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Before We Begin

If you haven’t already done so, work through the SWTE Stayer Pages — Guide for
Accommodators booklet before starting with this one. The stayer pages booklet
provides a practical overview of how the system works where you get to book
yourelf into a bed and then see the system as if you were a stayer in your peoperty.

How This Book is Organised

In Introducing the Workplace Pages, we start by taking you on a tour of the
accommodators’ workplace pages. We show the various bits and pieces and what they
do. Then, in Using the System, we show you how to use them before moving on to what
you need to do before going live and wrapping up with a brief discussion of the upgrade
options.

Let’s get started!

Some SWTE Terms

You'll come across the following terms throughout the SWTE documentation:
SWTE accommodators are accommodation providers
SWTE stayers are lodgers, tenants or occupants

SWTE name is your system user name that you use to log in to SWTE.
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Introducing the Workplace Pages

My Workplace

Log on to the system as staff using your SWTE name and password.

This is what operators see when they log on — their workplace page.

. e S B S S TR e A
7 < Srared living that works, =77 ST RO

Welcome Larry Landlord Tuesday, September 12, 2006 3:20 PM | Change Login | Log uu?
My Workplace Maoney in & 0.00 Cash In 4 0.00 arrivals today 0 Total beds B %
My Tasks Money out $ 0.00 Cash out § 0.00 Departures today 0 Empty beds 2 J
My Messages
¥ 5 7 Total balance $ 0,00 Cash balance $ 0,00 Bed change today 0 Beds for sale 3

My Notices o
Process Requests User nick name @ l:l Search ﬂ Create new user Show floor plan {
Manage Stayers } .
Settings @SWTE s most wanted (
Sales Stayer Name (k] Reason 2] Home Bed Billing day Amount due Deposit )
Accounting Mellie Monkey Owes Fines  Bondi Beach view 5 $ 110.00 $140.00 Deposit passport
Support Larry Landlord Late Rent

Mellie Monkey Late Rent

Show More...

A

@Available task pool
Priority Description Category Home Due Date Due Time
Mo Available Tasks
Accept task! @ Show More...
Home | About Us | Terms and Conditions | Privacy Policy

= A b e, Y S e ko o . \‘rw..-HI" s .._A—---'-._‘I'\‘-.“,’"" A s i s Sl

On this page you can get a quick look at the state of play in your property. You can see
that the screen is in three parts:

e The grey section at the top is a summary of money in and out, the number of arrivals
and departures, and bed data.

e The green bar, which we’ll talk about later is on every screen and provides quick
access to all your stayers’ accounts.

e The blue section has items that require your attention:
e SWTE's most wanted has late rent, low deposit and fines owing etc.

e Available task pool shows a list of staff tasks that have not been picked up.
In SWTE Start, it’s usually departure inspections or maintenance tasks.

The Green Bar

The green bar is on every accommodator screen. It provides easy access to stayer
accounts and the floor plan. You can also create a new account for a stayer here.

It also has a search function. If you don’t know a stayer’s SWTE name, you can type
their first name in the text field and click search.

e ARTEREE T st Crtort Darah B8 AR 58 Tt T

.

=] i 3
Teare-TBEds. e TR B

&

% Usernickname( s ]search Go [ Create new user |0 show floor plan 24
. mw

We’ll have another look at the green bar later. For now, we’ll work our way down the
menus.
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My Tasks

There are two parts to this screen.
(a) Daily tasks — these have to be rolled out every day and responsibility taken for
(b) Reminders — these are not accountable, but should be done.

In SWTE Start, tasks are system-generated tasks that come from your stayers that are
approved first. If you take one of the upgrade options, you can have staff accounts and
allocate these task to your staff members to deal with.

gAY g i BT v el L i . e
"y Tk T T MEE in S aaiidis 0.4 LR 000 7 AR A e g T e T A e e T T
My Tasks Money out $ 0.00 Cash out 4 0.00 Departures today 0  Empty beds 2‘]
My Messages H
¥ 4 J Total balance $ 0,00 Cash balance $ 0,00 Bed change today 0 Beds for sale 34
My Motices »
Process Requests User nick name [ lsearch o create new user |12 Show flaor plan E}
Manage Stayers r
; My tasks 2
Settings -
sales Description Location Due Date Time Reminders
Accounting [T Departure inspection Bondi Beach view 09/0%/2006 04:05 PM Mo daily tasks found.
Support Perform departure inspection for Bed number in e @
T Departure inspection Bondi Beach wiew 10/09/2006 10:00 AM
Performn departure inspection for Bed number 2 in Bondi Beach view
Roll out tasks ‘ Print daily worksheet ‘@
el ‘"‘"-‘.—»---’\ g e LT SO NN '".\-._wf"“\\‘ e & N adt F A '(\
- T

My Messages

You can see that the messages page is pretty much the same as on the stayer pages with
a couple of exceptions

e you can send messages to staff

e you can see how many messages your stayers send and receive in the message log.

T Tog T T e ot e p T g, T § 000 “Depattiirgs taday 0 Y Empw beas T T 0
My M .
¥ E‘;-SﬂgES Total balance $ 0.00 Cash balance 4 0.00 Bed change today 0  Beds for sale 3%
My Motices b
Process Requests User nick name I:l Search Go Create new user @ show floor plan @y
4

Manage Stayers
Settings )

Sales @My messages
Accounting - From Date Message y

My messages @ Wiew Message log 3

Support
| monkey 387 09/09/2006 I have heard that your room may require room service, unfortunately their @ reply®,
are no maids working in this house ¥ Have you not noticed 7 o
Delete Checked Message Previous | Next Page m of 1}
- P
K'\)Create new message F
Select a house IBUndl Beach view ;I @
Post To @ Entire House ¢ Rooms © Peop\@aﬁ‘

Create new message

""‘"P\.“ﬁ R e —ar N\'\vv“‘\“”‘ - e aa*'""*d\t\qﬂrr‘*"mw-«u-‘ A A g e fﬁl

My Notices

SWTE

This works in exactly the same way as it does in the stayer pages. Refer to the stayer
pages for more information.
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Process Requests

This is where you get to enjoy the new level of control SWTE brings to your business.
All of the needs and wants from your stayers flow through this approval portal. When
processing requests, you can then assign a task to yourself and it'll be added to your task
list. As you grow your business and acquire staff, you will be able to allocate tasks to
them.

R -

- T AR T PSS A e TN ', 17y R GRS VP o) T N R Ry (-l o L o
T Tasks Mone’y S i $ 0.00 Cash out $ Ui Departures today - 07 Empty beds™ "0 B
My Mes.saqes Total balance $ 0,00 Cash balance $ 0,00 Bed change today 0 Beds for sale 3
My Notices
Progess Requssts el || D shon o e D
Manage Stayers o

ek ¥ Process Requests |2
Settings .
cales Request Type Home Requested by Date Subject
Accounting Maintenance Bondi Beach view  Mellie Monkey 1z/09/2006  Shower rail fallen down Process.
Support %,
E T’"“ Ao, LY o A, SN iy, "'\_ "_f-,__. =4 el P -?-\[\"'H' i T L ,aa*"")\“‘

When you approve or reject a request, the requester receives a message notifying them
of the outcome.

Manage Stayers

Everything to do with managing your stayers happens under Manage Stayers.

= 2 N‘dﬂ\:.‘, A e v v ‘__,H-"’ = _;"‘ oot sl s At e g e e O A O it ki il g L Y "
Process Requests User nick name 12 [ search o : Create new user |12 shaw floor plan (2
Mﬂl‘l:il]E Stayers Current tenants list  Adjust beds  Arrivals today Pending Departures  SWTE's most wanted ’
Settings i
Sales Current tenants list @ )
Accounting Cantract type I all Contract Types =] House I All Houses {
Support Stayer Name House Bed Period MNationality (
Larry Landlord Bondi Beach view 1 09/09/2006 - 06/10/2006 ?

Contract type : Casual @ $ 140.00 Referral By : Warl and Travel
Nellie Monkey Bondi Beach view 3 0940942006 - 04/10/2008
Contract type : Standard @ $ 250.00 Referral By : AIFS

Total no. of occupants : 2 j
Home | About Us | Terms and Conditions | Privacy Policy 1

L

e s gl LRGN SRR N g N P i g, '_."\f\/~ A‘-\____/»‘Vk.f'"‘\..

There’s quite a lot of functionality here. Let’s look at what happens under the links:

e Current tenants list gives a list of who'’s in your house, their contract period, rent
and who referred them.

¢ Adjust beds allows you to move a stayer from one bed to another without them
having to put in a change bed request.

¢ Pending Departures is a list of stayers who have submitted their notice. You can
check them out from this screen.

e SWTE's most wanted - is an active list of people who owe you money or could do
so very soon if not seen to.

You can deal with individual stayers by typing their SWTE name into the box on the
green bar. Try typing your SWTE name and clicking the Go button.

" -,

e . fads B [ _

__\,[ Al e R T «’ée?c’ha—ﬁaé‘iuaﬁrﬁ? e,
J User nick name (2 [rmonkeyasd] | search ﬂ Create
4"‘}2 Current tenants list  adjust beds  Arrivals today  Pending Departures  SWTE's most wanted "p

L Current tenants list @
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You should see something like this:

R = - %) i
4 M étalbalantue v~ ¢ 0,00 < CHER bEante ST 000 S BEL, g eadBY

T e s Far Sala ST o
'

e User nick name @ l:l Search Go Create new user Show floor plan %

Stayer Details

.\\:.’ Name Mellie Mankey Home Bondi Beach view, Bed no. 3
\‘} Billing cycle Saturday Date of arrival 09/09/2006 Expiry date 04/10/2006 '
¢ g Mobile no. 0912345678 Contract type Standard Status Stayer - Departing ‘.
s( Total Fine 4 110.00 Cash backs 4 0,00 Rewards 0.0
\> Account details  Pay rent  Manage Contract Swap beds  Give notice  Check out  Transactions
'\ Adjust rent  Contract History }
3 '
l;_-f' First name Mellie Last name Monkey
3 Account type Working Traveller (2

Permanent address 937 Coconut Tree
\"-, City Monkeys Forest State Gld

Country Australia Postcode

{\ Passport no 987582 Gender Female @
i Contact no 0912345675 Email address nellis@mailinator, com k&)
; Show contact details Mo
\ Referral by arrs @
Username rmonkey987 @
".\: Reset Password | Proceed to booking House viewing list | @

gy

g IS

Pt T

"y

R T

Of course you can do this from any screen within the staff pages. Most of the tasks here,
stayers can perform for themselves under My Administration in their pages.

A quick rundown on what you can do here:

e Account details allows you to edit their details, reset their password if they’ve
forgotten it and book them in

e Pay rent is where you can take money off them and issue receipts.

e Manage Contract is where you alter the length of a stayer’s contract. They can do
that themselves.

e Swap beds is where you can allow stayers to swap beds.

¢ Under Give notice, you can submit a departure notice on their behalf

e Check stayers out

e View all the Transactions for the stayer, filtered by date.

e Adjust rent

e View their contract history.
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Settings

This is where you control your bed rates. If you choose to upgrade later on, you can
control all the settings for your houses and business logic.

<o = ""‘w“--“l'utac'uréTaT'fc'Eh"‘/‘ A x-o«ﬂlﬁ‘u—-"—\:é’sh.'bafah gt e 0T e ._ﬂsuchdnge tudry T T rUr o amaT
Mv Nutlces i
Process Requests User nick narne (2 I:l Search G0 Create new user |2 show floor plan @(
Man.age Stayers Contract types  Setup houses  all House rates
Settings
Sales GContract type:
Accounting Booking type Contract period Deposit amount Billing
Support Casual 1to29 4 250,00 weelkly Edit
Standard 30 to0 365 $ 250,00 Weekly Edit
Mew Contract Type Previous | Next Page |1 -I of 1
Home | About Us | Terms and Conditions | Privacy Policy
| e -, e
RIRRET RN NN U o ,m..»te - e A et S w_‘/ -, _,\*"\ / \,_‘_\ o A I"~“-_AI’“\.’;

Sales

You've already seen how the sales process works. This section allows you monitor your
sales, the status of your beds and viewing lists.

P i) o P s P a A G R S Y e et et AR et e
o 'U's’é'F.-ﬁfc'L/namé'k'ﬂm"—r. ; ade R YT Create few user =712 sheid floor Pl
Sales Register Wiewing list Bed status ?

sales Register @ .
Ref. Ma. ookt Filter by Home -
[ | From [o5/09/2006 | To [12/09/2008 | |all =l JallHouse B = )
Ref. No. Booking Date Check In Date Customer Name Home Bed Status }
1952 08/09/2006  09/09/2006  Larry Landlord Eiz':vdi Beach Paid
1954 09/09/2006 Fred Monkey Ei%':vdi Beach Paid rescheduls
1955 09/09/2006  09/09/2006  Fred Mankey E.%T.\,di Beach Paid
1960 11/09/2006 chris virtue ?g:\‘di B of Faid reschedule
1956 09/09/2006  09/09/2006  Nellie Monkey Eiﬂfi BaEth 4 Paid

Horne | Abo Lls | Terms and Conditions | Privacy Pollcy

v, ol e anl P At - R Ty NI i PSR B o --—»umd___,....,,“‘_.*'\. r.h'mj"“" e

Accounting

Here, you can see where your money’s coming from and where it’s going. You can
access a series of useful reports, view invoices, and set up a direct debit authority.

et 22T R Y FRas - e PO 3, A P  — ot
-, W Ry R R R A ST e et T £ ST O 3
F‘rnce?g'ﬂequests User nick name (21 Search Go Grgatenew USEF @ Show flaor plé..
3
Man:age Stayers Balance report  Bed nights report  Transactions report  SWTE Invoices  Direct Debit Authaority
Settings
Sales Balance report @ Printable view
Accounting ¥ ¥
House | All Houses | From [05/09/2008 E—E To [L2/09/2006 E—E GQH
Support y
Cash balance st coB $0 ] card Balance atcoB [0 ] Change f
Average Rate Per Person Average Rate Per Bed Total Security Deposit d
z10.00 70.00 So0.00 (
Account Code Account Description In Out Balance
B RENT PAYMENT $ 1340.00 4 0.00 $1340.00

3 KEY DEPOSIT 4 1250,00 4 1500.00 4 -250,
e el s G, RO oAt $OD o DU 4
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Support

This where
time to get

you come for training manuals and to upgrade your SWTE licence when it’s
something with a bit more grunt.

R : A= ¢
R A B A e e, Wt W i b SALOOT . W B RS e W
Process Requests User nick fame 2 I:l Search Go Create new user 2 Shaw floor plan Lo
Man:age Stayers Product Upgrade  Start training  Operator Terms f
Settings d o
Sales Product Upgrade
Accounting Current Licence
Support Current product SWTE "Start"
Current term 11/09/2006 to 01/01/2007
Search engine listing Tes, Please list my vacancies
Licensed beds 1 3
Current licence fee (Paid) % 0.00 }
Licence anniversary (dus) 01/01/2007
Licence upgrade request
Search engine listing & Yes, please list my vacancies
o No, do not list my vacancies
Licenced beds
{Mote: Licenced beds determine how many beds you are able to setup on your system)
Available products & SWTE "Start" ' SWTE "landlord” ' SWTE "Home" ' SWTE "pra®
Proceed
casnn - , -~ o
R o P S S e NP NP NP T Tav e P
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Using the System

Now that we’ve had a tour of the system, let’s look at how to use it.

Managing Stayers

Creating a New Stayer Account

1. Click on the Green Bar.

F Senitisn 4 e ,.
mm L ) 3 et P - s

$ 6’64 29 Cash Daﬁ'n‘c‘e’ T 4 Rawe T BEd thange today 077 Beds for sale g

| search ﬂ

Create new user |@ Show floor plan B

2. Complete all the relevant fields on the Account details screen. What is entered will
influence the results they get from the search engines, so make sure it is accurate.

3. Click B3 when finished.
Finding an Existing Stayer’s Account

1. If you know the stayer’s SWTE name, type it in the box in the green bar and go to
step 4. If you don’t know, type their first name in the box.

2. Click BB A list of matching user names display. Scroll down to the one you
want and click on it.

~_atal Balsnde™ " g ot ”-“'__“_f_nw.,ﬂce e auritia spon. i IL

__/

: User nick name 12 4C]monkey ) ! Search ,'I-G'I'l
’

- SWTE's most wanted [ n—/
- P e S WS e Homee— B illig

3. With the stayer’s user name now in the box, click [

The stayer’s account details displays.

Booking a Stayer into a Bed

1. Locate the stayer’s account.

PO Proceed to booking §

. - % S N L WG
o
i

J_,_errral by Work and Travel (2

: Username monkeyz2z2 @

Edit Reset Password
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3. Select the house.
4. Select the estimated contract period and click [ to update.
5. Click the bed to book.

e e

_.-—rtl::!fiUr»\_aaefmn-d--"lira"' Pl P U SR e Tty SRR i SEIILER R Yot

Bed list @

Jext

= . 4
Page |L|:j of 1)

- Zon%‘; Room type Weekly bed rate Daily bed rate Date available
‘i [ Gorrilla Cage - 31 Y Twin Share $ 150,00 §2¥43 07/06/2006

ik Spec f

.| ** This bed is not available for the selected contract duration of 51 Days. 2
T *** Bopking can't be made for later than 7 days from the date the bed is available. @

2

Y P P N ST

6. If you're taking the deposit, select the payment method; otherwise select No for
Payment received. Note that you can override the rate and deposit amounts if you
need to.

7. Explain your terms and conditions of stay to the stayer and then click the (¥
radio button. It is a good idea to have a copy of your terms and conditions for them
to sign.

ANOIdY Confirm booking |

e X L e '_Wér'(_‘/;"\.-.

e

| Payment received

For cases where payment not rece

‘ House Name Bed MNo. Name of guest Operating Hours Available
| Gorrilla Cage 31 Melinda 9-11 07/06/2006
%,
’{: Contract period From [08/06/2006 |T0 [28/07/2006 | [ Rrecalculate |
"-'-‘. Bed rates (Weskly, Daily) $[150.0 | $[z143 | J
o g Deposit amount (Refundable) & (2500 Recalculate ‘ .3
\?\_ Deposit paid {waiting list) $£0.0 }
: k Length of contract 51 Days 4 s
\. Total rent for contract term & 1092.86 #
'!\_ Mon-refundable ancillary charges § 0.00
ﬂ} Total rent + Deposit $1342.86 '
{’ (Dl:;lgpgzi\v:)to secure booking ‘}
'-{\) Mode of payment 6 {
&

4 e will hold your booking for a period of 72 hours. If we do not receive your payrment of §$ 250,00 at the end of that period we will have .
’1 to release your booking,

Z| Terms and conditions

N

)", The Operatars of this accommodation grants to the Resident the licence to occupy their premises upon terms and conditions |~
o | |hereinafter set forth: =
i [Electronic &cceptancs
] [The resident acknowledges that upon becoming a reetgmised member of this house they are provided their own !V

_.'@ccept " Da not accept

; By Clicking on the confirm button below, you agree to accept the Terms and Conditions
b and refundable charge of: 250.0

You pay the Balance of $ 150,00 on arrival at the hostel,

That’s it. They will be listed on your arrivals list within Manage stayers.
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Cancelling a Booking
1. Click B} in the left hand menu.
A list of bookings that are pending payment (i.e. unconfirmed) is displayed.

2. Click the reference number of the booking to cancel.

o -y wfdt T P s ol i L
R ST 1\ (1. LY ,.’j i O il A W S I i W i =y
Manage Stayers Tsér nick name [2) [ ]sssreh Ge Create new user [ show floor plan (2
NDtIFe Board Zales Register Yiewing list Bed status
Settings LY
Sales sales Register @ :
Accounting b Tyeie Filter b Horme
Support | From [onerenve | L] o [Eosoeszone ] Pending Payment =] |All House =] G0
Booking Date Check In Date Customer Name Home Bed Status
30/08/2006 Micky Monkey Johnstan & Pending Payrent
ksl an . i en o s — - o
it B N a7 Y Ty I

3. Click (BTN
Arriving Stayers

IANEIUY Manage Stayers |

2. Click [T

3. Chckm

"F"rul:éss Requests T o (Y= S G g N o - PSP ) ..hangr e [ PP
Manage Stayers User nick name @ [ search g Create new user [[@ show floor Dlan @,
NntiFE Board Adjust hedurrent tenants list  Compatibility statistics Contracts ending  MNominate a stayer
::f::gs Pending Departures  SWTE's most wanted ’
Accounting Arrivals today @ A
RupRAr: From Date [23/08/2006 |To [30/08/2006 \ Gal
Name Stayer Id Home Bed Booked date Arrival date
Fred Monkey 1690 Johnston 5 3040872006 30/08/2006
PV TR S I o N S e

4. Confirm the details on the screen and click (S dL-
5. That’s it. Hand them the keys; show them to their room.

Accepting Rent Payments
To enter a rent payment from a late payer:

1. In SWTE’s most wanted, click Late Rent next to the stayer’s name. The rent payment
screen will display.

e P T e ‘*‘-"”"""‘-., i __“_’.-"*"'.ﬂ‘._,.-’" . 52 ,,r'u” it o t_’,,,,.—"dh.-e‘s G
My Wurkplace i e \‘$ 1404300 Cash In T $1amdz0n
My Messagies Maney out $ 840,00 Cash out § 840,00 y
r:D:I;St;C:unests Taotal balance $ 13203.00 Cash balance $ 13203.00 'bu___
Manage Stayers User nick name (2] | | Search ﬂ (
zen:;;::glznard SWTE's most wanted @ )
Sales Stayer Name ] ReasD Home Bed Bi}
Accounting Micky Monkey Late Rent A
Support Michelle Monkesy Late Rent /
christopher rmonkey Late Rent (

RN e =y P N —
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2. Type in the amount received.
3. Select the payment method.
CINEINY submit Payment §

Bedbillinn smtedbtites. = ddococcn. | . ssesessstiscco NSNS i

_-:"'Il:ontract Deposit 4 250.00 Rent period due 08/06/2006 - 15/06/2006
Contract liability $1307.15 Amount due $ 150.00

{J Amount paid $ 300.00 Partially paid $ 0.00
“.| Contract owing $ 1007.15 Outstanding $ 150.00

4. Rent paid till 07/06/2006
! Wiew history of payments made

i Dutstanding rent Due date Latest payable by Late rent fine
= 4 150,00 08/06/ 2006 09/06/2006 4 0.00

-:_ Total discount on payment T 3 4
(J Cash received 2 Type Subrmit payment
: ~.Mote

] :- Fine armounts will bem—.t-jeducted frorm deposit armount,

To enter an on-time or early payment:

1. Locate the stayer’s account.
2. On the Account holder screen, dick [T aaaad

Figae . - .. g o 2 P
S - A Bty i, g R e \ e e
i E P

e +
User nick narme 2 | | search ﬂ Create new user |@' S

Account holder
Name Michelle Monkey Home &
Billing cycle Thursday Date of arrival 24/08/2006 Expiry date 25;*09;

Johnston, Bed no. 4

4/ Maobile no. 789456123 Contract type Standard Status Stayer’
‘,) Total Fine $ 10.00 Cash backs 4 0.00 Rewards 20.0 ,
&

:_;" Account details @ Manage Contract  Swap beds  Top up deposit  Pay off fines  Give notice

B

~=heck out ransactions }djust rent  Contract Higter\,r : R g
e N '-\\_"'\_“"“'" e N N o SN “‘“‘*‘-\_ !uf'-.f' RN

3. Type in the amount received.

4. Select the payment method.

RGN 5 iomit payment
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Departing Stayers

1. Locate the stayer’s account

PRGN Give notice |

v ERESIRY. o D kil T TR e Bt pes e O30% e
4 Maobile no. 0423 110 242 ON YARIABLE RATE Status ) Staver
| Total Fine 4 100.00 Cash backs $ 0,00 Rewards S00.0

‘:
3 ¢
| Account details  Pay rent  Manage Contract Swap beds  Top up deposit  Pay off fines (

“. Check out Transactions  Adjustrent Contract History

 Account details W

Y \_\ “‘ _...'q.‘——. A “_‘.\ u,\ﬁ_,‘-\‘.’_f‘ b ....,,..f"\_-r«*' ~ P '-_,_l_.’---\’h“‘\.,/\-.\ ____,‘“‘-n _ “,_f' ._..\.-M."

3. Enter the departure date.

4. click BT

Ry LR

; Nerps s e E s . %
Sten s srceancalistory A s L

-

Departure notice

NN

Your current contract is coming to a close on 19/05/2006. A notice of 7 days is
%, Please enter the date on which you want to leave the house below,

b If the date you enter is later than 19/05/2006, your contract will be automatical
i If you enter a date earlier than 19/05/2006, you will be charged a Contract br
Please issue notice only if you are really intending to leave. Once we receive
not be able to stay longer aneey d is sold.

:
{

TN N as e

= —
o g-astiome Jabout Us pTef%nd Ganditions |

Noamasbs

An acknowledgement of the notice is displayed. Make sure that the stayer knows to
keep the reference number.

5. This bed will automatically become listed within the SWTE search engines for
thousands of SWTE members to see and then book to view it.

Note: Your stayers can give departure notice for themselves on-line. Once submitted
they will be listed under pending inspections for the day they depart

They would have to agree to the following terms before they can submit a departure

notice:

e I will arrange a departure inspection time with my accommodation provider.

e I will present my bedroom clean and clear of my belongings at my departure
inspection.

¢ I will present the common living areas of the property to a standard requested by my
accommodation provider.

e T accept that my deposit will be refunded after my departure inspection is deemed
satisfactory by my accommodation provider.

SWTE Start Accommodator Guide 13



Checking Stayers Out
To see a list of inspections due:
IAN@IUN Manage Stayers |
2. Click ETTFEITEImE. A list of all the departures pending is displayed.

e —

A L e P N P e e -,-“-__-"”/ 'Eé\ wp ke e o
Frul:ess Requests R User nick name @ Iil Search Go Create new user @ Show floar plan D
Manage Stayers Current tenants list  Adjust beds  Arrivals tada SWTE < most wanted

Settings

Sales Pending Departures IS All Houses

Accounting Name Stayer Id Home Bed Booked date Departure date

Support Hellie Monkey 1956

Bondi Beach view 3 09/09/2006 04/10/2006 Check Out

Haore | About Us | Terms and Condltlons | Prwacy PU|ICY ﬁ
. PR T T R R e L W e T D ST oo TONGEUENY ST sune g

To check a stayer out after you've completed your inspection:

1. Click next to the stayer’s name.

i greten = T ARG e AR BETANTe v o D~ oot CimaTrge wddd, L e [y E
» _,al o i} 33407 by $0.00 ada, 4B d,/
!
o [— @ e o | cCreate new user  [[Z show floor plan @j
_,--I Current tenants list  Adjust beds  Arrivals today  Pending Departures  SWTE's most wanted
° Pending Departures (2 GIVEY) All Houses
\'J", Name Stayer Id Home Bed Booked date Departure date
’\ Mellie Monkey 1956 Bondi Beach view 3 09/09/2006 04/10/2006
i\
13
J
...-/
¢-_n,\ . Home | About Us | Terms and Condltlons | Privacy Policy ‘_/
Vo ATt s M e s i gt i, W P B o B

2. The total balance and how it is made up is shown. All the fields with boxes around
them are editable, so you can make adjustments if you need to.

Note: If the total balance figure is negative, it means that the stayer owes you money.

3. If they haven’t passed the inspection and you want to fine them or charge them for
damages, type the amount in the Other charges field. Click if you do.

4. Tf you need to collect any cash from them, don’t forget the payment method.

Click m when finished.

INa'a'rﬁe‘f_../ AN e i B e e ""'x_,_."/rl-\l’ﬁ’w{é oo, Tl TS b e b
/."JBiIIing cycle Saturday Date of arrival 0370972006 EHDII’Y date 04/10/2006
!::. Mobile no. 0912345675 Contract type Standard Status Staver - Departing
\' Total Fine $ 110.00 Cash backs $ 0.00 Rewards 0.0

i ¥ Account details FPay rent Manage Contract  Swap beds  Give notice  Check out  Transactions
Adjust rent  Contract History
Check out Balance sheet

A ;
i Deposit Paid $ 250.0 Deposit Balance $|250.0

4 7 7
2 Rent Payable 4 1000.0 Rent Paid 0.0 Rent Balance $|-1000.00

\‘_‘_ - Fines charged $110.0 Fines Paid $0.0

. Other charges $[0.0 | Charges Balance $[-110.00 g
7] cash backs spent $ 070 Cash backs earnt $0.0 Cash backs Balance $

.-.-_’. 3 4 Total Balance 2 $-ge0.00
“‘1 \ Payrent type ICASH vl

Recalculate |

il . - a«..*"“‘" e r '\"*._4 f’"‘ . . g _“-\m, £ \._,'_'"-.\_.,,...-_o—o..\

Grab the keys from them and show them the door. They will receive a “goodbye” email
and you can then arrive your incoming stayer.

SWTE
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All About Sales
Checking the Viewing list

To check the viewing list:
1. Click B8] in the left menu.

PARIEN, Viewing List §

e W AT e L AREEEERE T p e e S S e, o

viewing list Bl

2
2 - 4
- Select house @ | All House !:i #
i | L
4 From Date [15/05/2006 | [132] To Date [15/05/2008 ,
r isitor Name Telephone e-Mail Houses ¥iewing Date ngrE .
4 .
\F"( Jjrnrny M By 4321245 jimmy@rmailinator.com Monkey cage 15/05/2006 0.0 (
E Remakks [Mice bloke ) | Reschedule for l:l 1_}.
é‘.. Michelle Mo 89456123 cvlists@inhouse,.com.au Mankey cage 15/05/2006 0.0 i
L. : | 2
Rermarks [well presented, friendly Reschedule for EE
j e
j"'} | Billy Monkey 75351595 cvlists@inhouse.com.au Mankey cage 15/05/2006 0.0 f
‘( Remarks |\.-'ery aggro, wouldn't fit in | Reschedule for l:l I.?
-
- Merril Mankey AE3IET4LE cvlists@inhouse.com.au Mankey cage 15/05/2006 0.0
%
5 it shy, but should-be-Qu] | Reschedule for |:|
[" Save Comments Mark as viewed Reschedule Delete ;

.,
e e B R

T . P

The is a list of people (and their contact details) who have seen your property listed
within the search engine and have booked to come and view it. They will be coming
to your address at the times you put on your SWTE Start form. It’s a good idea to call
them to confirm.

3. As you confirm that they are welcome to book a bed in your property, mark them
as “Viewed”. You can add useful comments about each prospective stayer for your
records or a follow up call:

(a) Make sure the box next to the stayer is ticked.

(b) Type your comment.

RIS viarc 25 viewed

Note: Stayers who you do not mark as viewed will not be able to book a bed in your
place. The “marked as viewed” function is your security to ensure that people cannot
book into your house without you welcoming them.

What happens next?

You have two choices:

i. Book them into your bed yourself by finding the stayers account and book them
directly into an available bed.

ii. Marked off the stayer as “viewed”, then instruct them book your available bed

themselves on-line once they decide they want to move in. They can do this from
their own SWTE stayer account.

If you accept on-line payments, stayers can make their booking and pay their deposit on-
line to confirm. After they have done that, they will be on your arrivals list for that day.

SWTE Start Accommodator Guide 15



Confirming Bookings

If a stayer has booked a bed on-line and you don’t accept on-line payments, they have
24 hours to pay you directly to confirm the booking before it is automatically cancelled.
The stayer will have received a reference number when they book. Get that number off
them. All bookings that are pending payment are listed under Sales.

To confirm a booking, pending payment:
1. Click BB} in the left-hand menu.
2. Click the booking Ref No.

-'Jl\'mlfug..-—_,._&'b‘,._ AR A )Ué'él\'_;F(‘Fiénﬁ‘t.,...-,-\,_, 2 IR iR moin. g""_L"V' '§'é‘a"réﬁ"'E|'~-z---/'._' P / CFaate- et 'éﬁ-\.g\ )‘Eu‘ﬁ[u\'\_
Matice Board Sales Register Viewing list Bed status &
Settings A
sales Sales Register @

Accounting Bockingidsts Filter b Home
Support From [30/08/2008 \To [30/08/2006 | [Pending Payment =] [allHouse =] &af

Booking Date Check In Date Customer Name Home Bed Status

30/08/2006 Billy Monkey Qxford 1 Pending Payrment

P R g e I N N N Y T N

3. The amount to collect is shown.

4. Choose the payment method from the drop-down list.

bAN@itd'd Confirm Booking §

———

}) Home Monkey cage Bed No, 21

* . Request Number 1596

.‘_..-"; Customer Name Michelle Monkey
\': Booked for 17/05/2006 on 17/05/2006

“| check In Date

=

.\j; Check Out Date

/,J"I Deposit payable 4 250,00
\‘Q Deposit paid 4 0.00
“| Ancillary charges $ 0,00
\ri Balance payable $ 250,00

b Deposit payable 3 $(250.00

‘| Booking Status gyment and its an Active Booking

S T ¥ WV WEE T ¥ Y

;"| Payment Mode
L

| Cancel Booking Cancel
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Accounting

Click the Accounting link for accommodation, transaction and balance reports, and
bed-nights report. You can also view security deposits held, revoke fines and register for
on-line payments.

We won't go through everything here, because it’s pretty straight-forward.

The bed-nights report lists all bed-nights for your property for accounts created by you
(i.e. operator bed-nights) and all bed-nights by existing SWTE accounts holders (i.e.
enterprise bed-nights). Use this report to reconcile your SWTE invoice.

To run the bed nights report:

1. Click [T then TG 04

2. Select the houses that you want to view.

3. Select the range of dates.

4. click [ 23

e i sis s R R S _ s e B LI
;v:°"'(k'\..‘-=' et Maney e T T oY gman Ccashin” T T dad o dtcnay T T Totalmeas T mE
y Tasks
My Messages Money out $ 0,00 Cash out $ 0,00 Departures today 0 Empty beds z '
My Notices Total balance $ 0.00 Cash balance $ 0.00 Bed change today 0 Beds for sale 3l %
Process Requests e s meme l:l Search E Creste new user  |[@ Show foor plan @r
Manage Stayers |
Settings Balance repo Bed nights report ransactions report  SWTE Invoices Direct Debit Authority o
Sales ST
fcconating Bed Nights Report
Support House [All houses -1 Start Date [01/06/2006 End Date [31/08/2006 Gol

Harne | about Us | Terms and Conditions | Privacy Palicy /

R it N PO S P A AL

5. A brief report displays. To see more detail about a particular house,
click [T EI The details display in a new window.

G B . . e ros x
- o v - S T iy Tally " P
[ifet. owun.. dFlef o Thg o N s s T e

Bl Bed Nights Report

House |All houses vl Start Date End Date E

House Enterprise bed nights Rate Total

Oxford 20 1.00 20.00
Johnston 31 1.00 31.00 Click for details
The Ranch 1} 1.00 0.00 Click for details

Horne | About Us | Terms and Conditions | Priyacy, Policy
Tome® 25 ) Gl

Y SN T (L Y L S Y

- A A Bonaen i BN o

On the first day of each month, you will be invoiced a small booking fee per enterprise
bed-night for the previous month. Your SWTE invoice will be listed in your accounting
pages on the first day of each month.

You can pay the invoice by credit card using our on-line credit card facility within the
SWTE application or by direct deposit into our bank account by filling out a direct debit
authorization form within your accounting pages.
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System Set-up

Throughout the settings pages, there is help everywhere. Rather than 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 the looks like this: [2). 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.

And don't forget, you can always get help from your SWTE {facilitator.

Managing Contracts and Rates

To edit an existing contract or add a new one:

IO settings }
RSN Contract types |

3. To add a new contract, click [JEVKLINIE R 5). To edit an existing contract,
click 3

e T

v s ;.,' 4 e A=t mn e amfgemenen, PO g i | smosn  gEm S sees .
Manage Stayerst <~ \'”"/Llser nick narme e b Sl wedrch GO i R Createrfiew user L Sho e plan L -
N"t'_EE Board Contract types »Setup houses  All House rates »
Settings :
sales Contract types .
Accounting Booking type Contract period Deposit amount Billing
Support Standard 28 to 365 $ 300,00 Weekl
New Contract Type D ‘— 3 Previous | Next Page |t =| of 1

I — o Abgut Us | Terms and Canditions | Privacy Palicy o es . " L f

s Tr . .*HJV-ﬂﬂmal e - - N e T SO
o R & ¥

4. Everything you need to know about the contract is in the help pop-ups. Click the
question marks “~ next to the fields and read the instructions/explanations so you
fully understand the consequences of any changes before you make any.

To edit or add your bed type rack rates:

IO settings |
SRS i house rates |

3. To edit an existing rate, click Edit. To add a new one, click Add new rack rates.

- . - ; . R
B T I L T S o R e W= S . o

Manage Stayers User nick name . l:l Search Go Create new user @ Show floor plan B9,

i -
NDtIFe Board Contract types  Setup houses € All House rates
Settings — eor— (
Sales | house rates
Accounting Rack rate Id Contract type Bed room type Bed rate Daily bed rate Applicable from Applicable to i
Support 77 tandard Twin Share 135.00 2z.00 Ik

_ Add new rackrates 3

Haorne | About Us | Terms and Conditions | Privacy Poliey
e P

R S eV W ¥ SRR o & NN o P Nl T i /

4. Everything you need to know about the contract is in the help pop-ups. Click the
question marks ¥~ next to the fields. Make sure you click Save when finished.
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Uploading Pictures

To make your listing more appealing within our search engine, you should load some
pictures into it for prospective stayers to see what they’re getting into.

To upload a picture:

IO settings |
2. Click ESTTY

3. Click M next to the house that you want to upload for.

AT

SR R A R OO Wit ¥ i o WP i} g2 SN S
o L ittt L e . o : e e e
Manage Stayers User nick namem ] Search Go b Creates new user 121 Show fioor p\anL—._
Notice Board Contract types  Setup houses  All House rates i

Settings

Sales

Accounting Name Address Total beds Beds for sale

Support Oxfard 37 Oxford St Pictures

Johnston 166 Johnston St Pictures 1
The Ranch 123 Pictures

Previous | Next Fage |l x| of 1

e e e N TNy v

4. Type in a Picture Description.

Click 2.

What you have to do here will vary according to the operating system that you use.
Browse to and select the picture file. The full file name will display in the Upload
Picture field.

Note: Photos must be GIF or JPG format and we recommend 640X480 resolution in
landscape for best results.

6. Click [TIrEE

= G PR s — Pt wai uzs s o
otal balance " % 13555 i “Cash balan@as Moo goco sl “Bed changgamday =7 ¢ 0 Belds forsme—”

\ ier s memme ) l:l Search Go Create new user @ show flaar plan"»._

5 o
|@ Upload Picture |W:\trips\indochina2003\pics\04@M ,
i

-_--:"‘-\,\\_I\;r"\ "‘x,I'*""“"'\Jf*\-\-- _._.'\___.'\““\.\_’,.._H.w~-.\_I./\...‘n__\__mjm.hj*""\ SO

7. A thumbnail view of the picture will be shown.

Support

SWTE

e L Ve

Inside your application you will see a Support link at the bottom of your left hand
navigational bar. Inside these pages you will find the following:

e A full SWTE Start training manual.
e SWTE product upgrade pages.

e Your SWTE Facilitator’s (“SWTE fa”) contact details for support, and product upgrade
assistance

e Service request forms (e.g. book a trainer)

e On-line payment processing application wizard for on-line payment of deposits and
rent into your account.
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Going Live

When you feel that you know the SWTE system well enough to run your business, then
it’s time to go live.

Before you can go live, you need to ensure that the system matches the way you
currently run your property. For instance, if your rent cycle is Friday to Friday, then you
need to ensure that each of your stayers is booked onto the system to arrive on a Friday.
You must arrive them on a Friday to be sure their rent cycle on the new system matches
their current cycle.

Similarly, make sure that when you book your existing stayers into the system that you
enter a deposit amount that is the same as their existing deposit balance to ensure when
these stayers depart, their deposit balance is accurate.

Oh — don't forget to book yourslef out!
You'll find a going live check list at the back of this booklet.
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Upgrading Your System

There’s a whole lot more to the SWTE system than SWTE Start. Upgrading allows you to
implement community and reward tasks, manage more than one property, manage staff
tasks and generally have a lot more control.

There are three upgrade paths that you can take:
SWTE Home: for live-in managers, home-stay families hosting stayers or head
tenants sub-renting. It allows the person managing the place to be a part of it
amongst fellow stayers.
SWTE Landlord: for those managing multiple smaller properties from outside the
property, not as one of the stayers living in it.
SWTE Pro: the all-singing, all-dancing solution to the accommodation management
nightmare for larger landlords with staff and is suitable for management companies,
universities and managing agents.

N Ugrade Paths o

SWTE Start

SWTE Home Qigj

SWTE Landlord

. ¥ wh

You can find out about all of these options from the www.swte.biz web site. Just follow
the Products link or talk to your SWTE facilitator. Once you’ve decided which product is
best for you, upgrading is easy.
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To upgrade:

Y support |

Click [IXFITrEr. The product that you're currently on is shown.

If you want your beds listed in the search engines, click [ otherwise click [T}

Enter the number of beds that you want to set up on the system

Click the product that you want to upgrade to.

Click [T,

S e

o S

N N o o W T W e g R PR o n e
My WorKplace Money in S g7 cashin § 0,007 B edls today 0 Tofsl beds "7 23,
My Messages Money out $ 0.00 Cash out $ 0,00 Departures today 1 Empty beds o
My Notices

Total balance $ 0.00 Cash balance $ 0.00 Bed change taday o

Process Requests

Beds for sale 12{
Manage Stayers User nick name (2 - [ create newuser |@ show flaor planf

NUtlFe Board 2 Product Upgrade ) Start training  Register online payments  Operator Terms
Settings 7 A
Sales Product Upgra e
Accounting Current Licence
Support Current product SWTE "Start"
Current term 01/01/2006 to 01/01/2007
Search engine listing Yes, Please list my vacancies
Licensed beds 20

Product upgrade request

es, please list my vacancies
Search engine listing P ¥

1

o, do not list my vacancies

5
Licenced beds 4 - .
{Mote: Licenced beds determine how ma ds you are a # to setup on yo m)

Available products @ SWTE "Start” ' SWTE "Home" € SWTE "landlord” © SWTE "pro”

oA e T T

7. Review all the details on the next screen and if all is OK, click [ NlaAu T ey
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Going Live Checklist

Plan to go live. D

Pick a date and write it in your diary.

Notify your stayers. D

Be sure to do this before you start creating accounts for them all as they will be sent an e-
mail notifying them of their new account.

Download the template letter from www.swte.biz/support/downloads. Edit it to suit your
requirements (e.g. you may or may not have a web interface, so delete the paragraphs that
don’t apply). Use this as an opportunity to update your stayers’ contact details, such as email
address, mobile number.

If any of your stayers don’t have an email address, encourage them to get a hotmail or yahoo
address.

Check all your settings to make sure that they reflect how you want the house to run.

Check any practice stayers out of your system and cancel any unconfirmed bookings.

Do this if you have booked yourself a bed while you were getting to know the system.

Create accounts for your existing stayers, using the updated contact details that you obtained
in step 2.

Book your stayers in for the next rent due day making sure you book each lodger in to
arrive on the system the same day their rent is currently due each week. Be sure when
making each lodger’s booking on the system that their deposit amount is the same as you are
currently holding for them. ?

Q ) a/a

On the day each stayers rent is due, check those stayers into the house from your arrivals
today list, then collect their first rent on the system for the week in advance.

a

If you don’t collect the rent, stayers will start appearing in SWTE’s Most Wanted as being late
with rent.
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