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Before We Begin
Welcome to the SWTE Start Training. This training program has been designed to make 

sure you get the most from your new SWTE system.

The training program is...

• self-paced — take your time and learn at times that suit you

• interactive — learn by practising

• authentic — practise using real situations on the real system

• modular — the training package is in short, manageable stand-alone topics

This booklet is for SWTE Start — the free, entry-level SWTE product. After you’ve been 

using the SWTE system for a while, you’ll probably want to upgrade to a product level 

with more functionality. If you do that, you’ll find that we have training booklets for 

each of the upgrade options.
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Introduction
You will have received an email advising you that your operation and one of your 

properties has been set up on the SWTE System. At SWTE, we apply a default set-up to 

all accommodators. What you will need to do throughout the training process is check 

through these default settings, noting any changes that you want to make.

We reckon the best way to get to know the system and how your settings will influence 

your operation is to pretend that you’re a stayer and book yourself a bed in your 

property and checking yourself into it. Along the way, you can see how the system set 

up information is presented to stayers.

Note anything that needs changing as you go. We’ll show how to change settings later. 

You might like to print screens as you proceed, so that you can record things you’d like 

to change. If you don’t a have a printer, that’s OK, use a notepad to take notes.

A quick word about accounts
You’re going to wear two hats while you work through this booklet. Firstly, you’re 

going to log on as an accommodator and “sell” yourself a bed as your first stayer and 

then log in again using your accommodator account and have a look at the system from 

a stayer’s perspective.

We get you to do this because everyone can only have one account on the SWTE 

system, uniquely identified by its SWTE name and email address. You can book any 

bed anywhere in the world on the SWTE system as a stayer through your one and only 

account, but you can only ever log into an accommodator’s system if you have been 

made a staff member of that accommodator’s setup. 

We have already created your account for you and made you a staff member with full 

administrator rights.

The best way to tell whether you are logged in the stayer or operator pages is that if 

your homepage is called “My Workplace”, then you’re logged in as an operator. If it is 

called “My Home”, then that’s the stayer pages.

Logged in as an accommodator Logged in as a stayer

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

SWTE accommodators are accommodation providers

SWTE stayers are stayers, tenants or occupants

SWTE name is your system user name that you use to log in to SWTE.
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Booking a Bed
The first thing for you to do is to log in as an accommodator and book yourself a bed in 

one of your properties pretending that you’re a stayer. 

What to do:

1. Log on into the system as a staff member using your SWTE name and password.

2. In the green bar near the top of the screen, type your SWTE name into the 

nickname field and click  Go .

3. At the bottom of the Account Details screen, click  Proceed to booking .

4. On the Bed list screen:

 • enter an end date for your stay – you can either type in the date or click  the 

calendar. 

 • click  Go 

 • after the list updates, click a bed
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5. The Confirm booking screen displays. Confirm the booking by accepting the Terms 

and conditions and then clicking  Confirm booking! 

6. A Booking confirmation message displays. Your bed is booked! An email has been 

sent to the stayer’s account confirming this. Check for your email – it should arrive 

very soon.

What’s next

So far, you’ve booked a bed as a stayer in your property. If you were a real stayer, you’d 

go back to where you’re staying and pack your stuff ready to move in on the date you 

chose. 

Next, we’ll process your arrival into your property and check you in.
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Arrivals
In the last procedure, you booked yourself a bed as if you were a stayer moving into 

your house. This time, you’re going to process your arrival.

Whenever you log in to SWTE, you can easily see if you have anyone arriving today by 

looking at the top of your workplace screen.

What to do:

1. Everything managing your stayers is under Manage Stayers, so click that now.

2. Click  Arrivals  today.

3. Click  Check In  next to the new stayer.

4. Check the contract end with the new stayer and click  Check In .
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5. That’s it – you’re in the house as your very first stayer on the SWTE system!

What’s next

Next, you’re going to log in to system as a stayer so that you see the system from their 

perspective as if they’re living in the house.
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The Lodger Pages
Through the rest of this book, we’ll look at the system from a stayer’s perspective so that 

you can show them how to use the system.

Log on to the system as a stayer, using your SWTE name and password.

This is what stayers see when they log on – their home page.

Viewing Transactions
Click  My Transactions .

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

• how much money they’ve paid in rent

• how much they’ve paid in fines

Your stayers can filter by date to keep track of their own affairs, instead of having to ask 

you.
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Viewing Rewards Transactions
My Rewards is a transaction balance sheet that shows all reward points earned and 

spent on discounts in the rewards program. If you upgrade from SWTE START and 

implement reward tasks, it will also show cash-back points earned doing reward tasks 

that have been converted into reward points.

Messages
Click  My Messages .

This is where stayers can send messages to housemates. They can send messages to an 

individual housemate, an entire room or the whole house, using a pre-loaded template 

or by creating a custom message to write a message from scratch.

The templates are designed to allow stayers to confront a housemate who may not be 

showing the enough respect or consideration to their fellow stayers without having to 

physically confront them. 

For example, someone may be known for continually leaving their dirty dishes on the 

sink. A stayer can send them the dirty dishes template which will not only let them know 

the impact it is having on the house dynamic but also that they are not getting away 

with it because their housemates are watching. It’s an effective measure that gets results 

as well as absorbing what would otherwise be a stress point amongst fellow stayers.

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. Make sure that Entire house is selected.

2. Click  Create new message .
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3. Select a template from the list. If you don’t want to use a template, select Custom 

Message. You can edit the subject and description if you wish. 

4. Edit the message if you wish and then click  Submit  to send

To send a message to a room or to people
Sending a message to room or to people is similar. Just remember to select the room 

or the people 

when writing the message.
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My Notices
Click  My Notices .

This is where stayers can see messages from management as well as automated 

messages from the system. They are helpful for when they 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  Delete   at the bottom of the screen.

Lodger profile
Click  My Profile .

This is where stayers can keep their details up to date. They can also post a resume if 

they’re job hunting, review their compatibility profile and find where their friends are.

Let’s look at My Profile first. If stayers are having trouble finding suitable houses, it might 

be because of their profile. Search results can be affected by:

• account type – if they have selected backpackers, they will not see houses where the 

accommodator does not want backpackers

• gender – many houses have beds that are designated either male or female to 

maintain a gender balance in the house. If a female stayer is wondering why she 

can’t get a bed in house that her friend has been able to, it might be because she has 

accidentally selected ‘male’.

Click  Edit 
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You can see that editing the various fields is pretty easy. They can even change their 

password here, too.

Now click the  My Resume  tab.

If stayers are looking for work, they can post a resume here. If they answer ‘yes’ to “Are 

you looking for a job?” jobs that match their primary skill set will be presented to them 

under the jobs menu.
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Click the  My Compatibility Profile  tab.

Stayers fill this in when they create an account. It is a series of questions to find out 

what their accommodation preferences are. They can come back to see how they 

answered the questions or to change their answers.

Account Self-Management
Click  My Administration .

This is probably the most import area that the stayers will use. This where they can:

• view and manage their contract

• request a bed change

• give their departure notice

• view their balance sheet and contract history

Remember that you can always get help by clicking this  on every screen.

It is worth considering upgrading if your policy is to provide stayers with easy access to 

the internet and demand that they all do their own administration on-line. You could 

effectively manage your entire business over the internet with the exception of carrying 

out inspections. All rents could be automatically paid by credit cards or direct debits on-

line, leaving you to just run the balance report at the end of the day to see it matches 

your bank statement.

Extending or shortening a contract term
Under Manage My Contract, stayers can see their current contract rates and end 

dates. If they want to extend or shorten their contract, they can do that here. If they are 

shortening their contract, there may be penalties. 

There are conditions that they have to agree to before they can alter their contract. 

These are preset by you, the accommodator.
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To extend or shorten a contract:

1. Click  Manage my contract .

2. Enter the new end date for the contract.

3. Click  Calculate .

4. The terms of the new contract are displayed. If they want to shorten their contract, 

they are warned here that they may have to pay a fine. To accept the terms,  

click  Proceed .

Notes:

i. When setting contracts in your operator settings you are asked to set a contract break 

fee as well as a contract pre-close fee. These settings will determine what charges 

stayers incur when they shorten an already committed to length of stay as well as 

the fee charged should they cancel the contract and leave. We will highlight these 

settings later.

ii. The system also ensures that if you preset a minimum departure notice of, for 

example seven days, it will ensure that you will always receive seven day’s rent from 

a stayer’s deposit should they break their contract and want to leave on the spot.
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Here’s an example. One of your stayers is on a one-month contract. He had stayed for 

two weeks and suddenly wanted to leave in two days time; so he goes into SWTE to 

change the contract. The system will automatically charge him the amount you set as 

the contract break fee plus seven days rent (being the minimum notice required). So, 

if he leaves in two days, he’s going to be charged the broken contract fee plus an  extra 

five days rent.

Changing beds
As with altering the contract terms, if stayers want to change beds, they have to agree 

to conditions that are preset by you, the accommodator. Bed changes are not automatic 

and must be approved by you before the change can take effect. Stayers receive 

approval or rejection by email and they must not change beds until the request has been 

approved.

To change beds:

1. Click  Change beds .

2. Agree to the conditions (one of them is “no” so that they have to read them).

3. Click  Continue . Continue does not display under they have agreed to the conditions.

4. Select a bed.

5. Click  Bed Change .
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6. The following message displays, warning them not to change beds until it has been 

approved.

Departure Notices
This is where stayers notify you that they intend to leave your house. When they 

submit their notice, they will receive a receipt number. If there any issues or confusions 

about the departure date, ask them for the receipt number. This can be found in the 

pending inspections list as the inspection number within stayer management in the 

system.

When giving the notice the system inserts the departure inspection time into the 

confirmation message. That way, stayers know when to have their bedroom cleaned, 

ensuring that the next stayer arrives in a clean place. They cannot expect a refund of 

their deposit until after the inspection.

They are reminded that if they are breaking their contract, they will be fined and the 

amount. They must agree to the penalties before being able to complete their departure 

notice.

They have to agree to some other things, too, such as whether they are going to be at 

the inspection, have someone represent them or not be there at all. If they cannot be at 

the inspection, they can nominate a fellow stayer to represent them so they can be sure 

it was fair and you can arrange for their deposit to be deposited into their bank account 

or onto their credit card.

If they can’t find a fellow stayer prepared to represent them at the time of the inspection 

and they cannot be their themselves, they have to agree to the inspection being held in 

their absence and they’ll have no choice but to accept the result if  you choose to fine 

them.

If they change their mind, they can revoke their departure notice as long as the bed has 

not been sold.
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Giving Departure Notice
To give a departure notice:

1. Click  Give notice .

2. Complete the departure survey.

3. Click  Submit 

4. Enter the departure date.

5. Either agree to be at the inspection, nominate a fellow stayer to represent you or 

acknowledge that the inspection results can’t be challenged.

6. Agree to the departure inspection rules. Note that the answer to one of them is “no” 

so that you’ll know they’ve read it.

7. Click  Submit .
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8. The departure notice displays with a receipt number.

Revoking a Departure Notice
To revoke a departure notice, provided the bed is still vacant (i.e. not sold):

1. Click  Give Notice .

2. Click the link to revoke the notice.

My Balance Sheet
By clicking  My Balance sheet , stayers can see:

• how much deposit they paid and how much of it is left

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

pay

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

• how much they’ve spent in cash backs, how much they’ve earned and the balance
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Contract History
Stayers can see how their contract has changed during their stay with you.

Communities
Click  Communities .

The leagues provides a way for stayers to compare their house with other houses in  the 

network. Basically, it ranks the houses according the level of community involvement. 

The houses that rank near the top are not necessarily the cleanest and tidiest, but are 

the ones where everyone gets involved and helps out. Cleanliness does count, and so do 

things like the pick up of reward tasks.

Three components contribute to the score:

i. Tidy house score 

ii. Dynamic house score

iii. SWTE Smart rating

We won’t into this any further here, because the scores are heavily determined by 

community task inspections and they’re not available in SWTE Start. We’ll talk more 

about these in the upgrade booklets.
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Find a home
Click  Find A Home .

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. If you want to book a view, you can click the  Add  button. If you want to find out 

more, you can click the  View floor plan  or the  View details and photos  button.  

Do that now – click  View details and photos .
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4. On this screen, potential stayers can access quite a lot of information about the 

house, such as who’s in it, where it sits in the House League, how the stayers 

answered the compatibility quiz and more.

 If you had stayed in this house before, you could book a bed without viewing it, but 

most potential stayers won’t, so they have to view. Enter a date that you’d like to 

view the house and then click the  Add  button

5. A pop-up message displays to inform them the house has been added to viewing list 

and that someone will contact them to confirm.

Your Viewing list is a list of all the places you have selected to. Encourage your stayers 

to spend some time viewing properties on-line first and then booking ahead to go and 

view them once they arrive at their next port of call. 

Viewed homes is a list of all the homes the stayer has viewed and been invited to book 

on-line by the accommodator.

Requests
If your stayers need to contact you, get them to do it via the system so that their 

requests are recorded. They can make requests without having to catch you. They can 

do it any time and receive a response on-line, ensuring that there are no disputes caused 

through mis-communication.

To make 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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Rewards Program
You can’t implement a rewards program under SWTE Start, but chances are you’ll have 

stayers who have lived in houses where such programs exist. This is where stayers can 

spend rewards points on discounted or free products. 

For your information, the reward program allows them to earn reward points by doing 

community tasks like cleaning and maintaining a common living area in homes that 

have them. If they pass, they earn points and if they fail, they loose points. Stayers  

monitor points earned, deducted and spent buying discounts under My rewards.

Reward programs are better for both you and your stayers. They can have cheaper rent 

and you can have lower costs.

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. Stayers just need to filter by product category 

and the city in which you are looking.

1. Click  Rewards .

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.
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5. Click  Redeem .

What’s Next?
We’ve had a look around the stayer pages and with any luck, you should have a fair 

idea of how the system works.

Next, we want you to work through the SWTE Start Accommodator Guide, which take you 

further into the system and show you the accommodator workplace pages.


