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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:

e 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:
e decide how much you want to fine them for non-compliance
e decide when you're going to do inspections

e draw up a floor plan and create zones

e enter those zones in the system

e 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:

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

e it saves time and simplifies the check-in procedure because they can do this before
they turn up to the house

e 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:

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

e 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.

e 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.

Shared living that works,

Community task fine

Late rent fine 10.00
Ancillary charges 0.00 @
Operator website www . hbase.com.au @

Welcome Larry Landlord Tuesday, October ?“
My Workplace Maney in ¢ 0.00 Cash In $ 0.00 Arrivals today {
My Tasks Maoney out 4 0.00 Cash out $ 0.00 Departures today A
My Messages 4
¥ R g Total balance $§0.00 Cash balance $ 0.00 Bed change today (
My Motices ;
Task manager User nick name (2 l:l Search Go ¢
Process Requests Operator details  Contract types  Agreerment terms  Customize terms of stay  Query templates  Setup houses
Manage Stayers
. &ll House rates
Communities :
Reward Programs ; LS ;
Settings Operator code homebase (21
Sales Operator name Horme Base @ 1
Accounting Address PO Box K276, Haymarket 1240 Sydney NSW \
Support
Surry Hills  Sydney
NSW  Australia }
Phone 61 (2) 92120789 ?
Fax 61 (2) 92121439 1
Email info@hbase.com.au 4
Working hours Maon to Saturday § am till & pm
Must come for viewing Yes@

jo- S L _‘w .M-ha.\,‘r.\- ” \\_«....--»\_\ @,\_\_J..\mdm__\_ > W D I Y

g
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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: (2. Click it and you'll geta
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. cClick BXtnry

2. Scroll down until you can see the [ button and then dlick it.

Infinite bed state Yas

H
;f/ Allow online booking if lived on SWTENo j
\\_,_ Operator web address A
i Check in required Mo r’a
\:‘- Community cleaning T 2
5
( (ize) -
s, —
\,‘hmh.’,.m T ——— ‘_‘M‘___Mm,r S —— - a"mm-»m{ E}‘gm-s’""\ T Y Y e ,«_/

3. You can see that most of the fields are editable. Click on the 2 next to each field for
a brief explanation of what you to do in that field.

A P DTt

m;rruﬂ,-s»éu_r_ates‘_ﬂv’ e '\_’"_/'-\‘_ —,_"'“v/“/ "v-'_J-'H__.._,-\«.«—r" "’U;-"-;'; P ST "-..—._‘._’,J.«\—J—'v At
.:‘ﬂ\\_.. Operator code hamebase (2

< Operator name Home Base

Address FO Box KZ76, Haymarket 1240 Sydney NSW -

Suburb |Surry Hills | City |Sydney

L. | state [razwe | Country [australia
L

Phone [61 (2) 92120789 | Fax [61 (2y 92121439

% Email [infa@hbase.com.au |

3 - Must view before .
o Working hours |M0n to Saturday 8 am till & pm | booking W 21
f) Community task fine _ Late rent fine 10.00
L
2| ancilary charges e (@)
&
x
| Operator website [www . hbase.com.au @
*} Logo path =img i

Ny, e "W T § \i \,‘ *\Ij):-'

sro="../images/homebase/swte_homebase .gif' =

),

S
In_\_\‘ Waiting list deposit W aiting list offers *
I
: Other charges Membership fees f""}
I EOURPRIT ot Sl . m_d_h‘/""'— N i s TR T o

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:

IO settings }
2. Click TR

k- R i s .r 5 T e

e g ST T i e T Sy B A e D T SO P s TR ___,d_,-"". e et T e <0
oy Tasks Mﬁﬁgy aut 7 $ odoo-- 7 Cash out i $ 0,00 Departures tobwy-. .
My Messages .
Y A 9 Total balance 4 150,00 Cash balance $ 150,00 Bed change todaf'-_
My Motices "
Task manager ) |:|Search Go ‘
Process Requests Operator details }Contract types  Agreement terms  Custornize terms of stay  Query templates  Setup house)
Manage Stayers ?
5 AOOSE Tates .

Communities

Settings

Sales Operator code Taronga @
Accounting Operator name Taronga @ ,
Support Address Po Box 1218 )

Moosa Moosa
Queensland  Australia
R .w—\‘_‘."\_’w '\-\\_\_\”“_"_’_‘_‘...'*_\.j BNy EmEe e mend® o ___‘/‘\\‘_\,\\MMM/—\_._‘_“M

Scroll down the page and click 3

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 BX3

Pl

AT =] = T -
> .

= S~ o A e - . o
EER S i o ey e 0 A e e M N e T
- Fid 3 P P

\ g Allow online booking if

1 Infinite bed state @ lived on SWTE
{ Check in required Community cleaning
\"/

& | mBN

| Trading name

|
‘] Licensee | | Territory

Al

Commencement date  11/09/2006 Number of beds

\ Save Cancel

"-f Home | About Us | Terms and Conditions | Privacy Policy

7. Scroll down to see the new settings.

I e S e

LR i LT e e L e o &, ST
i Members, . s W DRSS EH
.JI &
4 Infinite bed state Yes @ *_
g Allow onli 5 TE Mo §
,.-.-\/ < Check in required !
bl
e Community cleaning ]
3 -
-y ABN -
L
_f Trading name i
& )
s lirenceas

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)
e a pencil

e an eraser in case you make a mistake

e aruler 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 isin 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.

e Subtract the number of zones that may require more than one person to keep
clean each week, such as kitchens.

e 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 i?):t 88 O O Fridge F vn\'l’:i:::g W

Double Rubbish\ { D
Bunks Bed 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 YT,
3. Click EH3

g 2 £ I G . ol e T g =, e
- .J;‘I_(fn:a_nbljler e e nrck'ﬁ;m;@ T e ér_“ T e " Creatnew user show fr;nr ;r-.,,.,_,__
Process Requests H
Manage Stayers
Communities
Settings

Sales Name Address Total beds Beds for sale .
Accounting Maonkey cage Meet at the Fox and Hounds in the public... ] 1 Enter Pictures
Support

e Previous | Next Page |1 'I of 1

e el il SR [ L gk g gt g gt ,\.y-\,w-,.‘.f-.,.my._../

Operator details  Contract types  Agreement terms  Customize terms of stay  Query templates  Setup houses +

&ll House rates

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

5. Click B

s i - P P
B e e e """"“-_-."H"._ﬂv-i}-.—--'( _‘___’./" fok ey R e S T e te e Y
J e T ‘L
b e 2 7
i Terms and Conditions Terms and Conditions The Operators of this ld\ 3
_/" accommodation grants to the Resident the licence  [=
‘.\ to occupy their premises upon terms and conditions P
hereinafter set forth: ;
— ¢
l““ Upload Floor Plan Picture | l. || Browse... | )Jpload @ ;
5 \--___-/
Future Booking Days @ |
Total Discount per Week per Bed* |10.00 @ 1')
Minimum Stay* @ (
i Save Cancel
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6. Locate the file on your computer and with the file name showing in the field,

click [IREE]

SO i N P -Ff‘"*-u s .
G o e "\.-—'-"'"""'"JJ
IL, Terms and Conditions The QOperators of this |
) accormmodation grants to the Resident the licence ,,#
F/f to occupy their premises upon terms and conditions y
‘i& hereinafter set forth: 'E-x:_
- b w | (2] -
- . 7
e [C:\Dacuments and SettingshChrid| Erowse (| Upload (2%
b, @ d

Cper Bed" @ 3
@ i
_. P

.

5, 4 .Cancel_*L‘ . ﬁu_,r"f;

7. 1f the file uploads successfully, you will be able to see a thumbnail of it. Click [Ty

. : ; e N il
Frosear-srsid. e A e e s W A A0S THE OEEratoPs: dns” - 7= =@sp om0
= i accommodation grants to the Resident the licence o
s to occupy their premises upon terms and conditions
} hereinafter set forth:
18 P @
d‘\-\.

|| Browse. .. | Upload |

-
(--?.Ipluad Floor Plan Picture |

.;-,‘uture Booking Days @ /
(Total Discount per Week per Bed* |10.00

E

}--ﬁinimum Stay*® l:l

\i Save | Cancel |
\':‘t\. {;

B .
i \,..\_."\ *""'**-\.--«---'-."""..—“""'A"-\.‘.a’ St )A— ’.‘" d‘h” T e e
2 4 o

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:

e 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 Bty
SURN et up houses |
3. Click 3

- .d:;‘l_(frr‘l‘a_nbij/er R M | | "S'earﬁ;r;-ér_m-"—’f A i e 7] i ;r-.,,.,_,__
Process Requests H
Manage Stayers
Communities

Settings Setup houses 3
Sales Name Address Total beds Beds for sale .
Accounting Maonkey cage Meet at the Fox and Hounds in the public... [ 1 Enter Pictures
Support

o Previous | Next Page |1 vl of 1

...\"--“;«I“ A P ) ml.‘-. Y e S O L SN S e ¥ SN e R .4./

N

Operator details  Contract types  Agreement terms  Customize terms of stay  Query templates  Setup houses ’

&ll House rates

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

e how much to fine them if they fail

¢ where the stayers can expect to find the cleaning products

e AOUGECap. o e 1S T ,’ Tegan s st Uwgnel el Desnims iy
i Inspection Days*
4
I./
z j
"'.‘_\_‘\. s ay
Y j .
- (Press Ctrl + Click to select mare than 1)
;' Inspection Times* 11:00 @ '
g
3 Community Task Fine @ P
b 4
'““““_ Cleaning Products Zone I 'l Ej
i Supply Items JDoona, pillow, 1 top sheet, 1 fitted sheet, 1 pillow 5
.\»\,\__.”M.\\_*-\\H\ A“N’\-&-“J\ o ___‘A " -CE'E"'W\‘D@-V O - = _,’x\.“__\_,x_“‘ _

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

Don't forget to click [E3%Y when finished.

- o LA e —

P &

Fac __,""" . AL M
R e

Cancel

SWTE Landlord and Home Upgrade Guide 11



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.

e e e e B D e it A U O e ey - ‘,EIEH’DE?‘Lms' A \_
My Messages i o
R Total balance 4 150,00 iCash balance § 150.00 Bed change today 0 Beds for sale 14§
My Motices
Task manager User nick name (2 [ lsearch Go create new user @ shaw floor plan @
Process Reqiests Operator details  Contract types  Agreement terms  Customize terms of stay  Query termplates  Setup houses
Manage Stayers
- all House rates
Communities
Settings
Sales Name Address Total beds Beds for sale
Accounting Monkey cage  Mest at ths Fox and Hounds in the public... 6 1 Edit @ Pictures
Previous [ Next Page m of 1

Home | About Us | Terms and Conditions | Privacy Policy 5

2. You will see that your bedrooms are already in the system. Click [XEEE oY

R = o b
[ R L e, e e e 3
¢ Rooms
,J
S
3 = Zone
H Zone no Zone name Zone type Applicable gender MNo. of beds aine
|
,1-! H - Bedroom 1 Twin Share Co-Ed 2 Active
‘:_. | Bedroom 2 Twin Share Co-Ed 2 active
1_! ] Bedroom 3 Twin Share Co-Ed 2 Active
g . Suspend zone Activate zone Delete zone Back Previous | Ne

T N LS W W d"‘"“‘-\f“'"*""",/

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

e R o g - i T . P U
; o B i i P P LA . EEET TR ; - :,
00fe. -, s - " et T %

(.| ZeneNo S
<~ Zone Name* |Dining and hall |®

{ Zone Description™ Yacurnm floors, dust sideboard, dust tele, pick up =
iy rubbish, straighten rugs and runners, dust window
sills, vacuum hallway,

Zone Type IDining ,I @
Applicable Gender IMaIe -l @

Allow Smoking r @

~.| Recommended No. Of People
~| To Maintain The Zone* @

Cancel
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4. Repeat with your other zones and when you have finished, you should end up with
something like this:

P e R

y T et nick name e T T S i e T T il et R 0 S ST e
/_/" Roarms ’
} Zone no Zone name Zone type Applicable gender Mo. of beds sztg::s

/Z 1 Bedroom 1 Twin Share Co-Ed 2 Active Edit Enter
5_/ B : Bedroom 2 Twin Share Co-Ed 2 Active Edit Enter
f | Bedroom 3 Twin Share Co-Ed z Active Edit Enter

I a Dining and hall Dining i] Active Edit
s Kitchen Kitchen ] Active Edit
C & Lounge room Living 0 Active Edit
| Bathroam Bathroom i} Active Edit
I s Rubbish Outside 0 Active Edit 4
M «a Laundry Laundry a k
1

Active Edit
&dd new zone Suspend zone Activate zone Delete zone Back Previous | Mext Page Il vl of

PN | ST PN N W aa? I L S “""’"‘"'M\‘ - jx-. I S,

What's next?

Now that you've set up your community cleaning zones, you should assign stayers to
clean them.
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Assignhing 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 [T

PO Community tasks |

3. Select the stayer to assign a zone.

4. Select a zone for the stayer from the list.
5.

Y Assion }

M;VFWJI:«:/ES- T '|‘ e R ~--".PL"“:5H ER /_.l_,.;’luh-w-,—," AT _V_I_JUﬂ,-,,JF%‘:\,_- i, )
Task manager User nick name |:| Search Go Create new user 2 show floor plan 25 s
Process Requests w ommunity task inspection  Community task report /
Manage Stayers §
Communities Community tasks @ s
Settings Select 8 house [Mankey cage <] (2 ,
Sales Select a zone | All Areas 'I@ﬂ J
Accounting 4
s B Stayer name Zone no. Area name Recommended no. of people ‘

uppo : "/\
W ) Michelle Monkey 3
Zac Mankey (‘
T ®illy Monkey =
I Basil Mankey ’*
T Fred Monkey a)
L |
Inspection da Inspection time : 11:00 5
Assign Area !’ Previous | Next Page |l =] of1 )
3
Dining and hall
Horne | About Us | Terms and Conditions | Privacy Policy
Y S Y Y A N et b e J)

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

1o _I,_.-""CVR"W- R L.‘_ . ,_' T T vt e _Smem e . A
,‘ Y Community tasks  Community t35k inspection  Community task report B '
;R Community tasks @ Print
‘~, Select a house IManey cage vi (i} '
% Select a zonel.ﬂll Areas 'i@ﬂ '
Stayer name Zone no. Area name Recomn ded no. of peopl 's{
I~ Michelle Monkey 4 Dining and hall 1 )
I~ Milly Mankey o Kitchen 2 LY
[T Basil Mankey 5 Kitchen 2 ]
[~ Fred Monkey 7 Bathroom 1 }
'5.\__ [T chris virtue g Rubbish 1 %
.J_/-'.) [T Zac Mankey 9 Laundry 1 H
L ¢
‘\ Inspection days : Monday Inspection time : 16:00 &
\\‘ IAssign Area j‘ assign |2 Previous | Next Pﬂ(
e

DT e S S S

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.

SWTE
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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 m.
2. Click [T

T L

Taskmanager T
Process Requests
Manage Stayers
Communities
Reward Programs

o By, piTte

V s hie mame 5

Operator details Contract types

All House rates

. P v o,
[Search G
Agreement termd Customize terms of stay Duery templatesj

T R

Check in questions

v

Settings Question
Sales =
Accounting SWTE Terms and Conditions of Usage f
Support [ rou acknowledge that you have read the Term & Conditions of Use ("TACOU") contained mi
website in relation to the use of this software and agree to be bound by the terms and conditr.,
- SWTE may provide you with access to internet banking services for you to make credit car’t:h’J

payments to your accomodation provider (Accomrmodator), through the SWTE software. Beigh
direct debit facility will be dependent on amongst other matters, whether vou sign a direct
the relevant Accommodator.

Your Terms:

- The Accommodator is {OperatorNamel}

-
%
e
2
— The Staver is {Lodaerrame?l F

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.

D a5 AT

r T uclﬁlt fac:|||t5r WI” be L\..Lﬂslfdenf i \:n'ﬁongst athEr &t ey mmasrier you su,»ﬁ R deb‘rc aljtﬁor|t\,r1m (L{RCHE RS (R
(:-'/ the relevant Accommodator,
e ;
-

&£ Your Terms: J
é @The Accommodator is {0OperatorName’} “ﬁ
i [v The Stayer is {LodgerName} ‘

&
IJ . ) .

I__x’ [V fou are moving into house {HouseMame}, {ZoneMame} f
N

)/' [w Tour contract commences on {startContractDate} 4

% :

i [ fou have booked for a duration of {NumberOfDays} day(s) f

% o

-'-‘ [ ‘four contract comes to an end on {EndContractDate} f
[V four weekly rent would be {WeeklyRent} and the amount will be due every {DateBookedFor} (
[ four key deposit amount is {DepositAmount} 4
[V The following iterns are supplied to you : {SupplyItems}. If not returned in full and clean a cost of $150 will be -")
charged from your deposit. }
Do you agree that the information above is correct? Yes’;'s
10 Commandments {Accommodator) #
W COMMUNITY CLEANING TASK It is your responsibility to keep your bedroom clean. Also when you check in, you 3
will be allocated a communal area within the property, as vour responsibility to keep clean. If this area is found to (
be un-cleaned, you will be fined {MandatoryTaskFine} by the Accommodator, Reward points are earned only if your vos "%
allocated communal area is deemed to be clean by the Accommodator when it is inspected, Reward points can be
\‘ used for discounts at participating SWTE reward partner outlets, J’J
.::h‘.-- {
| REWARD TASKS Each property may have additional tasks offered to Stayers within the house task pool found s
)" within your login account under the My tasks tab. By accepting one of these Reward tasks and performing it to a q‘/
standard set by the Accormnmodator you will earn SWTE cash back dollars which can be exchanged for reward points Yo
L
at a cat of ik ) oints ner $1 ca k or can be usgd.apsinst.wgur ren an exhange rategqf cash baghk
Nk i et aed.os 41 shbﬂ{mmwf & au w}ﬂt\ﬁ..m_ﬁ% R R}‘l_,.__, Lo e

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.

WTE
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4. When you've finished reviewing each of the terms and made your selections,
click [y at the bottom of the page.

[ i, 3

What's next?

e

-"Lf'lhh - .

.-.--"rﬁ'\.--.

S -

-

e Th : J_.ﬂfl"l'El-.-ﬂ_ Il_.g"?ﬂm ol

¢ Dirty Plates constantly not being washed, dried or put away I:n,rl_?
makers, pots and pans are not washed, the house captain is aut
their time doing so0 on a tirme sheet that rmust be clearly displayed &
captain $15 per hour for every hour they spend washing the dirtyf

e, _"\ﬂ ' b el o ot

2

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 modity 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:

OITEY settings |
ERVIRN - orcement terms |

Welcome chris virtue

Task manager
Process Requests
Manage Stayers
Communities

Settings

Sales Question

Accounting My bedroom will be clear of all clothing...
Support My weekly house cleaning area will be cleaned.

I will be present at the inspection or lose...

My food box and the shelf it sits on will...

I will present my bedding and laundry bag...
If I fail my Departure Inspection I will...

My bedroom will be cleaned before I change. ..
I will take my bedding and laundry bag with...

I will change beds before receiving My Bed...

o o o o o o o i

I accept that if my bedroom is not cleaned...

Delete Checked Questions | Add New Question

My Workplace Maney in $ 0.00 Cash In 4 0.00
My Tasks Money out $ 0.00 Cash out $ 0.00
My MES-SﬂgES Total balance § 0.00 Cash balance $ 0.00
My Motices

P NP

Bed change today 0 Beds for sale

A i gl ol e s .. M | A i NSRS . ... o M e ma

Monday, September 18, 2006 10:51 AM | Log outg

Arrivals today 0 Total beds & l
Departures today 0 Empty beds

e

Create new user 121 show floor plan @’

User nick name _ Search Go
Operator details  Contract types ( Agreement terms ustomize terms of stay  Query templates  Setup houses

All House rates

Question for Correct answer
Departure RCH Edit
Departure Tes Edit
Departure Yes Edit
Departure Mo Edit
Departure Tes Edit J
Departure Tes Edit
Bed change Tes Edit i
Bed change Tes Edit b
Bed change Mo Edit #
Departure Tes Edit
Previous | Next Page IE of 2 ;

gl TR LB g errs ond Qondliggs | PpACYRQIEY g e e
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3. To view and edit a term:
a. Click [ next to the item to work with.

Ao e B PP - SR I - o
£t H i PR o — s = / e
Al House rates " R N "
3 Question Question for '
i | My bedroom will be clear of all clothing... Departure Tes k!
‘_’ I My weekly house cleaning area will be cleaned. Departure Yes Edit '
’] [ I will be present at the inspection or lase... Departure res Edit
"7 My food box and the shelf it sits on will... eparture No Edjt
g hae R e T e el N g TS P 0 SRR e

b. Edit as required, paying attention to where it belongs and what the “correct”
answer is. Click [ when finished.

e Laf et i e s
TS i na"rrr__'_f,‘_ gl . O e, . — AT

TR P, . e

E Operator details  Contracttypes  Agreement termns Customize terms of stay  Query templates ;

J5  all House rates &
o -
i | AgreementgquestionsZ
£ Question ID 52 f
I'“-x Question My bedroam will be clear of all clothing and -

I_,-'-’ vacuurmed including under the beds. {
1 %
7 - }
?\.

{3', Question for . & Departure O Bed change © Check in 7 Task paal \
r.-" Choice Type Single /
5 T

& Correct answer * ves Mo L

;

s

4

.."’

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 [PREEEOECE RN
To add a new item, click (RIS

g

_ACETAIfiD

R

o o oV ' - .-'/ 5 o ,--"" 5 i = g o
g Y Brre e = T ted change -— - mo ¥ .
.-_'::';ll'n is not clea Departure fes ’

4 .
"is ‘ Add Mew Question Previous | Mext

)

qut Us | Terms aw_pﬂlggn_s%u:_'rwacy P

0 ic_L
-\\.a‘.‘\""’\\ . """""""‘-'"“)\ \'-. R -..-h---f\""-h\ ,,f\."ﬂuf

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:

IOl Operator settings |
2. Click ETTXIEE
3. Click LCCHEAL I,

= o -9 ot Tt gy A e P R ,/"" N AP .f"!v'"- P P
e v adl@NCE 7T F WG s Cash balance ™ ™., /% 30l 7 Bed efiange thday -+~ 77 4 BEds foyfaleT T S

"‘,‘ User nick name Ei Search Ei Create new user ‘@ Show floor plan @

3
& Operator details  Staff members  Contract types  Agreement questions  Contact management templates ( Setup Houses

\ Rack rates Holidays Account codes Register for banking

Name Address Total beds Beds for sale
Monkey cage Meet at the Fox and Hounds in the public... 8 0 Edit Enter Pictures
2 Edit Enter Pictures

Previous | Next Page of 1

4. Complete all the fields as required on the Setup house screen and click 3%y when
finished.

Remember that if you can always get help by clicking the question marks @

o

- ~Supply Items Doona, pillow, blanket @ e
<!\\ User Categories O Backpackers )
] International Students )

'3 Local Students /
/’I Local Resident '
(* ‘ Irking Traveller f
/ Terms and Conditions Terms and Conditions The Operators of this [ :
\] accommodation grants to the Resident the licence (= \
A to occupy their premises upon terms and conditions
2 hereinafter set forth: b
{ [v|@ .
7 .
< | Upload Floor Plan Picture [ [ Browse... | Upload | @
| Future Booking Days @
}rotal Discount per Week per Bed* [10.00 @

s @

"'l'. Minimum Stay*
;

Cancel

s

ey,

Home | About Us | Terms and Conditions | Privacy Policy

A
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5. Your new house is displayed. [ZX%3q it to add bedrooms and zones.

/OFarator detals Weatrien s Contrant tpes ~Agrebneit dusdhion,’ Contack anagement femplates  Sebii Hodses o
& S Rack rates Holidays Account codes Register for banking 3
¢ p
¢ | Name Address Total beds Beds for sale
‘:‘ Monkey cage Meet at the Fox and Hounds in the public... 8 Edit  Enter Pictures (
% | Gorrilla Cage Meet at the Fox and Hounds on Thursdays faor... Edit  Enter Pictures 3
y Orangutan Cage Meet at the Fox and Hounds in the public... Edit Pictures {
2 Add new house Previous | Next Page of 1 (
¢

Ve £ P v J T NN it I A £ gt it o AU e 3o SN S i T
A Maney dut 4 0.00 “igdsh out 777 69,00 Departures t'oﬁa 0 Empty beas R
2\ Total balance § 300,00 Cash balance $ 300,00 Bed change today 0 Beds for sale 2
ey
( User nick name (2] Search E_OJ Create new user | (J show floor plan @
A Zones  Rack rates

\/ eSS BTB—————————————————————————————————————————
£ —
\ Zone no Zone name Zone type Applicable gender No. of beds Zone

<

>
,-/" ‘Suspend zone Activate zone Delete zone | Back
%

% PR M‘_/“"\. i' A

7. Complete the fields as required and click %Y
The screen for a community zone should like this:

i B ”
] - I ) - % PR R P Pl i ST T Y

h , BE S o e Wi, Wi N — : ¢
; A, K PPEL I ol S &, Cnptym o

Zone No @

Zone Name* [Dining and hall |@

Zone Description* acuumn floors, dust sideboard, dust tele, pick up
frqangers, empty ash trays, dust window sills,
Wacumm hallway|

@

Applicable Gender Male
\‘. Allow Smoking 0 @

7 Recommended No. Of People @

i To Maintain The Zone™*

=
’Mw"\, s S ‘\ﬂ r \.

ey

<\
Zone No @ .
} Zone Name* |Bedroom 1 |® ¥
-, Zone Description™ Large twin with kingle beds

a @ (
e Zone Type Twin Share @ g

c“_""\ Applicable Gender @

Allow Smoking 0O @

" Cancel

b
b
Recommended No. Of People »
} To Maintain The Zone* IZ]® /
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8. When you’ve finished adding zones and bedrooms, your set up should look
something like this:

‘1)>|, Zone no  Zone name Zone type Applicable gender Mo. of beds sig?:s
: |t Bedroom 1 Twin Share Co-Ed 1] Active Edit
g'-:' | Bedroom 2 Small Single Co-Ed 1} Active Edit Enter
i'\‘ s Bedroom 3 Twin Share Co-Ed 1] Active Edit Enter
i a4 Bedroom < Twin Share Co-Ed o Active Edit Enter y
3 s Bedroom 5 Twin Share Co-Ed a Active Edit Enter "
4;r") e Lounge Lounge a Active Edit
i | i Kitchen Kitchen 0 Active Edit
\\ | ] Rear Laundry & Bathroom Laundry 1] Active Edit
\u‘ M a Courtyard Courtyard o Active Edit
r ™ 10 Stairs & Hallways Hallway i} Active Edit
_:.\\ Previous | Next Page I:I of 2

Add new zone Suspend zone Activate zone Delete zone Back

- e o Cap— 2

9. Enter the bedrooms to add beds. Click [XEITZS-
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 ZXY when finished.
ey, »___'_,‘_,-ut' it Ao ____H_:"éa"'.;'h'b'uf"" it ;, ::r.w--.,,ﬂf ""Ué'ﬁ'a'i‘«v. ,j'%‘u‘/a';‘.« e ) ';.éFﬁ'li'i:'Y_Egd‘sW"a--.._

Total balance $ 300.00 Cash balance $ 300.00 Bed change today 0 Beds for sale *
) .
’: User nick name (2 I:l Search Go Create new user |2 show floor pl
i Bed No. - it >
.f( Bed Description* Single bed ‘
\“‘ ’

] #
¢ Bed room Type Twin Share (/
"(,\ Special Bed Rates 1
! weekly

\~ -

o | oa

If.‘; o
4

|

ik et ea i el Aswh VN o st

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:
g P
et ‘_,_fi':?u-.-" T e, ‘,;’""""-'/ "\f.-is'i‘,dut' L am ey TOY - /wepm«m‘reS' ,l"’ b ettty endS e e B LT

,A.-f Total balance 4 300.00 Cash balance 4 300.00 Bed change todav 0 Beds for sale 6 --'
,?"' d
\\ User nick name (2 I:l Search ﬂ] Create new user  |@ shaw floor plan @ r

h T R D e S e i
'( DEu nu. DEU roum uype DEU uesLripuuvn YECKIY rawe vaily rawe
* 1 Twin Share Single bed 0.00 0.00 Edit

3,

F |0 12 Twin Share Single bed 0.00 0.00 Edit

\ Add new bed Delete beds‘ Back > Previous | Next Page “ of 1

RSN SV T o I S P T T s VP - /

click Y01
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:

T

" . Sl o e g ST - £ i o=
F atalbalance e 00 w5 CaseBalanie . ey G000 . M‘ange taday "L Beos e sale e,

?:;, e it e | | Search Go Create new user |® Show floor plan %
; Rooms  House Rates >
. T

Zone no Zone name Zone type Applicable gender P
status

- I~ o1 Bedroom 1 Twin {large) Co-Ed Active Edit Enter
(\ © oz Bedroom 2 Twin (large)  Co-Ed Active Edit Enter
(__,_, I~ oz Bedroorm 3 Twin {large)  Male Active Edit Enter ,
': ™ oa Bedroom 4 Twin {large)  Female Active Edit Enter
"-3 ™ s Dining and hall Cining Active Edit

by ™ os Downstairs bath and laundrey Hallway 0 Active Edit
‘-\; I~ o7 Kitchen Kitchen ] Active Edit

C'\ I~ os Upstairs bath & stairs Bathroom ] Active Edit :
_,--';'H [T o9 Backyard Backyard a Active Edit
ﬁ M1 Lounge Living room 1] Active Edit

.-:"'\ .ﬁ.dd new zone Suspend zone Activate zone Delete zone Back Previous | Next Page Il 'I of 1

=, . e, e oy .
it -Jh_\._ fone s o _\__’ N x...-"; —— ,'\'h.,p’ *‘um_h‘ st e oo, gl ablhhedlcden, i

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

e 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..

e 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:

IRRUIRN set up houses |

e e = -

r’;"'. LT L b Ao e B e i o e e S o il .
Aeriicinate [ N Y 3 e e e mew ussr | B g Flatepian
,é)peratur details Contracttypes Agreement terms  Customize terms of stay  Query templates € Setup houses
4
¢ All House rates

Address Total beds Beds for sale

[ Name
{] Monkey cage Meet at the Fox and Hounds in the public... 5 i}

Pictures

Previous | Next Page |1 'I of

T MY, ’ \*Nl‘y--\-\ -M'\ s s

2. Click BXS3
3. If your bedroom is already in the system, go to step 5, otherwise
KRN A new zone ]

Fo et Gy

5 "'“}"'L-\,N\"" P I e S

~ T e e

o Zone no Zone name Zone type Applicable gender MNo. of beds sig::-':s

R\ M Bedroom 1 Twin Share Co-Ed z Active Edit Enter
,>‘ B > Bedroom 2 Twin Share Co-Ed 1 Active Edit Enter
i: B 3 Bedroom 3 Twin Share Co-Ed 2 Active Edit Enter

S i Dining and hall Dining o Active  Edit

I' s Kitchen Kitchen il Active Edit

X [ NE Lounge room Living o Active Edit

ir Oz Bathroom Bathroom o Active Edit

s Ma Rubbish Outside 0 Active  Edit

- | ) undry Laundry i] Active Edit
(  Add new zone Suspend zone Activate zone Delete zone M Previous | Next Page IE of

e L Ve
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4. Add your bedroom zone, giving it the next number. Complete the fields as required
and click By

The screen for you bedroom should like this:

fe a5

¢ ranartadnee, . Sl T T, _6iEET e sm TN L g b, e esiuiaten o T o

o
User nick name @ l:l Search Go Create new user 2 show floor plan @

5
\/_ Zones Rack rates
k)
-
b
y
)

Zone No (A
Zone Name™* [Bedroom 4 |@
3\" Zone Description® My room

' | Zone Type Large Single [«|@
'

Applicable Gender @

Allow Smoking O @

.| Recommended No. Of People @

To Maintain The Zone*
([Save]) Cancel

N et et W T i Lo B o ,.‘.r--m\f"""““\..-w\“/

=
\"““\‘\\,\*\,\- “NA ./

6. Now, X4 the bedroom to add your bed.

"l ..'3"‘_'; BEdrutrnd = el Ty g g T e =T T é' Y. TR S tnterl

L Bedroom 4 Large Single  Male Active Edit

_Mm@&g&e‘J*ﬁﬁgmd‘_gpﬂem '_&eii;a@_ggneJ Delete zone_,‘leJ,‘\ Brevisus, | Nest, Page wlofdl b

L ‘. S e
orvmiieg o . L L TEY SRR e
T e Search “Go| B Create new user

i Eﬂ s 40 floor p Pk e,

e
’, :
~
("’ Bed no. Bed room type Bed description Weekly rate Daily rate .!
4
'\ J Add new bed | ) Delete beds | Back| E
Ao

l R ey

‘*\_ A
LV J\'

F e o"v""u. et aaaheAe ““"‘
&

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 Y when finished.

D - . o I R T R T P

Bed No.*
Bed Description® My bed - large] single

'\.__, Bed room Type

- Large Single
{\.____ Special Bed Rates
o weekly
Y paily
.i'\-.:’ Cancel
( 3
Pl ann ....‘ ra..ml_. 3 t r*—\ S b b bt f“
ey S S S P RE— ' o~ 4
WTE
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9. When you’ve finished adding beds to a bedroom, your screen should look something
like this:

p

5.7 THE Dardfiei—s - -~ TAD ~  Cash batince ™ 7T TR INIGT T Bl e oday S R E T | R

User nick name (2 l:l Search Go Create new user @ shaw flaar plan @

Bed no. Bed room type Bed description Weekly rate Daily rate
Large Single My bed - large single S0.00 0.00 Edit

Add new bed Delete beds Back Previous | Next Page of 1

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

list.
T 3 e o A o e o i BTRGER SN o - T
A Minfmdng Deposit ahoant before Deactivation™ 150,00 2z 3 -
- 5
\’_ Period Before Booking Cancelled Without Payment (hrs)* @ ‘
) *
F House Captain
;\ Inspection Days* }
o S
5,
g J
o E.
o Saturday
p2. (Press Chrl + Cllck to select more than 1) /

"SR LT T T " il

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.

S o SRR | it L N L Ny o R
Welcome chris virtue My Waorkplace)] Change login | LogOut

My Home ﬁYou are living at Gorrilla Cage, Bed no 11, Your SWTE Smart Score is 1.09
My Tasks I
My Transactions Contract Ending 28/07/2006  Departure notice (2 Rent Dus $0.00 Excess Paid $ 0.00
My Rewards Living Since 07/06/2006  change bed 2 Discount Eligible 40,00 General Rewards 580,00

My Messages

L
i
~
¢
¢
B fi

If you ever want to get back to the stayer pages, just click the [EEYq link.

e e Ry e aren B i o PR RN

N

- e AR RS i P s pmeemr e el i ey

P S N - o S \
welcome chris virtue Wednesday, July 12, 2006 3:23 Png ot -,
My Workplace Money in $ 0.00 Cash In $ 0.00 Arrivals today 0  Total beds 23 (
My Tasks Money out $ 0,00 Cash out $ 0,00 Departures today 0  Empty beds 4/

IS T e B0 G BB N ti0000 T e T bl b o
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Appendix

Sample Floor Plan

1
i
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D cowplete Lo B
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Grid Paper

ROOM ZONES - (Number each zone)

1.

2.

SYMBOLS TO USE

=Double Bed _u

= Bunks

= Storage, lockers

cupboards etc

= Stairs

= Internet

Eénm ]

\_/ =Rubbish Bin

=Single Bed E Wm = Cook tops

SilEEER

Once complete fax to:

HOUSE: FLOOR:

APPROVED BY: SIGNATURE: DATE:

/

OPERATOR CODE: \— wOO OON omw

/

{ Please print name } { Floor Plan Design will cost $5 per room }

{ Floor Plan Design will cost $5 per room }
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