From now on you log into the system as a stayer 

and toggle between your stayer pages and management workplace pages.

When you log into SWTE as a stayer, your home page will look just any other stayer’s 

home page except for the My Workplace link in the top right of the screen. Click this to 

enter the accommodator pages.

If you ever want to get back to the stayer pages, just click the  Back  link.
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Appendix

Sample Floor Plan
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