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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 lots more functionality to your system by upgrading to the all-singing, all
dancing, our top of the range product — SWTE Pro.

How to Use this Booklet

This booklet has four sections:

1. an introduction where we discuss what’s on offer in SWTE Pro
2. how to configure SWTE Pro to use its features

3. a tour of SWTE Pro

4. detailed steps on how to use the new features

Accommodators upgrading from SWTE Landlord or SWTE Home will be familiar with
community tasks and on-line stayers agreements and might like to skip over those
topics.

How you use this book is up to you, but we suggest that you start by reading through
section 1, the introduction, giving some thought to the features you should implement.

Once you've decided what to implement, you can work through the section 2
(configuration), making the necessary changes as you go. When you’ve done that, take
the tour in section 3. Section 4 is quite detailed and you might find that it easier if you
use at as a reference.

Remember this — only implement the additional features if you want to. Your system
will continue to work fine just as it is and if you decide not to implement them now,
you can do so whenever you want. If you need more help or if you need to discuss the
pros and cons of the options, talk your SWTE facilitator.
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Section 1 — Introducing SWTE Pro

Before we get started with SWTE Pro, let’s have a look at the features and discuss what
they could do for you. You don’t have to implement everything in the list, but there
will be some things for you to consider. If you're upgrading directly from SWTE Start,
everything in the list is probably new. If you’'ve come via SWTE Landlord or SWTE
Home, you will be familiar with some of the features listed below, but you'll find that in
SWTE Pro, there’s even more functionality.

In SWTE Pro, you get everything in SWTE Start, plus these features:
¢ community task management

¢ on-line stayer agreements and check-ins

¢ support for operations with multiple houses
¢ more accommodator settings

¢ sales reporting and analysis tools

¢ range of accounting functions and reports

¢ comprehensive task management

¢ request processing

¢ rewards program

¢ SWTE invoice direct debit

¢ inventory and asset management

¢ branding and web site integration

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, they are liable to a fine.

We have a community task program for those accommodators 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.

If you choose to implement community tasks, here are some of the things that you'll
have to do:

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

¢ decide when you're going to do inspections

¢ draw up a floor plan and create zones

¢ enter those zones in the system

¢ assign stayers to those zones

SWTE Accommodator Guide — Upgrading to SWTE Pro 4



On-Line Stayer Agreements

On-line stayer agreements allow you to force new stayers to acknowledge your terms

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

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

¢ it saves time and simplifies the check-in procedure because they can do this before
they turn up at 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 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 on the property or some other contingency, such as a printed copy of
the terms for them to read and sign.

Support for Multiple Houses

If your operation expands and you want to add more houses, you can. You can even
create your own little network of houses if you want.

More Accommodator Settings

You'll find that you have so much more control over your system with SWTE Pro.
Among the settings you'll find:

¢ support for staff and control over their access to the system

¢ more contracts allowing you to have short and long stay rates

¢ customise terms of stay

¢ set up query templates to automate responses to stayer queries

Sales Reporting and Analysis Tools

SWTE Pro’s sales tool allow you to monitor your marketing. You can see who's created
accounts through your system and whether they viewed and booked. You can monitor
your beds and plan for vacancies, run a waiting list and see who referred you stayers to
you.

Full Range of Accounting Reports

We'll look at the accounting reports and functionality later in the booklet. For now,
we'll just say that there’s lots!
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Task Manager

The task manager is one of SWTE Pro’s most powerful tools. If you have staff, you'll find
that you can manage them remotely by assigning jobs and directing stayer requests to
them. The task manager helps to make your staff more accountable. You can easily set
up recurring staff task lists and re-assign those jobs if staff leave or take holidays.

Request Processing

This is another of SWTE’s power tools. If your stayers or staff need something done,
they can make requests any time they like without having to track you down. You can
manage those requests remotely, approving or rejecting them and assigning them as
tasks to your staff.

Rewards Program

A reward program allows your stayers to earn reward points for performing both
community and reward tasks. Reward tasks are those beyond the call of duty tasks that
no one wants to do, like cleaning the ovens and fridges.

If you set up a program, you can foster links with local businesses by inviting them to
join.

We'll go into the rewards program in detail later, but in the meantime, think of it as a
way of getting your stayers to be a very cheap source of labour.

Inventory and Asset Management

SWTE has a hugely powerful inventory and asset manager. It allows you to control
stock, record all the details of all your appliances and fittings; and to set up lists of
preferred suppliers and contractors. It means that you’ll know where everything belongs
and what's needed to fix it so that your repairers will never turn up with the wrong
parts again.

You don’t need to implement all of it, but you’ll find that even if you use just parts of it,
your business will run much more efficiently.

Branding and Web Site Integration

If you want to have your stayers log on through your web site, we can arrange that for
you. Your SWTE Pro system can look just like your system. Talk to you SWTE facilitator
for more information.

Help everywhere

All the screens in the SWTE system have pop-up help bubbles. 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 f{acilitator.
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Section 2 —
Configuring Your Upgraded System

If you've upgraded from SWTE Landlord or SWTE Home, you will probably be familiar
with some of the things in this section. If you have already implemented on-line
agreements and community cleaning, you can skip this section. If you've upgraded from
SWTE Home and if you've acquired more properties, then go on to section Adding a New
House to the 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 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 IX0IrY in the left hand menu.

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

you find:

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

+ Staff types gives you control over the parts of the system that your staff can access

+ Staff members allows you to create staff accounts and grant them access privileges
according their staff type

¢ 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

+ Customize terms of stay — pick and choose what to have in your electronic check-
s

* Query templates is where you can set up your automated stayer query handler

¢ 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

¢ You set the system up in advance of the days that you intend to be closed under
Holidays

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

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

requirements.

SWTE Accommodator Guide — Upgrading to SWTE Pro



i o' v g e T T R, s e e o et B N I PTG o Ry
Welcome Larry Landlord Wednesday, L.
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My Messages
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My Motices j
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Process Requests . -
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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 just yet. 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 accommodator details.

To making changes to settings

ISR scttings |

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

o JiERael il R L b i iy ” = - , —
S s Wk O I - SRS i e TN i 1
' Waiting list offers 1@ 9
.-\‘" Other charges 0.00 H
3 Membership fees 0.00 o
_; Infinite bed state ves @ §
Allow online boaking if lived on SWTENG P
Operator web address 8
Check in required Mo ;‘J
Community cleaning e p
B E
‘1\‘ ~ ;/
\“-K..m-\@‘ I A S s [ TRRY S e S i e P
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3. You can see that most of the fields are editable. Click on the ) next to each field for
brief explanation of what to put in that field.

i 4 Y e [ A f"n' T et R N o 5
s e R RS Y e ii_".’ S W G S ST,
| Operator details - @
Operator code homebase (2 ,g&
Operator name Home Base @
Address PO Box K276, Haymarket 1240 Sydney MNSW - g
5"__
# | Suburb [Surry Hills | City [Eydney i
e >
L. | state |NSW | Country |Austra|ia "
6 F
™, 4
T Phone [61 (23 9z12078% | Fax [61 {2y 92121439 F
i E 4
*- Email [info@hbase.com.au |
¢
Working hours |M0n to Saturday § am till 8 pm | Must view before « o
2| booking A
g'\ Community task fine = @ i Late rent fine 10.00 3
L
2| ancitlary charges  bso (@) {
| Dperator website |www.hbase.com.au @ f
*} Logo path =img - ,J'i
s src=", . fimages/hormebases/swte_homebase.gif"= .
& J
:@> 1
1 &
Waiting list deposit  [p08 (@) Waiting list offers @)
b E
. Other charges [ooo ] Membership fees f-f""w

&é’\ b e _aw-"‘-*-“-*' e S - S e P

Before moving on, take time to look at the various settings, and don't forget to click
the help buttons. Next, we’ll be looking at some specific settings to get your upgrade
working.

Enabling Community Tasks and Electronic Check-ins
If you've come from SWTE Landlord or SWTE Home, you can skip this section.

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 Scttings |
ERRVIRN operator details

L HE‘ e ST P e e ,-_,_.,—-"'- - s o Bz LT
MBney“‘ﬁLﬁ: e e e $ 0007 B
;{w.’. Total balance $ 0.00 Cash balance $ 0.00 B%ﬁ
{ e e | | Search ﬂ g
: Staff types  Staff members  Contracttypes  Agreement terms Custc;i?&-
“ Query templates Zetup houses  all House rates Holidays E
' ‘Operator details ¥
Operator code hwhenaway @ j
Operator name Home When Away @ 'fi
Address 164 Johnston St o
i Melbourne Melbourne ‘)
R ¥ e U S S L WP NPT S WL O
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7.

o Check in required
bl
P Community cleaning

Scroll down the page and click 3

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

otherwise leave it unchecked.

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

otherwise leave it unchecked.

click Y

B T T Fn e e

Infinite bed state @
Check in required @

ABN

Licensee

Commencement date 11/09/2006

Save Cancel

e -~

Allow online booking if &
lived on SWTE -
Community cleaning {;

Trading name

Number of beds

Territory E '
5 : 3

4

4
{:‘

Home | About Us | Terms and Conditions | Privacy Policy

Scroll down to see the new settings.

T RS

A Membéfs,, . bs ~—" 000

Infinite bed state Yes @

Allow onli

ABMN
Trading name
Licensee

Territory

B LI i e P

Commencement date 11/09/2006
NMumber of beds 5
Edit

»
i sha
R e ”‘-"L

\
Home | About Us | Terms and Cgf

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.

Drawing the Floor Plan
If you've come from SWTE Landlord or SWTE Home, you can skip this section.

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.

SWTE
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What you'll need

You'll need:

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

¢ an eraser in case you make a mistake

¢ 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.

¢ Number each bed beginning with 1.
¢ Bed 1 is in the first bedroom on the left when you enter the house.
¢ Continue in a clockwise direction.
4. Work out how many common zones you require within the house. To do this:

¢ Calculate the number of occupants you will have living their in your lowest
occupancy period.

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

¢ The number you get is maximum number of common zones you can have in
each house.

For example, if your lowest occupancy throughout the year is six people and you have
three zones that require more than one person to keep clean, then you can have a
maximum of three common zones within that houses floor plan.

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.
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Key to symbols

ook 33150 | reoe [F] | wacies [

Single bed

Double Rubbish ‘ ’ D
Bunks |__| Bed bin Dryer

Staircase Storage, cupboards, lockers etc E

To upload a floor plan:

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

pixels is suitable.

2. Click BTN
3. Click 23

g e

i I e o Vet e e e e RN St A e v
|- wdsk manager User nick Rame @ SBarch Go b Create'new user @ shiw fioor Phc. s,
Brigese Reqnests Operator details  Contract types  Agreementterms  Customize terms of stay  Query templates  Setup houses &
Manage Stayers i
et a1l House rates
Communities il
Settings Setup housaes
Sales Name Address Total beds Beds for sale
Accounting Monkey cage  Meet at the Fox and Hounds in the public... & i Enter Pictures
Support
Ll Previous | Next Pagell xfof 1| ¢
E oy ” e = s, e Y e " ot 3 - Py f
R TSN et \’ e R ! S it ol RITH N ‘y.f'-\_f\"“ B e

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

5. Click 2.

o . S e, G
§ o e g s =T e et _."H"._r.ri}ﬁ--—'-'(- Ly f_/" B T M R TR i -

Terms and Conditions Terms and Conditions The Operators of this ~ ¥
accornrmodation grants to the Resident the licence 2
to occupy their premises upon terms and conditions 9'5@
hereinafter set forth:

» @ L
Upload Floor Plan Picture [ L[ Brows=... | JJDlDad | @ ;

Future Booking Days @ 1

Total Discount per Week per Bed® [10.00 ‘w‘"l
Minimum Stay* @ ‘,«\
i

-'i‘.\ Save Cancel | i = (,,—'

R =~ e i e i e e T e

L

WTE
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6. Locate the file on your computer and with the file name showing in the field,

click LSEEER

Ty R e :
. LT e I i
IL. Terrms and Conditions The Operators of this ~
i accommmodation grants to the Resident the licence | o
F/ to ococupy their premises upon terms and conditions ;
«'}\ hereinafter set forth: .
& - w | [F -
f’e [c:\Dacurnents and Settings\Chrid| Browse (]| Upload 2}
k |
I /

R o r—
y o Ee ]

£ s,

=i Save | cancel | o
- - S T . =i
v -:G'@"\__.'.;*-‘A\"\ Mﬁ'\- &) ___v“h"-' 'a_‘__.g?'.__i o R e

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

Froveaenith. s e PR P NS B A ., Ahs THe OpEratorsurans” - - =pspers v, o
o e accornmodation grants to the Resident the licence
© to occupy their premises upon terms and conditions P
} hereinafter set farth: b
i i @ ¥ 4
. _
r. L =
4 i
(--?Jpload Floor Plan Picture [ |[ Browse.. | Upload | 2 -
;,\uture Booking Days I?—‘ / -«
(Total Discount per Week per Bed* [10.00 @ -
=, e
?--ﬁﬁnimum Stay* l:l@ 3
5
‘i Save | Cancel
- S
] F
o~ Ll R B R Bt N gl L]
Al el \\\_ ol

What's next?

In the next two procedures, you'll enter your inspections and community zones in the
system. You have a couple of things to think about first:
¢ When are you going to perform inspections?

¢ How much are you going to fine stayers if they fail the inspection?

SWTE
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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 edif the house

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

To enter community zones:

IO Scttings |
2. Click TR
3. Click 2R

FS e

s v e M e A ] et alhasy y R W T
Jpefator detdws  Stertypes  Staff members” &dntrace.ypes” “AGFEEmMent th - Custumiize teidns o Aay %
(‘.‘;’ Query templates  Setup houses  All House rates  Halidays
.., = 2 3 =
= | Setup houses B
'\._ Name Address Total beds Beds for sale
\__’ Oxford 37 Oxford St 10 8 Edit Enter Pictures :
e Add new house Previous | Next Page IE of 147
i
Y Y - ot
ol mprtiiil sl g TN bt ]

4. Scroll down and complete these fields that relate to cleaning and inspections. Don’t
forget the settings for:
¢ the days that you’ll conducting inspections
¢ the time for the inspection
¢ how much to fine them if they fail

¢ where the stayers can expect to find the cleaning products

L P 8 - W
; %, — AOUSELap. e i e,
i Inspection Days*

3 4
I./

? {

"\-\«\.

% 4

o (Press Ctrl + Click to select more than 1)

) Inspection Times* 11:00 @ 2,
&

3 Community Task Fine @ -
)'r( ‘f
T Cleaning Products Zone I vl @ 4

S Supply Items JDoona, pillow, 1 top sheet, 1 fitted sheet, 1 pillow ;I 4

e -.‘._\\_’\\“\ Y o il b R‘Eff'l’{\‘ﬂﬁ- o T R _4,@-.“,‘..._\_3“_ @\ . j

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

for help.
Don't forget to click B3Ry when finished.
LR s e iy LT L i
1 Lot : I o i R A
£ X . @ N
A &
i B
e Cancel 4
k- <
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Entering 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 zones into the system.

To enter your community zones in the system:

1. X the house to set up zones.

PARUIRN Add new zone |

e sl iR, ecceesp e o g o SiSede o J_,_.~_._¢ _
4 Roams
g
S ‘Setup Rooms - Monkey cage
4 ? d = Zone
If ZONE no ZONE name Zone type Applicable gender No. of heds status 4
';f H 1 Bedroom 1 Twin Share Co-Ed 2 Active 3
‘-'\J? R 2 Bedroom 2 Twin share Co-Ed 2 Active j
1_5 i Bedroom 3 Twin Share Cuo-Ed z F\ctive«;.
% m Suspend zone | Activate zone Delete zone | Back | Previous | Ne‘{
{ @ — 7
S 4 g"‘ﬂ"
LT oy 1 b o, . e, 3
2 S T L‘Rﬁ il et R RS

3. Complete all the fields as required, referring to the help if you need to, and then
click By Remember to name the zones intelligently (eg Hallway 2 and Bathroom
2 etc) because this is what stayers will see in their task manager.

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

S

/| sétupRaciis = ABsrerombia T T ‘

ﬁ}_l, Zone no Zone name Zone type Applicable gender No. of beds si:::-':s

; O Bedroom 1 Twin Share Co-Ed 1] Active Edit
1=z Bedroom 2 Small Single Co-Ed i} Active Edit Enter
[ 55 Bedroom 3 Twin Share Co-Ed 1} Active Edit Enter
M oa Bedroom 4 Twin Share Co-Ed o Active Edit Enter
Os Bedroom 5 Twin Share Co-Ed 1} Active Edit Enter
I NG Lounge Lounge a Active Edit
| Kitchen Kitchen o Active Edit
| ) Rear Laundry & Bathroom Laundry 0 Active Edit
™ a Courtyard Courtyard 1} Active Edit i
I~ 1o Stairs & Hallways Hallway 0 Active Edit ’}

3;\‘ Add new zane | Suspend zone | Activats zone | Delete zone | Back | Previous | Next Page [1=] of EJ,,

w"‘\l_ B ,4,7"_'&!__ P e e S et e S pw “--I..m\ -

What’s next?

Now that you've set up your community cleaning zones, you should assign stayers to
clean them.
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Assigning Community Cleaning Zones to Stayers

After you've set up your community zones, you need to assign stayers to them
otherwise they’ll never get cleaned!

To assign zones to stayers:

1. Click [Ty

PRSI Community tasks

3. Select the stayer to assign a zone.

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

5. Click [EPTY

M;'Nahdas\"‘ g e -,_M_,-'a_v;'sﬁ'\ﬁ_;.) e __7_mam,¢.m.,--_WF«__‘__zu,.,-.,_n‘é*g,__, o i,
Task manager User nick name 12! [ lscorch G create new user | show fioor plsn (2 -,

Process Requests ommunity task inspection  Community task report

Kitchen Hame | About Us | Terms and Conditions | Privacy Palicy
Lounge room
Bathroom
Rubbish
Laundr:

P X SN Sy

Manage Stayers f
Communities Comir y tasks @
Settings Select a house 'WI el (
Sales : Select a zone [ All Areas | @g #*
Accounting ST Tt LT T e e e i
Ut @ Michells Mankey
T Zac Monkey ?
™ Milly Monkey ¢
s 1
™ Fred Monkey ‘J
nspection time : 11:00 E\
Previous | Next Page m of 1 J
fd
4
<
P

A e o N st

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

o s e

P e B

Cormmunity task report

[EC |- o SRR

Cor‘h.-munit\,r tasks Cormmunity taEk inspection

Gommunity tasks @

e Select a house IMonkey cage 'I
s Select a zane IAll Areas 'I @ Go

Stayer name Zone no. Area name Recommended no. of people
[~ Michelle Monkey 4 Dining and hall 1
™ Milly Monkey 5 Kitchen z
[~ Basil Mankey 5 Kitchen z
[T Fred Monkey 7 Bathroom B
[T chris virtue i Rubbish 1
[T Zac Monkey 9 Laundry b

Inspection days : Monday Inspection time : 16:00

Inssign Area 'I Assign @

R S SR g SR S e

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

list.

What's next?

If you're implementing electronic check-ins, then go on to the next procedure,
otherwise, go to Adding a New House to the System il you have more houses. If you don't
have any more houses to add, then that’s it.
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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 stay:

RO settings |
SRVIRN Customise terms of stay |

Lt i an FL R O i sy e L N D e SARYE oy,

ik, T N S o R g BLiE, o b 2 ; e -

My Workplace Money in $ 0.00 Cash In 4 0.00 Arrivals today 0 Total beds

My Tasks Money out $0.00 Cash out $ 0.00 Departures taday 0  Empty beds .

My Messages ?
Total balance $0.00 Cash balance $ 0.00 Bed change today 0 Beds for sale i

My Notices

Staff Requests User nick name [ search @& Gren wusee. @ show flood
Task manager Operator details  Staff types  Staff members  Contracttypes  Agreement ter Customize terms of stay 4
Process Requests

Query templates  Setup houses  All House rates  Holidays F

Manage Stayers |
Communities Check in questions M
Inventory Question Ant

Reward Programs —— =
Notice Board SWTE Terms and Conditions of Usage

Jobs [~ ou acknowledge that you have read the Term & Conditions of Use ("TACOU") contained on the www swte.com
5 105 website in relation to the use of this software and agree to be bound by the terms and conditions therein.

Salas, [~ SWTE may provide you with access to internet banking services for you to make credit card and direct debit
Accounting payments to your accomadation provider (Accommadator), through the SWTE software. Being provided Access to a
Support direct debit facility will be dependent on amongst other matters, whether you sign a direct debit authority form with
the relevant Accommodator,

Lo A

Your Terms:

e

[ The Accommodator is {OperatorName}

f’_ The Stayer is fLodger!

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.

diemrastit facility @il be wéedent @i wmiongst other mattere; amaerier yoU sikd & tewdt debicsdthoriti tormewitn©™ "
the relevant Accommodataor,
Your Terms: @é
@The Accommodator is {0peratorNamel} >
[ The Stayeris {LodgerName} @
[ You are moving into house {HouseName}, {ZoneName} f
[ Your contract commences on {startContractDate}
[ ou have booked for a duration of {NumberOfDays} day(s) f
[ Your contract comes to an end on {EndContractDate} #
[w Your weekly rent would be {WeeklyRent} and the amount will be due every {DateBookedFor} g
[w Your key deposit amount is {DepositAmount} 4
W The following iterns are supplied to you : {SupplyItems}. If not returned in full and clean a cost of $150 will be W‘é
charged from your deposit. ‘;
Do you agree that the information above is correct? Yesr_;"
: : 2 A
10 C: d nts (Acc modator) 4"’
[# COMMUNITY CLEANING TASK It is your responsibility to keep your bedroom clean. Also when you check in, you
will be allocated a communal area within the property, as your responsibility to keep clean. If this area is found to (’"
be un-cleaned, you will be fined {MandatoryTaskFine} by the Accornrmodator. Reward points are earned only if your Yes %
allocated communal area is deemed to be clean by the Accornmodator when it is inspected. Reward points can be 3
used for discounts at participating SWTE reward partner outlets, ¥ o
o
@ REWARD TASKS Each property may have additional tasks offered to Stayers within the house task pool found %
within your login account under the My tasks tab. By accepting one of these Reward tasks and performing it to a o«
standard set by the Accomrmodator you will earn SWTE cash back dollars which can be exchanged for reward points Ye‘*’}
", »at & rate of 1.5 xeward goint=ner $1 cash back or can be used.aoainst.gur rent ot an exhange rateof #1 cash bagk "}
- 3t 3 o e\\q {7 e i e QH‘\RMF' K20 gxhang: 4, a2 15K Ly \j

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.

FTE
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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.

y ...___,.-—._.I' ﬂ__,-,,—"’lnu-ha .._'_F____r'l'l,._?__‘__._-,"ﬁ._u_..__v__ et ._,1:3,*"51_ :J__ﬂl'ﬂ-a-,ﬁ_ J__g'-'?-gm - _;___,.-11.__.

A _ [ 1390
i [# Dirty Plates constantly not being washed, dried or put away b}f'-%kf_‘
makers, pots and pans are not washed, the house captain is authd
_f) their time daoing so on a time sheet that rmust be clearly displayved i
g captain $15 per hour for every hour they spend washing the dir‘t}.rg?
C""t- F

.< ;

%,..-"' L
S G ey
- - S— A —

u m ‘Ae- b ol o b i e m.; - E’

What's next?

Now that you have customised your terms of stay, the system is almost ready for on-line
agreements. Next, we’ll set up your agreement terms.

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 books and has paid a deposit for a bed or room
in your place, the very next time they log in they are forced to agree to terms and
conditions. If you can get them to do this before they arrive, so much the better because
it will streamline the arrival process.

You'll need to set up your terms and conditions before they can do this. It's not hard and
you'll find that it is already set up for you. All you have to do is check and modify it as
necessary.

Remember these are the terms your stayers must agree to before they are permitted to
live in your house. To maintain your creditability, don’t put anything in here that you
are not prepared to enforce.

Note: Agreement terms cover more than terms of stay. They also cover bed changes and
departures. For instance, if stayers want to change beds they must accept your terms
first. It's same when giving notice.

To set up your agreement questionnaire:

RO settings |
ERVTRY greement torms |

e "% rraen o i | -

e sbedtein et i g e SN o, ey A e S s e i

Task manager Cperator details  Staff types  Staff members  Contract types{ Agreement terms )Customize terms of stay

Process Requests

Guery templates  Setup houses  All House rates  Holidays

Manage Stayers

Inventory Agreement Terms

Reward Programs Question Question for Correct answer

Jobs [ My bedroom will be dear of all belongings, ... Departure Yes Edit

e 15 |l My weekly house cleaning area will be cleaned... Bed change Yes Edit

Sale [T 1 will be present at the inspection or lose... Departure Yes Edit

gl:l:uur:mg O all my food items will be removed from the ., Departure Tes Edit:

uppao
e [T 1 will wash, dry and fald my bedlinen, place... Departure ves Edit
[T If I fail my Departure Inspection I will... Departure Yas Edit
O My bedroom will be cleansd before I changs... Bed change Tes Edit
[T My weekly house cleaning area will be cleaned... Departure Tes Edit
O I will take my bedding with me when maving.. Bed change Tes Edit
O I accept that if my bedroom is not cleaned... Bed change Tes Edit
Delete Checked Questions | Add Mew Question
i & O — - - prode A - R—
= B BT S gaeret . 33}—1 s‘-eV\J~'r—J:r.¢_mn\s\;"" e A N =
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3. To view and edit a term:

P e

R
Al House rates

Question

Question for Correct answer ’
= My bedroom will be clear of all clothing... Departure Yes %
T My weekly house cleaning area will be cleaned. Departure Yes Edit ’
= Departure Yes Edit
-

e

o R

1 will be present at the inspection or lose..,

3 I‘{Ig_fgod box and the shelf it sits on will..
'_" el >

g R e TR

Click [ next to the item to work with.

4. Edit as required, paying attention to where it belongs and what the “correct” answer
is. Click |23y when finished.

! ST i HE. L o

g

. All House rates

¢
.il 14

i Question ID

. ;

-u} Question
e
[

1

7

5

{'1-, Question for

f.-" Choice Type

H‘v Correct answer

o

,

%

ey TR AT
L : i
ol

Operator details  Contract types  Agreementterms  Custormize terms of stay  Query temnplates 4;

l_ vacuumed including under the beds. {

4

52

My bedroom will be clear of all clothing and - {

L

-

>

-* ¥ Departure  Bed change " check in  Task ponl

. ¢
~ single ot !

* ves

5. To delete a question select the question and click ISR CELTCE RS,
6. To add a new item, click LEERBASUY

ECETAAG MY B

o i
am is not clea
£

oo

RPN

A e R i g
B ted chafige = ot ey

Depatture fes "5

Previous | Mext §

4 ;
"is ‘ Add Mew Question

e

Q'-'IE,\L_I,,S.J Term:s EWDEI«'EBHWS~L~I::"WECY P

What's next?

olicy,
—-lr-wn-u\ki \'-. BB, a\...&p.-f"‘”'\\ \f“"'ﬂﬂn-ﬂ’k

If you want to add more properties to your system, then go on to the next procedure.
Otherwise, that's it for configuring the system.

HEH P P
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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:

IO Scttings |
2. Click ETTYY
». click (R

o R T e i o M R T s, AR, ooy BRRE A tmnpmimi il
oy . o e 4 L < b i
staff Requests User nick name @ I_:| Search Go Create new user “ 1 Show flaor
Task manager 2 + f
Operator details  Staff tupe Staff members  Contract types  Agreement terms  Custornize terms of stay 3
Process Requests 4 t 46 IH i Hold -
uer EmMplates A ouse rates olidays
Manage Stayers i P ¥ F
G e — “,
Inventory ‘Setup houses k.
Reward Programs Name address Tatal beds Beds for sale &
Jobs Mankey cage Meet at the Fox and Hounds in the public... 6 o Edit Enter Pu:tural:"'
Settings Gorrilla Cage Meet at the Fox and Hounds on Thursdays for... 0 ] Edit  Enter Picturg®
Sales : ge—beet at the Fox and Hounds in the public... 0 i Edit  Enter Fictured
Accounting 5
Previous | Next Page |1 7
Support | d (
I N SR S o e VS S S ‘\f

4. Complete all the fields as required on the Setup house screen and click [N when
finished.

Remember that if you can always get help by clicking the question marks L’U.

i

e i, e il e Mo S i e z‘.v;.-'--“w Qe = S
-+ Bupply Items Doana, pillow, blanket Mo,
E] 4

User Categories DBackpackers f

: [¥] nternational Students 'y
¥ Local Students /

] Local Resident '

o rking Traveller ?

._ @ -

/ Terms and Conditions Terms and Conditions The Operators of this I }‘
asccommodation grants to the Resident the licence | .
to accupy their premises upon terms and conditions (
hereinafter set farth: b 3

[v|@ i
< | Upload Floor Plan Picture [ [ Browse.. | upload | @
' Future Booking Days @

\Tntal Discount per Week per Bed* 10 00 D ¥
l Minimum Stay™ f
I

4 4
4 7
¢ .
~': b
’5\ Harme | About Us | Terms and Conditions | Privacy Palicy %
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5. Your new house is displayed. [Z{g it to add bedrooms and zones.

SR VRN TP " Frem (4 o, WD B i i o P PR R
I‘.-'bT:Fefrator details “¥tabeTiEnErs /Contract B e ﬁ”grek‘m’énf qu;s |D"n'//r C:ntg-ct 'm/;nageﬂré_nt templates g’etupJH‘B\f;es e
c';\m Rack rates  Holidays Account codes  Register for banking 4
ol
\, ¢
7 | Name Address Total beds Beds for sale
; Maonkey cage Meet at the Fox and Hounds in the public... 8 0 Edit Entar Pictures (
Garrilla Cage Meet at the Fox and Hounds on Thursdays for,.. 6 2 Edit Enter Pictures 3
Orangutan Cage Mest at the Fox and Hounds in the public... a 0 Edit Pletures
"\ fidd new house Previous | Next Page EE] of 1 J
\e b
4
3
'\..\ - /
LR il de e o st B s i i el s ™
6. Click LCEREVELNTEY.
e s r~\ S g pt o e I Nt gt e ke, o
B Tﬂones‘r\{ut 0.00 "'e{h out. w00 Depar‘turest’o-g:\r "0 Empty beas’ i
.)'\\ Total balance $ 300.00 Cash balance 4 300,00 Bed change today 0 Beds for sale 2

7 User nick name (2 [:‘ Search ﬂ[ create new user |2 show floor plan [ ’

i Zones  Rack rates

Zoneno  Zone name 2one type Applicable gender No. of beds ﬁ:::'

.Suspsnd z0ne Activate zone Delete zone Back f

R et VNP AP ' U W o S e

Complete the fields as required and click [y

The screen for a community zone should like this:

i
i T S o O

o & Sty et

o &
= - ‘s A A Y N
aimim sl S It gy it

B sl

r'/‘
y | zoneno T
.5\. Zone Name* [Dining and hall ]@

Zone Description® Yacuum floors, dust sideboard, dust tele, pick up
frqangers, empty ash trays, dust window sills,
Vacumm hallway|

P

R
(=]

Ay

" Zone Type [Dining vl@
% E 9 i

T Applicable Gender Male

Allow Smoking O @

3
7 Recommended No. Of People
To Maintain The Zone* E]

{
4
{
\ ¢
é

o

SWTE

HEH P P
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‘While the screen for a bedroom, looks like this:

i N e
£ i 8

F T e, o SRR i b ELL
e T e S T Tt gt £ 1Y
' User nick name L?j Seartd Gol ™™ "-»«/ Create Hew user

Zones  Rack rates

Zone No @

; Zone Name* [Bedroom 1 |@

€, Zone Description® Large twin with kingle beds

e e, i<
L

g, et

@ show floar plafiss ..

.

¢ | zoneType Toinshare___[w] (D
4-;_"'\ Applicable Gender ‘E_Uid__h’lm
@

Allow Smoking

P

1]

) L

i Recommended No. Of People

,S To Maintain The Zone™ @

]

oy " Cancel

TS G R F I PR Attt s, B P b

7. When you've finished adding zones and bedrooms, your set up should look

something like this:

Zone name Zone type Applicable gender Mo. of beds szt;:':g
I i Bedroom 1 Twin Share Co-Ed i} Active Edit
1% Bedroom 2 Small Single Co-Ed a Active Edit
[ s Bedroom 3 Twin Share Co-Ed i} Active Edit
[ 1% Bedroom 4 Twin Share Co-Ed i} Active Edit
| Bedroom 5 Twin Share Co-Ed i] Active Edit
| Lounge Lounge i} Active Edit
[3 7 Kitchen Kitchen 0 Active Edit
s Rear Laundry & Bathroom Laundry i} Active Edit
[ Courtyard Courtyard a Active Edit
I~ 10 Stairs & Hallways Hallway i} Active Edit
r-"l,\ add new zone Suspend zane Activate zone Delste zane MJ Previous | Next Page
(am— . = = g . — T

8. Enter the bedrooms to add beds. Click [¥EITTS
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.

Il 'vlof2'~
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9. 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 B when finished.
¥ S _._.J\_-Jut’ T (. oo (R SR -\,.-'-'w \'----:;- a.UU'\,.,,,a/ I"'Ué'D’a-f”e-\.- P O] _EFn'b't'y_E';a‘s'"'V"-—-\__
‘ Total balance $ 300,00 Cash balance $ 300,00 Bed change today 0 Beds for sale *
!

User rick name (2

|:| Search ‘Cqu create new user | show floor pl

¢ | vedvor /
[.? Bed Description® Single bed (
N ‘<

] o<
Bed room Type Twin Share "
‘f_\ Special Bed Rates 1

L weekly

2 Daily

Irl’

. m Cancel

T T T S ¥ v = 3 R Frin

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.

10. When you've finished adding beds to a bedroom, your screen should look something

like this:
e i - oo .‘(- o .’J“ rdhia s - 9 -
i O T et e, RS AT AT S s Faailines e EP BT A B ety s _.,f’"»’"s'\._" ¥
_I..-I Tatal balance 4 300,00 Cash balance $ 300,00 Bed change today 0 Beds for sale 6 et
User nick name @ l:l Search ﬂ Create new user @ Show floar plan @ ’
i Bed no. Bed room type Bed description Weekly rate Daily rate f
3 B i1 Twin Share Single bed 0.00 0,00 Edit
i [EliSiz Twin Share Single hed 0.00 0.00 Edit
\ add new bed Delete beds Previous | Next Page |1 ¥ |of1
L {
s 5
:

[ NS -‘\“U‘-‘_n 4 F r.“\"‘ B Y T T L W e
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11. 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:

R T : Sl A e i e L i oo
I Totalbalance =~ Ty _A00 w S Cabeobalane,. ooty #0uail- Bewewsfnge today T Beosaed sale e
User nick narme 2 I:l Search Go MI@ Show floor plan @p
it Rooms  House Rates o
k';. §
Setup Rooms - Orangutan Cage.
3 Zone
Zone no  Zone name Zone type Applicable gender o. of beds Statiie
-, o Bedroom 1 Twin (large) Co-Ed Active Edit Enter
(\ W oz Bedroom 2 Twin {large)  Co-Ed Active Edit Enter
K_) I~ oz Bedroom 3 Twin {large)  Male Active Edit Enter
) I~ o4 Bedroom 4 Twin {large}  Female Active Edit Enter
0 o5 Cining and hall Dining N Active Edit
™ os Downstairs bath and laundry Hallway o Active Edit
I o7 Kitchen Kitchen 1] Active Edit
™ oz Upstairs bath & stairs Bathroom n] Active Edit
™ oo Backyard Backyard a Active Edit
™ 1o Lounge Living room a Active Edit
Add new zone Suspend zone | Activate zone | Delete zone | Back | Previous | Next Page Il vI of lE

i P e G YNl e il il s i a r

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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Section 3 — The SWTE Pro Tour

In the previous section, we looked at how to configure your system to enable
community tasks and on-line agreements. In this section we look at how to use SWTE
Pro’s features.

We'll be working our way down SWTE's left hand menu, pausing to look at what each
of these function do and how to use them.

This part is an overview of how the workplace pages work. It’s a basic tour of what
the various bits and pieces do. Some of it you should be already familiar with through
SWTE Start or SWTE Landlord or Home.

If you haven't already done so, log on to the system as staff using your SWTE name and
password.

My Workplace

You will be already familiar with this. This page gives a quick look at the state of play in
your properties. You can see that the screen is in three parts:

o, s
i I . W s
et e—
—_—— =
Welcome simon Friday, September 23, 2006 10:38 AM | Change Login | Log uutr
My Workplace Maney in $ 300.00 Cash In $ 300,00 arrivals today 0 Total beds 3 {
My Tasks Money out £ 0.00 Cash out 4 0.00 Departures today 0  Empty beds i, fy
:V ::'“t’_”ges Total balancs $ 300,00 Cash balance 4 300,00 Bed changs today 0 Bads for sale o @
y Notices #
Staff Requests User nick name (2 I:l Search Go Create new user @ show floar plan @}
Task manager %
Brocacs Raquasts @SWTE'S most wanted @ !
Mandge Stayers Stayer Name (2] Reasan |2 Home Bed Billing day Amount due Deposit f
Communities Michelle Mankey Late Rent Monkey cage 11 Wednesday $ 30000 $180.00 ;
Inventory Milly Mankey Late Rent Monkey cage sz Thursday $ 30000 % 190,00 .
Rivia bl BragraiE Zac Monkey Late Rent Monkey cage 31 Friday $ 300,00 4 180.00 (
Notice Board Fred Monkey Late Rent 1
Jobs Basil Mankey Late Rent ‘(
Settings Show More... “p
Sales o
Accounting @Available task pool |
Support ( Priority Description Category Home Due Date  Due Time T d
[T High Departure inspection Departure Inspection Orangutan Cage 26/09/2006 11:30 AM ;'.
Perfarm departure inspection for Bed number 22 in Qrangutan Cage j
Accept taskt | (2 Show More... | 'y
Home | about Us | Terms_and Conditions | Privacy Policy e
i i NS e, P
e WP el “j\-‘.w--» - - _‘ln-l"\ vl e _ L .na\‘ﬂ[\\,--_‘_h,-\.u. Y .&&.,,-\;f

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

¢ The green bar is on every screen and provides quick access to all your stayers’
accounts.

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

Available task pool shows a list of staff tasks that have not been picked up, such as
departure inspections.
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The Green Bar

The green bar is on every accommodator and staff screen. It provides easy access to user
accounts and the floor plan. You can also create a new account for a stayer here and you
can search for stayer accounts if you don’t know a stayer’s user name.

Tt T ottt s GE - AiEd BHEM«,& L

1 User nick name chris Search Go

o - Ak ATERCE T T S o B, o
: —@ )

Refer to you SWTE Start guide if you need more information.

My Tasks

There are two parts to this screen.
¢ Daily tasks — these have to be rolled out every day and responsibility taken for

¢ Reminders — these are not accountable, but should be done.

There are two types of tasks:
¢ system generated tasks that come in from your stayer base which are approved first,
before being allocated to individual staff members.

¢ recurring staff tasks can be set by you within your task manager.

Tasks can be rolled out to staff members. If staff leave, you can easily apply their tasks to
new staff. We’ll show you how to do this when we look at the task manager later.

,_.‘. s B e T T

Ed R ) et e e - \

Dallv tasks @

‘ Description Location Due Date Time Reminders @ =
- Monkey cage, Downstairs bath and laundry ... Monley cage 25/03/2006 02:52 PM Mo daily tasks found. f
l The tailet is leaking from the base and it's a bit smelly. ou e naars |@| e
‘{ Roll out tasks Print daily workshest |@ w
. -

{ 7
{
o

"

S e D SN N L S NI NN SRS S

My Messages

You should be familiar with SWTE’s messaging system. If you need more information,
refer to the SWTE Start Accommodator Guide.

i L B SO <= SN gt e Wt IR - A S, Y WO 01 T
ey A OPKp sy Maoney in 4 300.00 Cash In w4 300000 Arrivaleorday 0 ~+%tal beds .
My Tasks Money out 4 0.00 Cash out 4 0.00 Departures today 0 Empty beds (I
My Messages

s Total balance $ 300.00 Cash balance $ 300.00 Bed change today 0 Beds for sale 0
My MNotices
Staff Requests User nick name (2} [ lsearch @ Create new user | show floor plan @J’
Task manager My messages @ Wiew Message log @ f'
Process Requests b ¥
Manage Stayers k:.)MV messages T
Communities - From Date Message ‘f
Tnventury [~ monkey987 09/09/2006 1 have heard that your room may require raom service, unfortunately their  reply i
Reward Programs are no maids warking in this house 7 Have you not noticed 7 3
Notice Board E
Jobs Delete Checked Message Previous | Next Page |1 =] of 1 {
Settings . @
Sales “’? Create new message H
Accounting \? (
Suppert Select a house [Monkey cage =@
Past To & Entire House ¢ Rooms O People € staff (@
- e, Create new message
Pan it I e e P Tl S RIS = ' i ——
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My Notices

You should be familiar with SWTE’s notices If you need more information, refer to the
SWTE Start Accommodator Guide.

Staff Requests

If you have staff, they can use this section to make maintenance, purchases, cash and
contractor requests. All requests must be approved by a management level staff member
before becoming a task to be completed and accounted for. It's similar to the request
pages in the stayer pages, but with more functionality.

Staff can make:
+ maintenance requests just as stayers can
¢ purchase requests when they need to buy something for the house

¢ cash requests when they either need cash for some form of expense, (e.g. something
they had to buy, payment of wages etc.) These requests reflect in the accounting
pages, which we’ll see later.

¢ contractor requests when they need to get a contractor to perform some work on the
property.

Ataff Reqty, 7" sk, Aick gt comat eeadionan st SEet altewmeene, g didgie B
Task manager Maintenance reguest  Purchase request Cash reguest  Contractor request p=
Process Requests #
Manage Stayers Maintenance request 12} .
Communities with this form you can request maintenance for your house, just as you can in the office with the maintenance request forms, After #
Inventory you have filed your maintenance request, it will be prioritized by management, and you will receive an E-mail about the progress of t
your request. .
RE“_mrd Programs Make sure yvou explain yourself well exactly where in the house the prablem is, and don't forget to mention where exactly the house f
Notice Board the problem is! A description of, for example, 'shower not warking' is not enough in a house with 4 showers! Being precise will help us it
Jobs to fix the problem sooner, i
Settings Select a house* Select a house =] (2] L
Sales Subject® [ @
Accounfing Description* = f’
Support %
Submit | cancel rj;
L
| g e Al T ol et e !‘V\ﬂ/._“f.l”'«., connnd

Task Manager

This is your control centre. From here you can keep on top of all the tasks in your
operation.

You can:

¢ assign staff to tasks

¢ see what tasks haven’t been picked up and assign them to staff

¢ assign tasks to stayers that you're willing to pay them for

¢ manage community tasks

¢ record the results of community and reward task inspections

R o N aset g e T bl e pe gt e o e _ormatmandl,
T dn g Manage Staff Tasks  Outstanding staff tasks  Reward tasks  Unclaimed reward tasks  Community tasks  Task progress v
Process Requests : . . i f

Reward task inspection  Community task inspection  Reward task report  Community task report

Manage Stayers 3
Communities Manage Staff Tasks @

Inventory Select a house |Monkey cage vI Select a staff | All Staff =l [all Recurrences =] @ 6o
Reu.mrd Programs Job name Category House Priority Assigned to
JN";":B Board Daily banking Daily chores by staff Mankey cage High

obs
Settings Balance till, take cash, cheques and credit cards to bank
Sales Due every 1 week(s) on Monday, Tuesday,Wednesday, Thursday Friday by 11:00 am
Accounting
Support Delete jobs Assign Staff -] @ assign Create task

R PP I St S g b= N S

SWTE
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Process Requests

You will have seen the request processor in SWTE Start. As you approve requests, you
can assign them to staff as tasks.

3 i IR e P T e Lo e p (ORI S P PR R e S
sTaotal balance 4 152.00 Cash halance\' § 0.00 Bed change today 0 Beds for sale 9
2 4
_‘Juser nick narme (2] I:| Search @ Create new user Show floor plan 2 1
\/. Requests el J
< Request Type Home Requested by Date Subject ;
§ Maintenance Maonkey cage Basil Mankey 28/03/2006 Television on the blink Process, f
i Cash Mankey cage chris virtue 2B/03/2006 Wages Process. 2
3,
7 :
5 ?f’
5 i
£ i
<
i
i
Py f
e, e b o o e R i o »
> ol SV SR L

Manage Stayers

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

! User nick narne (2 I:l Search Gal

P > oo, T
R T o s N g et

o g sGTTR
o Y

e = _'.-’- Rt R
Create new User @ Show floor plan @
Bed modification report Community inspection report Compatibility statistics  Complaint log Contracts ending
Current tenants list  Debtors/Liabilities  Messages to management  Mominations MNomination Approvals

Request log  Reward inspection report  SWTE's most wanted  Task progress

Bed modification report Printable view
From Date* |28/03/2006 To Date* |28/03/2006 House | All Houses ||

users | Al Users E_VK:_ Type | All Types ¥| Go

Mod. Date House Bed No Lodger Type Modification By

Mo details found

P x\‘ 2 T W

i

Home | About Us | Terms and Conditions | Privacy Policy

N

“ :
L LY o SRR U SO e e S f‘f

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

Current tenants list gives a list of who's in your houses, their contract period, rent,
who referred them and the terms they agreed to.

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

Arrivals today is a list of new stayers who are due to move into your properties.
Bed modification report shows you when the status of bed changes from empty
to occupied to departed by whom and when. It provides an overview of that bed'’s
history. You can filter by house, stayer, date range and more.

Compatibility statistics shows the overall results of the compatibility survey
Complaint log

Contracts ending gives you an outlook to your future bed status beyond the
minimum departure notice period. You can see whose contracts are ending up to
four weeks in advance so that you can either get the stayer to renew or start selling
the bed.

Stayer Queries is where you deal with follow-up messages from stayers they sent
you via the query templates

Community inspection report shows you at glance how your stayers are doing in
their mandatory tasks.

Nominate a stayer — you can nominate stayers for reward or penalties.

SWTE Accommodator Guide — Upgrading to SWTE Pro 28



Process Nominations — when staff or stayers nominate someone for a reward or a
penalty, this is where you can approve or decline the nomination.

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

Request log is a list of all the requests, filtered by date and house, whether they be
processed or not.

SWTE’s most wanted — is an active list of people who owe you money or could

do very soon if not seen to.Of course, you can deal with individual stayers by typing
their SWTE name into the box on the green bar on any screen within the staff pages.
Most of the tasks here, stayers can perform for themselves under My Administration.

When you look up a stayer’s account, you should see something like this:

; e FEGAE L 53 - s D -
= A W, i o ases - e T R oo o AL S S i SO Y
i) Search Go s i1a.sate new user b S
Account holder A
MName chris virtue Home Monkey cage, Bed no, 22 4
Billing cycle Maonday Date of arrival 18/09/2006 Expiry date 17/09/20,
Mobile no. 92118878 Contract type Standard contract Status Stayer

Total Fine 4 20,00 Cash backs 4 0.00 Rewards 650.0
Account details Pay rent Borrow stuff  Manage Contract  Swap beds  Top up deposit Pay off fines

Give notice  Checlk out  Transactions  Reward Points  wiaiting list  Sell itemns  Adjust rent

Convert cash & rewards  Compatibility answers  Contract History

Account details H

First name chris Last name virtug

Account type Backpackers )

Permanent address

St TP

City State
et el guntr . - Postcode : e,
‘; e }»«\,ﬁ" V a > "“*._‘,*\\_‘j"\"““‘-"mg\*-.\‘w EATReR '“\“-’ﬂ'\.\ L L s g

A quick rundown on what you can do here:

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

Pay rent, Pay off fines and Top up deposit are where you can take money off
them and issue receipts.

Borrow stuff — if you have any items that you lend your stayers, you can manage
that here.

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

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

You can Give notice on their behalf

Check stayers out

View all the Transactions and Rewards Points for the stayer, filtered by date.
Put new stayers on a Waiting list if your accommodation is full

Sell items under the rewards program.

Adjust rent

Under Convert cash & rewards, you can turn cash-backs (rent discounts) into
rewards points

Compatibility answers shows how they answered the questions in the
compatibility survey.

View their Contract history.
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Communities

For information regarding the communities and leagues, refer to SWTE Start Stayer Pages

— Guide for Accommodators.

Inventory
The SWTE system has a capability for managing inventory. Inventory falls roughly into

three categories:

¢ stock — day to day consumables (e.g. toilet paper, cleaning aids etc)

¢ fixed assets — furniture and portable appliances such as TVs

¢ fixtures and fittings — items that are part of the house (e.g. light fittings, major
appliances such as stoves and ovens)

P e RS o e

iR
ST

-
_ /5K fanager-."

AT e P et e
Stock  Fixed assets  Fixtures & fittings  Suppliers  Contractors ) it

Process Requests
Manage Stayers
Communities View usage for [All houses - i
Inventory
r’-‘““t;‘ ¥ TN Make / Brand Quantity at hand Purchase date  Supplier view 2
:et:ar BPro:_]}rams 1 lir Bleach Bottle Eco Green w0+ [ ] 15/04/2008 Eco Green wiew usage

otice Boar "
Jobs Chlorine - ska Chlorogoolis 3 4/ I:l 16/05/2006 Pratt's Pool Shop Wisw usagey
Seltings Floor polish - 1 It Old Scrubber 2 4/ l:l 01/05/2006 Jirnrny's Cleaning Products  Wiew usaged
Sales Gorilla BBg Cleaner 1., Gorrilla 5 4/ I:l 15/04/2006 Eco Green Wisw usageéj
Accountin - : i
& o g ISeIect house to issue to = @ Issue itemns |@ Add stock |@ add New Itern ‘@ Previous | Next Page |1 =] of 1}‘

uppo

. P— N ———— - o . . s

T el S T N — T N B s f\ 7 onpe—ray g oy S 4;

You can also record your suppliers and contractors here, too.

The easiest way to think of the difference between a fixed asset and a fixture is that if
you take it with you when you sell the house, it’s a fixed asset. If you leave it behind,
it’s a fixture.

We'll look at this later when we get to setting up the inventory. Briefly though, a benefit
of the system is that not only does it provide stock control, it also allows you to record
vital information about the items in your houses. For instance, you will have light
fittings all over the house, some might be incandescent, others may be flouros. Let’s say
that the light on the back porch isn’t working. Because you've recorded all the details

of the lights in the system, you can tell the electrician what type of light it is, the correct
wattage and whether he needs a ladder or not.

Reward programs

We talked about this in the stayer pages. This is where you can set up reward programs,
manage redemptions and add partners.

E
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Notice board

Use the notice board to make announcements to the house. It is a really useful tool for
getting them to interact with each other. Announce things like drinks and other social
stuff here. Anything posted by you will be from “lodger”.

Stayers can post to the notice board. You can maintain a bit of control by deleting
anything inappropriate.

PR L o

: e B . - e
o i WS S / ! et Sl L s
_.TSer nick name @ " search G0 " Create new user * [T ghow floor plan, ;.
= k@ Post a notice *
{1 Select a house* | Monkey cage _vf

b
<  Description®

Ny

%

Submit

]

Jit.

=

-

=@

i

E1'9)
a®)

@
E3)
o®)

i)
2@
1@

@

A
LM
H

2
~i
ik

b

T = ===
l;‘iﬁ\‘ Motice board for house Monkey cage w|[@

~From Description
A0 monkeye ; ; i , oy
B Y Piss up on Friday! Wear you drinking pants and get a skinful! &

3

!

':I Lodger =
\/I\ Delete
i

:
S Horme | About Us | Terms and Conditions | Privacy Policy |
L F S PIRET ME SRRIDTE ERSNBRe S o

Jobs

If employers and agencies are looking for temporary staff, they may well come to you.
The jobs you enter here will be displayed for stayers according to their primary skill sets.

Ty T T s S gy =" Depar, stiwedye_, . o ~Empty beds’T T S e,
" Total balance 4 152.00 Cash balance $0.00 Bed change today 0 Beds for sale ] 7
< User mick name (7] [ search oo| Create naw user | Show floor plan @ ¥
I‘ 3
{ J08Bs P
sz:T 'Job Description Agency Hours Pay Edit|
£ =
" | CHEF. Heritage Restaurant The Racks Test2 . ¥ edie | 4
Z Sydney.... &
-
& | Telemarketers Geaffrey Nathan Mot Stated $17.50+ nrh Edit s
. International &
H
7 &
“« |~ Insurance Administrator Geoffrey Nathan office hours $20 p/h Edit
i International i
% r}
\' p’
L | 3ava Develaper Geoffrey Nathan affice hours $35-§60 p/h depending on Edit | %
3 International cxperience -~
Bt g
% | UnitPricing Analyst Geoffrey Nathan office hours $30-§35 p/h Edit 1
9 International
£

7 [~ Help Desk Support (1st, 2nd 3rd Level) Geoffrey Nathan
L International

office Hours$20-30 péh Edit

fV [~ Adminstrators/Data Entry Operaters Geoffrey Nathan
z International

office Hours§17-$22 p/h Edit

LI . W \%‘ =

[~ Personal Assistants/Executive Assistants, Geoffrey Nathan Office Hours$20+ p/h Edit
International o

N\,

Office hours$20+ p/h Edit

: [~ Exoel Administrator Geoffrey Nathan )

: International 1
< ;‘
= |~ Receptionists Geoffrey Nathan Office Hours$13-$22 p/h Edit | @
o International .

< o
5 Delete Checked | Add New Job Previous | NextPage 1 ¥ |cf 3 {}

e —— e L e T T il
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Settings
This is where you control all the settings for your houses and business logic. We’ll look

at this in a lot more detail later.

s Feme s P -

R R A T AR e S SR it gt Gl o mmae
SYaTf Requests UK Hick name Sedrch ]t EdR -z -
Task manager Cperator details  Staff types  Staff members  Contract types  Agreement terms  Customize terms of stay *
Process Requests 0 & |4t Situpl allH + Holid f
uery termnplates etup houses ouse rates olidays
Manage Stayers Sl D - — > - i
Communities ‘Operator details € _3
Inventory Operator code Taranga @ 3
Reward Programs Operator name Tatas L
JN”;'CB Board Address Po Box 1218 -
ons ’
Settings Moosa MNoosa {
Sales Queensland  Australia f
Accounting Phone 0425 254 375 /‘
Support Eai 4
Email cvirtue@inhouse.com.au (}
2 1 o == hours D - o man b .
S _,.J&* ..... - \w N A g P \"'"’\'-fi

By now, you should be familiar with how the sales process works. Let’s just say for now
that anything to with prospective stayers happens through Sales. That includes viewings,
booking a bed right up to taking their deposit to confirm their booking. Once you have
their deposit, they are no longer a prospect and are not managed from the sales pages.
They then go onto the arrivals today list which is found in the Manage Stayers section.

st G s o SRR T g B TG e TR SRR Ry SRR P
Staff Requests User nick name 12] I:l Search Go ", DEDORIE £ 0. Create new user | show floor p\an’»}r
Task manager Sales Register New Accounts Viewing list Viewed homes Bed status  Graphical bed status  Waiting List

Process Requests
Manage Stayers
Communities sales Register @
Booking date

Conversions Cooupancy

Inventory Ref. Mo, 3 - Filter by Home
Reward Programs [ | From [zz/0572008 | [LE] o [z370972008 |4l =l Jall House =l 8o
Notice Board

Hiibe Ref. No. Booking Date Check In Date Customer Name Bed Status
Settings No recards found.

Sales
Accounting

i
<
Support /

SR e DP A SN R S e i W

Accounting

For now we’ll just say here you can see where your money’s coming from and where
it’s going. You can access a series of useful reports as well manage your float etc.

Support

This is the last item on the menu. In here, you'll find access to upgrades, training and
terms. Go here if you want to add more beds to your SWTE licence and turn on or off

search engine listing.
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Section 4 — Using the SWTE Pro System

In this section, we’ll take you through the functionality that you won’t have seen in
SWTE Landlord or Home.

Like SWTE, this section is organised by task, so it should be easy to follow.

Requests

Like stayers, staff can make requests, however the staff request function has more
functionality. Staff can make:

¢ Maintenance requests when something needs to be fixed

¢ Purchase requests when they need to buy something

¢ Cash requests when they need cash to pay for something

¢ Contractor requests when they need to get a tradesman in

Note: Before your staff can make purchase and contractor requests, you need to set up
your suppliers and contractors in the inventory module.

All requests have to be approved by management, and for information regarding

processing requests, refer to your SWTE Start accommodator guide.

Making a maintenance request

1. Click BEHRELUER ) on the left menu.
@0]iTd'd Maintenance request |

Select the house.
Select the room where the problem is.

If you have set up your inventory, select the item that needs fixing (see below).

o RY; T UV R )

Type in a meaningful subject — “toilet broken” says nothing, but “toilet won't flush”
is more meaningful

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

8. Click B

o 2 ENGTE TER A e Gl S
g T O P S L e 2 e B
Staff Requests *77 User A o 2 Search™ Go 4 Crée...
Task manager eIt e request R ifchasereqlast "CUshrentsss ontradir redte #
Process R s @ ;
Manage Stayers Maintenance request
Communities With this form you can request maintenance for your house, just as you can in the office with the mi
you have filed your maintenance request, it will be prioritized by management, and you will recewaj
Inventory your request, o
Reward Programs Make sure you explain yourself well exactly where in the house the problem is, and don't forget to m?f
Motice Board the problem is! & description of, for sxample, 'showsr not warking' is not enaugh in & houss with 4 shi
to fix the problem sooner, k:
Jobs Iﬁ @ 5
- =
Settings select a house Monkey cage g‘;
Sales Select an area in the house  [Bedroom 1 =@ b
Accountin i 4
a Select an item for T L i
Support maintenance Jf
subject* [Broken window 1@ .
Description™ Glass is badly cracked and the entire pane needs replacing
4
=y
-
Submit | Canecel .
k'
r

Note: all items in fixed assets and inventory can be allocated to a house zone number
from inventory. For instance, if someone selects the kitchen, all of your assets in the
kitchen (such as fridge, oven etc) will be in the drop down list so that they can select
the item that is broken. By selecting the specific item, all of the serial codes and model
numbers as well as notes about that item will be sent along with the request so that the
person allocated the job of fixing it, has all required information.
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Making a purchase request

1. Click B B ICE UG

Select the house.

Type in a meaningful subject.

Enter any more useful information in the Description field.
List the items along with any notes and an estimated cost.
Click 2Ty

Money aut l$ 0.00

2
3
4. Select a supplier
5
6
7

A '-$ 0.00 Depar‘ture; Eaa:a-y i 2 El..,

Total balance 4 750.00 Cash balance $ 750.00 Bed change today i} Bed:-’é’

} ot
I 7
= User nick name 2 Search Go Create new user .
H‘ Maintenance reques Purchase request ash request  Contractor request *

Purchase request‘-@__

wiith this form vou can submit your purchase request for your house just as you can in the office with the purc
after you have filed your purchase request, it will be prioritized by management, and you will receive an E-mail &
wour request,

' Select a house®* IMonkey cage 'I @

£ Subject® |Bar heaters for bedrooms |@ %:'.
jﬁ Description™ Thete are have rany cornplaints about the central heating - f;
Ty not working and as it is going to take another couple of weeks
1 to fix it, we should point some cheap bar heaters in the rooms
4 in the meantime, b
3 @ b
,f"> Recommended supplier® IBob's Appliances ___v_l @ {‘:'
: Requested Item [Z) Motes* Estimated Price™® ;)
[MegaHot 3 bar heater | [ | [$27.50 ea | ‘ff
| | i | £
| B 1 | £
i
| | | |
| | | 5
Cancel (g
|1
Making a cash request:
IOt ] Cash request §
2. Select the house
3. Select what the money is for from the list.
4. Enter a detailed description.
5. Enter the amount.
6. Enter who the money is for from the Approved staff list.
7. Click B3y
PRSP S 1 SN T . NTIYOT SV [ N T R e HRA
F ~Total balance $ 0.00 Cash balance $0.00 Bed change today Yy peds forsale S

”\ User nick name 2] Search Egl Create new user |@ Shaw flaor plan @
-, Maintensnce request  Purchase request { Cash request Fontractor request

/| cash request 12
4
% | With this form you can submit your request for any form of payment. After you have filed your request, it will be prioritized by
<7 managerment, and you will receive an E-mail about the progress of your request,
% Select a house* Monkey cage | @ s
{L Subject* Wages ~|@ -
’}» Description™ Fay for Billy who's been helping out in the office. P
3 i
4 &
& b
i @ 4
1 {Please enter the number of hours worked in the description for a cash request) 4
s
£ Amountr @
A = T £
Approved staff* o e .
< caneel | P
. ] {
T 3
S Home | About Us | Terms and Conditions | Privacy Policy
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Making a contractor request

@] Contractor request

. Type in a meaningful subject.

. Enter a detailed description.

2
3
4. Select a contractor from the list.
5. Enter an estimated cost.

6

. click BTy

e e L e ! G S, S e e P e,
Maney in $ 0.00 Cash In $ 0,00 Arrivals today 0 Total beds 14 P
i
Money out $ 0.00 Cash out $ 0,00 Departures taday 0 Empty beds 2
Total balance $0.00 Cash balance 4 0.00 Bed change today 0 Beds for sale 2 qtj
User nick name [ lsearch &o Create new user |[D Show floar plan (@ {
Maintenance request  Purchase request  Cash request(’ Contractor request
nt Contractor request
wiith this farm you can submit your request to invite a contractor to perform some activities in the house, After you have filed your
request, it will be prioritized by management, and you will receive an E-mail about the pragress of your request,
Select a house* Monksy cage |w |2
Subject* [me hot water 1@
Description™ [there is na hat water anywhere in the house. The hatwater
service must be playing up. Thers is no gas, We've tried re-
lighting it.
Recommended Contractor® | Daves Plumbing | v | (2
Estimated amount* 1000 @
7Cancelﬂ\

Home | About Us | Terms and Conditions | Privacy Policy

Y

e
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Processing Requests

All requests made by staff and stayers must be approved by management.

To process a request, dick [y

v 5 i, . o - e L S R PR L
‘staff Ryweits R s B e s s AN T2 e o
IS:E?T?:ZE;;E{: Process Requests Jf
Manage Stayers Eealestlrng e Requested by Date Subject 3
Cormiinitios Maintenance Mankey cage Simon Ford 29/09/2006 Broksn window Process. o
Inventory Purchase Monkey cags Simon Ford 31/07/2006 Meed to buy some cleaning products Process,
Reward Programs Purchase Monkey cage Sirnon Ford 29/09/2006 Bar heaters for bedrooms Process.
MNotice Board Contractor Monkey cage chris virtue 19/06/2006 Mo hot water Process.

Jﬂhs_ Contractar Mankey cage Simon Ford 31/07/2006 L"jfd the sewere drain under house eeled,
2;:::;“95 Cash Monkey cage gimon Ford 31/07/2006  Sales Commissions Frocess. Jj}
Accounting Cash Orangutan Cage  Simon Ford 31/07/2006 Wages Process,
Support . !

g e R UL --.:&19\__“..“,,4‘\_\Mh SO O m",ﬂkﬁ'\ - ,“\Mf."hm | e "f‘“‘-.__‘_f

Processing a maintenance request
1. Either approve or decline the request.

Complete all fields as necessary.

Assign to a staff member for follow-up.

click By

U W o

If declining, make sure you give a reason in the Message field.

b s . ™ e e I
= T WIIEEY DA RO oo T VA A L N o g L TG a Ry i Y
Meartendnce request i i e
£ o ; F 4
Requested by chris wirtus, Monkey cage, Zone 2 - Downstairs bath and laundry on 19/06/2006 4

*, subject Television on the blink

Description Not powering up all. the natives are getting restless

Require inventory 1 (Put & check mark if Yes)

Decision @ approve  { Decline
Priority 2-Medium ~|@ -
. -
Instructions Mot powering up all. the natives are getting restless. b
-
T
Message to requester [we'll get a repair man around ASAF. A
4
d 1
<[ Assign to* (EFiris Virke T £
Cancel H
3
4 F
AR o e A e T T g it s | Sl e o -

Processing a purchase request

1. Approve the supplier or select another from the list.

Either approve or decline the request.

Complete all fields as necessary.

Assign to a staff member for follow-up.

click By

NV e W N

If declining, make sure you give a reason in the Message field.
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T ik Ralad - AT ol BN 2 T B o dny, o B Bbos et e

TRt . L] | Jsemeh S e e Y e ol y
> Purchase requost
4
i Requested by 4
5 i }
~ Gescription Just had & huge spring ciasn i
o Apprave supplicr Eco Groen (v L
: Decision < ipprove I Bacline 1
3 * .y
- Priority 1-mgn ~|@ i
Requested ttem rioves Estimated Price 1
& = -
£
i Arvpthing uneh ¢
- Instructions 5 serne dean !
4 r
> t
4 Message to requester G, Thayra an e war, {
%
Assign 1o i irtue 1w <
Tave] | cancel {
" €
‘ Hoeme | Ak ms and Cand " 5
L il . i 3 {
T R T Pl - < - o

Processing a contractor request

1. Either approve or decline the request or get quotes.
Complete all fields as necessary, selecting alternate contractors for quotes.
If declining, make sure you give a reason in the Message field.

Assign to a staff member for follow-up.

click By

i R EREL L R S S T e S st
A Tordl barafiee * 7 F 0000 Wash Bu.dnce § 00" Bed chamé taday

07 Bedsorsale T ETTTT T
User nick name (2 [ ]sesrch oo _ Create new user Show floor plan (2

[ contractor request

: Requested by chris virtus in Manksy cags on 19/08/2008
B Subject No hot water
kS
s Hosesiation there iz o hot water anywhere in the house. The hotwater service must be playing up. There is na
k gas. We've tried re-lighting it.
4 A
i Engage contractor Daves Plumhing v
\,_’ Estimated cost $1000.00
&Y Decision " approve @ Getcosting  © Decline
] 5
J Priority 1 - High o

Get cost from contractor
1. Daves Flumbing v
2. Danny Boy's Plumbing [+
3. | Select a contractor N

Instructions there is no hot water anywhers in the house, The

hotwater service must be playing up. There is no
gas. we've tried re-lighting it.

Message to requester we'll called for quotes

" O | o £ ™ -
Ay At W Ve Tt W, Sy

Assign to iohris virine e
Caneel
Bl Home | About Us | Terms.and Conditions | Privacy Policy
¥
<
O L D e N e e S SN NP o W CURCUUUNUTIIRY 4GP e SO

Processing a cash request
1. Either approve or decline the request.
2. Complete all fields as necessary, selecting alternate contractors for quotes.

3. If declining, make sure you give a reason in the Message field.

4. Click BT
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j_é'ted hy chris virtue in Gorrilla Cageon 19/06/2006 %
'.l '._'

3. Wages
s 4
- tion for Billy who's been helping out in the office
o
4 [z50 | Ed
2 )
in " approve ™ Decline f
I
1{5 for Billy who's been helping aut in the %
J} office &
o s
e (@v
\/}B to requester This is the first I've heard of it. who's .
Billy and what has he been doing? ‘,q-"'
d
Cancel {"
3
k!
| d Conditions |_ h -
Home About Us Terms and Conditia Prl\"amr Policy p
L ,ﬁ! £ L Sy }5 ol S o _.Jf

Any requests that have been assigned to staff with be listed in their daily tasks.

S = e P oam

J‘“ ,.-'/ — - "./ H = e, _‘ﬂ S _ff:.' - .-’l i iRl //"-\-. Er = - g
user nick narne (2 i N Search Go[ i 7 CFeate’nein
,:; @Dailv tasks (@ . g
{I:l"-llent Description Location Due Date Time Remis
” [ Monkey cage - Running shart of cleaning praducts  Mankey cage 20/06/2006 12:54 PM Mo daily ta;
e’“‘-_:_\ Just had a huge spring clean R
/‘ﬂ)s [1 mMankey cage - Mo hot water Monkey cage 20/06/2006 12:41 PM —‘f@f
I there is no hot water anywhere in the house, The hotwater service muost, .,
{:-, [l Mankey cage, Downstairs bath and laundry... Monkey cage 21/06/2006 12:32 PM !
H%S Mot powering up all. the natives are getting restless. {f
-cl‘ Raoll out tasks Print daily worksheet |@ f
& {
L o

N P aome LAbout Us | Tod N Copttigs | Prighy Poligeas g | gt I
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The Task Manager

SWTE Pro’s task management capabilities are very powerful. You can use the task

manager to set up tasks for staff to perform, including regularly recurring tasks that have

to be performed every so often.

At A, T e e ey peemeoen, BT
Task manager
Process Requests
Manage Stayers
Communities

Reward task inspection  Community task inspection  Reward task report  Community task report

Manage Staff Tasks B/

o
s AR MSBEOMMERCSRG

Manage Staff Tasks Outstanding staff tasks Reward tasks  Unclaimed reward tasks  Community tasks  Task progress

Inventory
Reward Programs

Job name Category House Priority Assigned to
Notice Board

Creating and Assigning Staff Tasks
TR ianage Staff tasks |

2. Click [<EITREHAY.

sem : -

O T

i T

Outstanding staff tasks  Reward tasks  Unclaimed reward tasks Coml-';:
inspection  Comrnunity task inspection  Reward task report  Cormmunity task repcﬁ
Manage Staff Tasks @ :
Select a house lm Select a staff | All Staff F
Job name Category House Pri
T Daily banking Cuaily chores by staff Gorrilla Cage H
Deposit cash and credit card receipts at the River Bank, 365 Currency St

Cue every 1 week{s) on Monday,Tuesday,Wednesday, Thursday,Friday by 11:00 am {

Delete jobs @ IAssign Staff vi @ Assign

"___ . ’m\y ;!Q.nlle :.I }N&UE‘L I?_;[ﬂ,,s,i!]ﬁ p,ljilflf_lj‘srl\PrwaE}Enhn_g s gk J

RS

Select a house | Gorrilla Cage 'l Select a stah‘lml Staff ;I |AH Recur’rences;l @ A

S (! Daily banking Daily chores by staff Gorrilla Cage High Michelle Mankey (
obs 3
Settings Deposit cash and credit card receipts at the River Bank, 365 Currency St

sales Due every 1 weekis) on Monday,Tuesday,wednesday,Thursday,Friday by 11:00 am

Accounting

Support Delete jobs |21 [assign staff <112 assign |@  creste task  |(@) Previous | Next Page [! =| of 14
o a ~’MUA7®"‘ "\.b e o v _oowy e e o -‘.Lfn_..xk.,_\x_.' i iy iy

3. Complete fields as required on the new task screen, referring to the example below:

A

Staff task manager

)
i -
3 Home Monkey cage vaf
\"\ Task category Daily chores by staff
: Job name* ‘Daily banking
_.\/" Deposit cash and credit card receipts at the River
Bank, 365 Currency St
5\' Description™
yf
e e —s
=" | Priority | High .v_f@
Roll Dut Task
Task Start date 26/06"’2_006

ble far tasks which oceur once.

Due Time*

2 Dccur once
O paily Every [ ]day(s)
Every week(s) on i
Monday Tuesday wednesday Thursday Friday Désaturday O Sunday
The [Fist _[v]
C’Munthly ] Monday | Tuesday [ Wednesday ] Thursday |l Friday | Saturday [F1 Sunday
of every l:l rmonth(s}
The 'hr__st_
C?Yearly El Manday O Tuesday O Wednesday L] Thursday O Friday ] Saturday ] Sunday
ofevery iy ]
"f Cancel
e e o s i |
H‘;_ Home | About Us | Terms and Conditions | Privacy Palicy

[ 4 gl Wl g A SN S S r AT o T N LAy L S e SIS

o

@w’eekly

NA i A AN AL AN, A Ay

This is a recurring task that is to be completed every work day between 11 and 12 AM.

SWTE
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T show floor plan «-..
3

B cIEL . TRORME UHER. ioola TR iEE. il
Us&nick ngre 2 Ll Sesfch Go|”

Staff task manager ©Qutstanding staff tasks Reward task manager Reward task today  Task progress Reward task inspection

i

i s
"~ Create viglr'user

Reward inspection report

Staff task manager

Home o
Task category Daily chores by staff
Job name* [Mew barbecus

Prepare coutyard for barbecue installation

Description*

: Priority High 1:¢J@ !
".f\ Roll Dut Task
¥ Task Start date X
i Mot applicable for tasks which occur ance.
3 Due Time* 1
1 & Dccur once
% G’Daily Every I:lday(s)
Every l:l week({s) on
OWeekIy = Monday = Tuesday il wednesday ] Thursday El Friday ] Saturday | Sunday {
Tho Frst (3] \
OMnntth 3] Monday =1 Tuesday O Wwednesday O Thursday O Friday O Saturday O Sunday f}
of ewery month{s) \
The EF?rEElii ¢
OYearIy O Monday ] Tuesdjy O Wednesday O Thursday B Friday O Saturday O Sunday {}
- of every ‘January_!:!.
3‘. Cancel
B

This is a one-off task.

4. Click By
5. Refresh the lists by clicking [y

e, o7 ol okl

Haay

B N v LR o

¥ - L R

" . ;
‘{\ User nick name (2 I:l Search Ga Create new user @
)’ Manage Staff Tasks Outstanding staff tasks Reward tasks Unclaimed reward tasks Community tasks  Task progress J

S

Reward task inspection  Community task inspection  Reward task report  Community task report 1

Manage Staff Tasks B

Select a house | All Houses 'I Select a staff | All Staff | [all Recurrences =] (7]

Job name Category House Priority Assigned to |
Please choose a house and staff to view the task list

Delete jobs @ Assign Staff x @ Assign @ Create task @ Previous | Next Pagel -l of0

el N f/‘

6. To assign a task to a staff member, click the check box next to the task, select a staff
member from the list and then dick EESTS

At

Nl B ettt

.

o g
¢ User nick name (2

i s, - A

s o S L
Créate ity usér’

Staff task manager Outstanding staff tasks  Reward task manager Reward task today  Task progress  Reward task inspection

Reward inspection report

Select a house [éﬁh.?c’a* Select a staff irmilgtgffi % ':]: all ﬁ;ﬁurrencé;};} @ Go

Job name Category House Priority Assigned to
Draily banking Daily chores by staff Gorrilla Cage High

Deposit cash and credit card receipts at the River Bank, 365 Currency St

Due every 1 week(s) on Monday,Tuesday,Wednesday, Thursday,Friday by 11:00 am
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Managing Outstanding Staff Tasks

To help you better manage your staff, you can view staff tasks that have not been
completed. You can also assign tasks to another staff member if you want.

To view outstanding staff tasks:

1. Click peHQENErEd.
PANSITdd Outstanding staff tasks |

3. Filter by house, staff member and status as required.

4. Click (23

R orohe AT RIS pone,

- T = ot i P
_rUser nick nanjetd Search G0

-
b
., Manage Staff Tasks L Outstanding staff tasks? Reward tasks  Unclaimed reward tasks  Community tasks Task progress

\\__‘_\Reward task inspection  Cormmunity task inspection  Reward task report  Community task report

Outstanding staff tasks @
Select a hou ,

Job name House Assigned to

Delete jobs Inssign Staff 'I Assign

Mo Tasks in the pool

,__\_,\\ s b st e ok - J..\_dm,m o e ’) .ﬁfm""“""- b __\.’.-r--' MJ_\,\\

5. A list of outstanding tasks is displayed.

T . e
_,.""Sta‘Ff task myanager Qutstanding staff tasks

— i, —te jm HECVED

7 e L . e, e s et
ager  Keward task'fﬁaay" 7 Commiinity tasks  Task progress

i Reward task inspection  Community task inspection  Reward inspection report  Comrmunity inspection report
*

Pall Outstanding staff tasks &

& Select a house | Gorrilla Cage. L

i Job name House Due date Assigned to Status
{"' E Gorrilla Cage, Bedroom Z - ihjo oi; Gorrilla Cage ZT/06/2006 chris virtue Mot Started

1 ] Daily banking Gorrilla Cage 27/06/2006 Michelle Monkey Mot Started

/ ] Daily banking Gorrilla Cage 28/06/2006 Michelle Monkey Mot Started

¥

“\\ [ Daily banking Gorrilla Cage 29/06/2006 Michelle Monkey Mot Started

:
{J Delete jobs _A_ssTgn Staﬁ _ :*_'! Assign Previous | Next Fage _1.\'5 of 1

Home | Aboyt Terrps gnd Conditions | Privacy Polic e
TR S T a0 QR R PN et

> P Sk e

R

To assign an existing task to another staff member:
1. Select the task to be re-assigned.

2. Select the staff member to give the task to from the list.

3. Click (XT3

. AN, A P N, -1 A s et L
i SIE T2 s i i [t of T N S $d0 DR S e e o R T P e
Total balance $ 750.00 Cash balance $ 750.00 Bed change today 0 Beds for sale a

User nick name l:l Search ﬂ Create new user @ show floor plan @
Staff task manager Cutstanding staff tasks Reward task manager Reward task today  Community tasks  Task progress
Reward task inspection  Community task inspection  Reward inspection report  Community inspection report
Outstanding staff tasks @
Select a house E‘GUr‘_r_i_I[a__(_:_‘_ig_e__‘_ig Select a staf‘F\‘A‘\.\ ;Staf.f ' i |_§_€at_us _;! Go

Job name House Due date Assigned to Status

Gorrilla Cage, Bedroom 2 - ihjo oi; Gorrilla Cage 27/06/2006 chris virtue Mat Started
Daily banking Gorrilla Cage 27/06/2006 Michelle Monkey Mat Started
Daily banking Gorrilla Cage 28/06/2006 Michelle Monkey Mat Started
Daily banking Gorrilla Cage 29/06/2006 Michelle Monkey Mat Started

2

Delete jobs i | Previous | Next Page |1 V‘f of 1

Home | About Us | Terms and Conditions | Privacy Palicy

Y S S SRR o I

-, i l,,\,..___.-"‘_ R
7 T TYTCreate new user 2™ Show floor plars :

-
b

\‘-w\m. A e R

' E
m SWTE Accommodator Guide — Upgrading
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4. The list updates.

s

g 0
User nick narme

D) T AN i R
Zearch Go Create new user Show floor plan
Staff task manager Outstanding staff tasks Reward task manager Reward task today  Community tasks  Task progress

Reward task inspection  Community task inspection  Reward inspection report  Community inspection report

Select 5 hnuseiE@ﬂSe\eda staf‘fm S_taﬁ“__—l_\:_”_n_llmﬁﬂﬂ
Job name House Due date Assigned to Status
Gorrilla Cage, Bedroom 2 - ihjo oi; Garrilla Cage 27/06/2006 chris virtue Mot Started
Daily banking Garrilla Cage 27/06/2006 chris virtue Mot Started
Daily banking Garrilla Cage Michelle Monkey Mot Started
Daily banking Gorl = 29/06/2006 Michelle Mankey Mot Started

Assign Previous | Next Page |ZQ of 1

3
S - - .
o Home | About Us | Terms and Conditions | Privacy Policy

L TP L N L e L R PO

L‘\*\M"\m\m‘“\ AN

Tom e e

4
b2

’

5

To delete a task:

1. Select the task to be deleted.

2. Click EES

D T
Create new user

Staff task manager Outstanding staff tasks Reward task manager Reward task today  Community tasks  Task progress

o S
User nickTam

Shoin floar plan

Reward task inspection  Community task inspection  Reward inspection report  Community inspection report

Outstanding staff tasks B

Select a house | Garrilla Cage \t} Select a staffg all Staff |v|| all Status |+ | Go
{-\_ Job name House Due date Assigned to Status
Gorrilla Cage, Bedroom Z - ihjo oi; Gorrilla Cage 27/06/2006 chris virtue Mot Started
Daily banking Gorrilla Cage 27/06/2006 chris virtue Mot Started
Daily banking Garrilla Cage 28/06/2008 Michelle Monkey Mot Started
Daily banking Gaorrilla Cage 29/06/2006 Michelle Monkey Mot Started
Delete jobs hris virtue (v Aszign Previous | Next Page ITE__I of 1

Home | About Us | Terms and Conditions | Privacy Policy
e AT AR At T

4 L ’.& ﬁ‘“-..\l ,
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Managing Reward Tasks

Reward tasks allow you to offer responsibility for some tasks to your stayers. These tasks
are placed directly into the stayers’ task pool for them to accept.

Make sure that you describe the task properly so there is no confusion as to what needs
to be done, where they can find cleaning products and to what standard you expect the
job to be done.

Note (1): You will only be able to set tasks to the value of the total points you have
allowed per property in your property set-up.
Note (2): When reward tasks are picked up by stayers, the system updates at 2:00 AM.

To create a new reward tasks:

RETRY rock manager |
2. Click EBYEICRER S
3. Click ECCREVATR'E.

User nick name @ l:l Search G i Create new user . Show floor plan
Manage Staff Tasks  CQutstanding staff tasks € Reward tasks ) Unclaimed reward tasks Community tasks  Task progress
Reward task inspection  Commnunity task inspection  Reward task report  Community task report

Reward tasks @

AT i P e,
e e s s AREEL

e S

Select a house IAll Houses vI Gao

Task name House Zone Dist-ner Total disc. Owned by Task
occurrence per week status

Clean ovens each week Mankey cage Kitchen 20.00 140.00 Traffic Light Active
Clean out fridge Mankey cage Kitchen 140.00 Fred Mankey Active
Clean out fridge Garrilla Cage Lounge apd 2 Lea Landlord Active

Delete Task |@ Suspend Task i | Previous | Next Page |1 vlof :

YT DU AP W P R S s S PP LN

4. Complete all the required fields and Click XY

~ . 3 i Ti
‘_..—‘-" Manage Staff Tasks COutstanding staff tasks Reward tasks  Unclaimed reward tasks  Commmunity tasks  Task pro

.

it Reward task inspection  Community task inspection  Reward task report  Community task report j

i

i Reward tasks ,
G B
'E3 House* Monkey cage 'I

Task Name* [Clean out the ovens |

Task Description™ Clean out the avens with oven cleaner. The oven &

cleaner is under the sink,

Make sure you read the instructions on the can!

Room Kitehen =l

Discount per Occurrence®
Due Day Inspection Day Inspection Time

J
J
/
[Tuesday =] v :‘f
¢
g

=
=

= = L
=
=

Cancel

e G y o il T,

5. The new task is added to the list.

M WP ek RS o UNIET 5k s, o 00N reormv-ars ot repb AT oM ity €0ud Tap ., o o om0

Reward tasks @l

Select a house IAH Houses 'I Gols

<, Task name House Zone Disc. per  Total disc. Owned by Task )
i occurrence per week status
; [T cClean out the avens Monkey cage Kitchen 25.00 25.00 Active  Edit
Delete Task |2 Suspend Task | Activate Task | Add new task |12 Previous | Next Page [1x] of;

1 E

Al A ol i ol Nttt AT f
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Assigning a Reward Task to a Staff Member

You can assign unclaimed reward tasks to staff. You cannot do this until the day that the
task is due.

To assign a reward task to a staff member:

1L click T
2. Click [ EN G EICREH Y.

.»'S'é"»\,.f,,..ﬂm\_a‘ﬂ’"f.m_ SO A Yes s pl cdAT ;.rc_r]'. ¥ s S T TCFRERE Tiew, i
7 Manage Staff Tasks  Outstanding staff tasks  Reward tasksC Unclaimed reward tasks 3 Community tasks  Task progress \
! Reward task inspection  Comrmunity task inspection  Reward task repo ommunity task report

Select a house IAII Houses vl G?

s

Job name Description House Zone Assigned to

[T Clean out the ovens Clean out the ovens with... Monkey cage Kitchen Task Pool

IAssign Staff vl Assign @

¢

Previous | Next Page |1 'I of 1

orne, Lahontd L““IEW am\mq@gnskﬁtu@_ckp’ﬂi c;f'“

SR SN el ol e i d

3. Select the task to be assigned.

4. Select a staff member from the list.

5. Click [X2ETY

[T gTage o s e e i pcrmacy el e TR /,.ué'lT‘in. P x0Ty PR AGweTp. Adfe SR
% - “ T Lol i = r g )

e e A

Reward task inspection  Comrmunity task inspection  Reward task repart  Cormmunity task repart

Unclaimed reward tasks @

r\ Select a house | All Houses vl Go

:\’ Job name Description House Zone Assigned to
\\ Clean out the ovens Clean out the ovens with... Mankey cage Kitchen Task Pool

Previous | Next Pagell x| ofl

I"x__ : Haorne | About Us | Terms and Conditions | Privacy Paolicy j
N, K kS v o =Y v LW -
i r _\‘ﬁ_\, L deene A P ,’” S SR S SR e s e

6. The task is removed from the task pool.

i i i
= CR - S er g oAt Thce s b - oS = b AT Mhwan s, SRS 7 P, T AR -
s -~ R 5 iz !

o 3 : - | , ) ’
" Reward task inspection  Community task inspection  Reward task report  Community task report
<.

Unclaimed reward tasks @l

Job name

House
Mo Tasks in the pool #

Description

IMicheIIe Monkey vI@ nssign |

. """-\_____,.,,.a-«—d o ¥ ‘.r"\..w..m\_. ‘:-"‘ o "'.’-"'-_‘“J"_....._-.-\-“’\\ - _,f"'"“"-.\. \f"“"---".‘_ ,_j\ L3P F
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Managing Community Tasks

Generally, you'll assign a stayer an area to keep clean as part of the arrival procedure.
Use this procedure if you need to change a stayer’s assigned area or to assign an area to
a stayer that doesn’t have one.

To run the cash in hand report:

1. click .
PGl d Community tasks |

it

[ — PRI e i o e g s ey
reesoraflck nEne | TR e e A ST Creafe new e L7 skE L aE |:|ITan'l$Cf X L.

Staff task rmanager Cutstanding staff tasks Reward task manager FReward task todaysk progress b
&

Reward task inspection  Community task inspection  Reward inspection report  Community inspection report

Gommunity tasks @

Select 3 house | Orangutan Cage ‘.vNi%

el e o S A it g ff

Select the stayer to assign the area to.

4. Select an area from the list.

Click [Ty

et , 2 o s
= S e e s T
: i S Y 5

' i T e - N LT T i T i T e T s
-~ Staff task manager  Outstanding staff task® v Rewardtask'nidfdaer Reward task today  Cornrnunity tasks  Task progress
-
Reward task inspection  Community task inspection  Reward inspection report  Community inspection report

Community tasks @ R e

;' Select 3 house | Orangutan E:‘;ga_:._.
Selecta zone [Allareas
, Lodger name Zone no. Area name Recommended no. of people
{j. [ Iva Monkey o1 Dining and hall 1
Ziggy Mankey 03 Kitchen 2
James Ostererg Monkey
Inspection days : Friday Ins ime : 11:30
5-#;55-i|-;n Area T 'ﬂgﬂ lel) Previous | Next Paga; 1-_\" of 1

Assign Area
Dining and hall
Downstairs bath and laundry bout Us | Terms and Conditions | Privacy Policy

Kitchen

Upstairs bath &
o

Backyard
AL R s B i il i

A NN «-g__'__.:.__...-'\_____.i-.J'

Lounge

gl e

\.

3
;
L

6. The list updates:

acn o (\_, .-/'_/ i e o i ,-"u““{' - TR e 4T o AR T T __.-"' T
1| "Zidgy Wonkey S 03 Kitchen e N i oy
-ﬁ\[l James Ostererg Monkey 04 Upstairs bath & stairs 1 ;

-\Ji Inspection days : Friday Inspection time : 11:30

e i il i ol — -
Siesbatih gfpics ges o [appacciansl@an | guanti g grn. g g dl T sttt Rago g “‘“f_.l_“f)
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Monitoring the Progress of Tasks

You can get an overview of where the progress of assigned tasks.

To run the debtors and liabilities reports:

RETRY roci manager |
Click ReQICr I

2
3. Filter by date, house, staff and status if you need to.
4

Click [

£idgEr Rigk name e T

\’-- Staff task manager  Outstanding staff tasks Reward task manager Reward task today  Community tasksl_Task proaress

\‘"--,., Reward task inspection  Community task inspection  Reward inspection report  Comrunity inspection report b
3
{ -

Task progress @ Printable view

& e ez i

e, pemrtineteen T et ok P
e parefirch Glpess o7 s’ - AeFeate wel oo oo e st floor plan s,

y From dote* (70272008 | (£12) o+ [E57ne/znne | (2] ol nouses (] Al staft | (Al status_ ] 60
: Job name House Due date Assigned to Status
infotrave Mankey cage 29/06/2006 emma louise toohill Mot Started
Hard Copy Filing Monkey cage 29/06/2008 ermma louise toohill Mot Started
General Administration Monkey cage 29/06/2006 emma louise toohill Mot Started
Daily banking Gorrilla Cage 23/06/2006 Michelle Monkey Mot Started

BT

e Rt
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Updating Reward Task Inspections

After performing a reward tasks inspection, the results must be entered in the system.
The House Dynamic Rating is entered on the same screen.

The House Dynamic Rating is your rating of the house vibe etcetera when you visited
it for the inspection and should be completed after every cleaning inspection. It is a
measure of how well you are received by the stayers. Generally, a happy, well-adjusted
property with a positive attitude and dynamic will be friendly and respectful towards
your role in helping them build a good community. If their attitude is not like this, you
should work towards getting it there and record your progress as you go. 100% is the
highest possible rating.

Note: The system will not allow you to enter the results of inspections until after they
are due.

To enter reward inspection results:

1. Click peHQENErEd.
@0]iTd'd Reward task inspection }

2
3. Filer by house (optional).
4

The results of the last inspection are indicated with a box around the rating. In the
the above example, it was excellent. (See below for an explanation of the rating

codes.)
o i e PRI 0 S - SO - SR 1= O 3 L - L R L e Soree)
3 User nick n'a"r'ﬁ'a“@ % it Search Go Festa aw user 14 Shawtaar plan ™
‘\\ M anage-seaffack Qutstanding staff tasks Reward tasks Unclaimed reward tasks  Community tasks Task progress i
.‘ Reward task inspection ) Community task inspection  Reward task report  Community task report 4
,{ i
. . . Il T
S Reward task inspection a Printable view
3 2
{ House [All Houses =] @a
Task name Lncatian Agg. rating [Z! Max. [Inspection rating [Z) '
¢ HC & M point 'p wm A 5 E |}
& Clean out fridge Monkey cage, Kitchen 0.0 0.0 2000 200 O O O ,F‘ b

5. Enter your comments regarding the inspection. If you're giving the job a low rating,
make sure you explain why.

6. Select a rating.
7. Select a House Dynamic Rating and enter any worthwhile comments.

8. Click 2%y when finished.

Reward task inspection ¥

Comments [The house is very buzzy. If it is wasn't for Fred grunting at m e
pointed out the rotten milk in the fridge, I would have rate i her.

¥

;. Save Cancel

5
5,
Task name Location AOgtating o
HC s M
5 ; A
& Clean out fridge Mankey cage, Kitchen 0.0 0.0 20,0 |
ﬂ Comments : |R0tten milk left in fridge D |
K
{'-J Clean ovens each week Maonkey cage, Kitchen 0.0 0.0 200
7 | Comments : |Great job - best yet |
‘\.\
£y
,/ HC - House Captain, S - staff, M - Management d
3 : ;
; Overall horne rating 10 20 a0 Tan Cso Cen C o Tgn #Fog O 10*'_ 7 j
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Fining and Warning Stayers after Community Task Inspections

After completing a community task inspection, use this procedure to fine or send
warnings to stayers for non-compliance.

Note: If stayers pass the inspection, you don’t need to do anything.

To fine or warn stayers:

1L click I
0]iTd'd Community task inspection |

2
3. Select the house.
4

Click (23

A=, i L
. sandalance R R L T P
- =

T o e e e B

“ Wiy —— B
User nick name @ l:l Search Go Create new user @ Show floor plan

Staff task manager  Outstanding Reward task manager Reward task today  Community tasks  Task progress

Reward task inspectiog”™ Community task inspection™ Reward inspection report  Community inspection report

Community tasks inspectivn Printable view

e S R S R —— |
e ™ S | gt Us | Tgrms and gendtion:

\-* e[anouses (4] cs[f) 5
House Zone no. Zone name Lodger name ;Ilu:ku:;faga M=} ‘-.i
[1 Monkey cage 1 Dining and Hall Michelle Monkey Gorrilla Cage 7
‘ [l Monkey cage 2 Downstairs bath and laundry Zac Monkey Tl !
"’ [] Monkey cage 3 Kitchen Traffic Light iz ‘f
\' [ Monkey cage 3 Kitchen Fred Monkey 21
} ¥ Monkey cage 5 Upstairs bath and stairs Marcia Monkey 4z f#
J\\ ] Monkey cage [ Backyard Micky Monkey 41 g
; []  Monkey cage 4 Lounge Milly Monkey 32 j
; [l Gorrilla Cage il Lounge and Dining emma louise toohill 2z 2
3 udl] Gorrilla Cage 2 Bathroom, hall and stairs Matt Lowe 1z {
3 ¥

= et ahene, o bt
B e - g O

5. To fine stayers:
a. Select the stayers to be fined.

b. The default amount of the fine is shown. If you want to alter the amount, enter
it in the box.

c. Click Apply fine.

i SO R 11T

5 Ak e, iimai PEN ISR S UL S E R L & B

- L oo

Reward task inspection  Community task inspection  Reward inspection repo\ryt Carnmunity inspection report

=
o

Community tasks inspection Pri

House | Monkey cage

House Zone no. Zone name Lodger name Bed no.

Monkey cage 1 Dining and Hall Michelle Monkey 11
Monkey cage ) Downstairs bath and laundry Zac Monkey il
Monkey cage 3 Kitchen Traffic Light 12
Monkey cage t) Kitchen Fred Monkey 21
Monkey cage i) b Upstairs bath and stairs Marcia Monkey 4z
Monkey cage [} 1 Backyard Micky Monkey 41
Monkey cage Lounge Milly Mankey 32

Fine Amount ; 10

Send Warning

B st e ool e ol T T

\\”«"\, 5 h.uw\m — «at e
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7. To send a warning to a stayer:

a. Select the stayer that you want to warn.

DENMIRY send warning |

o e P H

Al S T D e e R DT T B s S i e
& User nick name i Search Go| " S Create new user W Show flaar plan @ - b
L Staff task manager Outstanding staff tasks Reward task manager Reward task today  Community tasks  Task progress

Reward task inspection  Community task inspection Reward inspection report  Community inspection report

House | Gorrilla Cage || Go

]
House Zone name Lodger name Bed no.

Gorrilla Cage Lounge and Dining emma louise toohill

&

E!

!

Gorrilla Cage Bathroom, hall and stairs Matt Lowe g
&

{

Fine amount : 10 Apply Fine Send Warning

S »}“\I‘f B T A O e T v :"‘“‘MM °‘~ e
Running Inspection Reports

There are reports that show the results past and community and reward task
inspections.

To run the reward task report:

1L click T
2. Click EEYEICRER G el

3. Use the filters.

4. Click (23

T T e T

Manage Staff Tasks  Outstanding staff tasks  Reward ta

e ed reward tasks Community tasks Task progress e
Reward task report Y Comrunity task repaort r

Printable view

ooy ’ S
y ., U L S 1 WY ] B
g A ;

Reward task inspection  Community task inspectio

Reward task report

Owner|m| Qwners ;l Staf-f|AH Staff

Inspected Maxr

Task Name Date Date Pts.

Points Inspected By

Mo inspection/scores found.

] A,.A.....Moa,

ot st e A

P it - ‘”’\'-.-\‘_‘j e i i

I

5. The results of inspections for the criteria selected are shown.

,&Mafd"fa"sk".v__,_,,,_.-ﬁf"-CEmFﬁ-‘A'ifﬁ'ESER'TnsnLA;..m-/“Km._ __,d'-fé'-_,... At Ty . J,.r'ft{r‘i:a___‘__.freh,ﬁ it T S I

Reward task report

owner | All Owners | staff | All Staff

Task Name Date Owner :)nastgected Ma: Points Inspected By
Clean out fridge 11/10/2006 Fred Mankey 11/10/2006 20 10 chris virtue
Clean ovens each week 11/10/2006  Traffic Light 11/10/2006 20 20 chris virtue
e = - ; : T ,\._ /
Nl bR | T e Graeiicgs Lpdsuboliey A ™
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To run the community inspection report:

1L click T
PANOITdd Community inspection report

3. Select the date, the house and dick [y

e, i o

T Gir o B e )
[ Jseardi o

Show %I’o_é’rhﬁlan’@-'

e

Create new user

i
User nick name

Staff tasl mmanager Outstanding staff tasks Reward task manager Reward task today  Community tasks  Task progress

Reward task inspection  Community task inspection  Reward inspection report €Cormmunity inspection repart-s
Community inspection report Printable view

Inspection Date¥[2/06/2006 [EIZ] House(All Houses 3 |
= LiTHE. W

House Name Lodger Name Rating

*
[ 4
£
*
£
3 &
Mo details found 3
.|
4

By e WY

4. The results are shown:

T e o Stun s ST RS e

e AT e tasty o eepeonrEys T

et

1: Reward task inspection  Comrmunity task inspection  Reward inspection report  Comrunity inspection report

Gommunity inspection report

Inspection Date* [29/06/2006 \ House | All Houses [v] Golf
House Name Lodger Name Rating
Monkey cage Michelle Monkey Warning
Monkey cage Michelle Mankey Warning
Monkey cage Zac Monkey Warning
Monkey cage Zac Monkey Warning
Monkey cage Milly Monkey Warning 4
Monkey cage Marcia Monkey Warning *
Monkey cage Micky Monkey Warning .,
Monkey cage Micky Mankey Warning }
Monkey cage Fred Monkey Fined .
Monkey cage Marcia Mankey Warning €
Monkey cage Milly Monkey W arning b
Monkey cage Traffic Light Fined
Gorrilla Cage emma louise taohill W arning
Orangutan Cage Ziggy Mankey Success
Orangutan Cage Iva Mankey Success

Orangutan Cage James Ostererg Monkey Success

=

‘“_f TR e, g an Pt g g, g et
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Managing Stayers

SWTE Pro’s Extra Functionality for Managing Stayers

In this section, we're nor going to go over the functions that you've already been using.

Refer to your SWTE Start guide for information on:

Creating a New Stayer Account
Finding an Existing Stayer’s Account
Booking a Stayer into a Bed
Cancelling a Booking

Accepting Rent Payments

Departing Stayers

Checking Stayers Out

Proactive Stayer Management

Once a prospect has paid their deposit for a bed in your place, they become a stayer

and are placed on your arrivals list. In this chapter, we show you how to manage your

stayers from their arrival, rent payments and bed changes through to their departure.
All this happens in the Manage Stayers pages.

There are basically two approaches for managing your stayers. One is to deal with

stayers individually and as you need to, like when they come to the office. The other is

to be proactive by anticipating what you need to do in managing them collectively.

To deal with stayers individually, it simply a matter of locating their account in the

system and everything you need is there.

However, dealing with stayers proactively is an approach you should take. It means that

you'll know when:

stayers are late with their rent
stayers are arriving so that you're ready for them

stayers are leaving so that you're ready for inspections

¢ beds are going to be free so that you can sell them
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Proactive Stayer Management Workflow

Operator

Start your day looking at:
\ 1. who's late with rent
2. security deposits that have dropped to a risk level
Check for overdue rent, 3. who owes you money in fines.
low deposits and fines

After you've done that, check to see who's arriving
over the next few days so that you can make sure that
someone is going to be there to welcome them. If you

have on-line agreements and new stayers haven’t

completed them, you might like to chase them up

Check Ior STt because it makes it quicker when they arrive.

Next, you need to see who's leaving in the next week
so that someone will be there to do the inspections.

Then, check to see if any stayers have contacted you
through the system with any issues or requests.

Check for departure inspections

It's a good idea to have a look at what contracts are

ending within the next week (or whatever your notice
period is) so that you can either get them to renew

their contract or give notice, because once they give

C for ponad S s notice, you can get on with selling the bed.

Check for contracts ending soon

E
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Individual Stayer Management

You can always access a stayer’s account (from the green bar or by click on their name)
and deal with them individually.

Among the things that you can do for stayers in SWTE Pro are:

¢ resetting their password

¢ collecting rent, top up their deposit and collect fines

¢ Jloan items (if you offer the facility)

¢ manage their contract

¢ swaps beds without them having to put in a request

¢ give notice

¢ check them out

¢ view transactions and reports on their account during their stay
¢ sell items under the reward program (if you have one)

¢ make rent adjustments

¢ convert cash and rewards

¢ view how they answered the compatibility quiz

¢ view their contract history

i B ORIy g T T podtivase oo M i s sl
Billing cycle Wednesday Date of arrival 21/06/2006 Expiry date 15/10/2006
Maobile no. 1234567890 ON VARIABLE RATE Status Staver
Total Fine $.100.00 Cash backs $ 650.00 Rewards T

Account details  Pay rent  Borrow stuff  Manage Contract  Swap beds  Top up deposit Pay off fines

Give notice  Check out  Transactions  Reward Points  Waiting list  Sell items  Adjust rent

s

Convert cash & rewards  Compatibility answers  Contract History

Account details @ -

First name Fred Last name Mankey

Account type Warking Travellar 2

Permanent address

L asnae Al y“‘-\_ Lo ""‘""-15_ __,,J """v'“‘-\m,.fh

TN

Ve

g R, o g

A

Most of these stayers can do for themselves. If you want to find out more about all this
functionality, click each of the links and click the help icon.
Currents Tenants List

The Current Tenants List report shows who's in your houses at the moment, the
contract they're on and when it’s due to end. You can also access stayer accounts from

here.

3 P e 3 T T S Fedail 435 P - il 4 T o 1 o
BT L T i s Vet SR b G0 FTIT ATAPE Loy iy
My Workplace Maney in 4 4850.00 Cash In § 4B50.00 frrivals today 0 Total beds S
My Tasks Money out 4 650,00 Cash out § 650,00 Departures today 0 Empty beds f
My Messages e

A Total balance 4 4200.00 Cash balance $ 4200,00 Bed change today 0 Beds for sale i

My Notices 1

Task manager

Process Requests
Manage Stayers ontracts ending  Staver Queries  Nominate a stayer  Process Nominations Pending Departures  Request log

Adjust beds  Arrivals today  Bed modifications  Compatibility statistics  Complaint log

Staff Requests User nick o Zearch Go Create new user |1 Show floor plan
Current tenants list
[t

A4A.

Inventory SWTE's most wanted
Reward Programs
Motice Board

Current tenants list @

Jobs Contract type | All Contract Types =] House [l Houses 2 =
Settings Stayer Name House Bed Period Nationality
Sales Michelle Monkey Monkey cage 11 17/05/2006 - 18/10/2006 australia Terms of Stay
Accounting Contract type : WARIABLE @ § 150.00  Referral By : The Word Magazine
Support Fred Monkey Monkey cage 21 21/06/2006 - 15/10/2006
Contract type : VARIABLE @ § 150.00 Referral By : Work and Travel
Zac Monkey Monkey cage 31 19/05/2006 - 13/10/2006 Usa Terms of Stay
Contract type : VARIABLE @ § 150.00 Referral By : IEF
Milly Monkey Mon‘lf_e”y cage 32 3040542006 - 12/10/2008 5 australia Terms of Stay
o TS At i L’-.”PI’" bl By ; S T e et R T st
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Adjusting beds

Use this to move a stayer from bed to another without the stayer having to raise a
request. You would this if you find that people have been sleeping in the wrong beds
because it’s often easier to update the system than to move the people involved.

" R T P i i el TN e i

adjust beds  Arrivals today Bed modification report  Current tenants list  Compatibility statistics  Complaint log

e
Contracts ending  Messages to managsment  Nominations  Nomination Approvals  Fending Inspections  Request log }
#

Revoke fines SWTE's most wanted

Adjust beds @

b Date of request 02/08/2006

j From Lodger [Monkey cage, Milly Monkey, Bed Mo. 32~ |
: To Bed {Monkey cage, Bed Ho. 47, Available on 02/03/2008 > |
j

Horne | About Us | Terms and Conditions | Privacy Palicy

l‘“";»\n %_%’W.b. "“\%\Mu &

o S ‘»-«-n"\;..i‘.‘ G HI“‘\M&M.A«.,..,‘_,_\_A \f ;“_}m Ry o d‘"""‘l. f ﬁ“"\__W,,‘_,J“"'"“—“

Dealing with Arrivals

You have probably been using the arrivals function since you started using SWTE. We
include it here again because SWTE Pro has on-line stayer agreements and community
cleaning.

If you have on-line agreements (or pre-check ins), dealing with a stayer’s arrival is
much easier if it is completed before they turn up, as they will know how you run your
place.

To check-in a stayer:

1. Click INELEr RIS el
2. Click EX{QZEIERE:EYA.

L T N in,.. shih i sare T T
)\ e [ ]search o Create new user @ show floor plan @:
2 i
7 Current tenants list  Adjust bedd Arrivals today JBed modifications  Compatibility statistics  Complaint log

Contracts ending  Stayer Queries  Mominate a stayer  Process Mominations  Pending Departures  Request lag

<‘~, SWTE's most wanted

oy Ty

Arrivals today @

From Date [11/10/2006 |TD [18/10/2008 | ol

Ny, A

MName Stayer Id Home Bed Booked date Arrival date
Johnette Monkey 2025 Orangutan Cage 24 11/10/2006 11/10/2008 Check In

e Home I}bnut’| Term?:i%pﬂj\ltlgﬂéﬂl_[?rwzqg}:_.PaQ’ygxf.\L‘ evere —
If the arrival has Check In Procedure next to it, then the stayer has not completed the
pre-check-in. Sit them down at the computer, get them to log in and do it. If it has
Check In, the system is ready to accept the new stayer.

3. Click [XTITY

4. If you have community tasks, then on the Check In screen, select a zone for them to
maintain.
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SAOITY Check in |

. - . Ve R e e
'_/I.S.W']:E‘-.S'I‘-H)U‘S-r\;\'\.,r:g“ e Mo s e R W R S, ]
- Stayer Id 2025
Name Johnette Monkey
House/Bed No. Orangutan Cage, Bed Mo, 24
Date of booking 11/10/2006
Arrival date 11/10/2006
Contract end date 10/12/2006
area 4

5 Cancel
Current area details

Area name { Show floor plan } Mo. of Stayer resp ible Rec ded no of lodgers to maintain the zone

2

Dining and hall

Downstairs bath and laundry
Kitchen

Upstairs bath & stairs

PR o v . g

Backyard

u]
u] o
1 2
u] ay
o 2
u] 1

Lounge

T T ——

'~._\__'«._‘__,~\ FE

6. That's it. Hand them the keys, show them to their room.

Bed modification report

P m‘Ef(wﬁgﬁj.;q;; i T i L G N v
¢ Current tenants list  Adjust beds  Arrivals today Cornpatibility statistics  Complaint log X _'?
Contracts ending  Stayer Queries  Nominate a stayer  Process Nominations  Pending Departures  Reguest log t
SWTE's most wanted J

Bed modifications Printable view
From Date™ |11/06/2006 To Date* |11/10/2006 House | &l Houses vl ;

Users IAII Users ;I Type IAII Types ;I ﬂ
Mod. Date House Bed No  Stayer Type Modification By
13/06/2006 Monkey cage ik Michelle Monkey Departure Set departure notice for 27/06/2006 chrisy
Carteact Fre closed the contract from 31/07/2006 to
13/06/2006 Monkey cage Glak Michelle Monkey Z7/06/2006, Contract rate changed to $ 150.00 / chrisy 1
Managerment £21.43 1
13/06/2006 Monkey cage 11 Michelle Monkey Departure Set departure notice for 27/06/2006 chrisy . :
13/06/2006 Monkey cage 11 Michelle Mankey Departure Revoke departure notice chrisv JS
13/06/2006 Monkey cage 11 Michelle Mankey Departure Set departure notice for 04/07/2006 chrisw %
. . Contract Extended contract from 27/06/2006 to .
=~ [RER 6. Monkey cag 11 ichelle Moglkey Rl o P " chrisv
Sl R TN ﬂjuﬁ e M ol 96 4 15080 4§40 SOV

Run this report to show all the transactions on your beds for the selected period.
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Viewing Compatibility Statistics
This report gives you statistics from the electronic survey stayers completed before

they moved in. They were asked for their preferences in the context of a shared living
environment.

You can filter by house or see the results averaged across all your houses.

e

il . % et e aem e ot R T e L M o o
I,J'N-H Tuser m‘c‘k';l/arl:‘n”é‘@' “IB T Se;rl'cr.{"t’ﬁjn’ ik Create new tser 'Iw”s_ﬁ/o;‘f.loo.r: rjér.‘_
)‘J\: Current tenants list  Adjust beds  arrivals today Bed modifications  Compatibility statistics ) Complaint log
i Contracts ending  Stayer Queries  Mominate a stayer Process Morminations Pending Departures  Reguest log f
SWTE's rost wanted ’

Compatibility statistics @

Printable view F

Select House : | all houses

,\-v_. %

(_::. 1 You would like to find a place to stay where lodgers emphasize
‘;"\ A Communal spirited shared living atmosphere where those you share with become a second family 35,20 % &
?.‘ People share house but keep to themselves in their private lives 0,00 %
} Complete privacy where everyone keeps to themselves 0.00 3
£ 7
2  You would prefer the property you live in to be \[
Kept clean daily by those living in it, just chipping in as and when they can 29,41 %)
Cleaned once weekly by the whale house doing a weekly house clean at the same tirme 0,00 %
Kept clean by each occupant being held accountable for cleaning a different communal living area 0.00 %

Qccupants paying extra rent to cover a house cleaner to come in and clean week to week 5.88 %

G

3 Your preferred shared living management structure would be

s

.'\ Professionally managed by & 3rd party managing agent from a seperate office 29.41 "y
% Managed by an independant landlord wha awns and manages the property on site 588 %d
4 Managed by a head tenant who lives on site and manages their co occupants directly 0.00 %‘i

Checking for Contracts Ending

When stayers are about to come out of contract, it is a good idea to get them to renew
or to give notice, because if they're going to leave, you will want to start selling that bed
as soon as possible.

Note (1): If stayers dont renew their contract when it ends, the system will
automatically move them onto the variable rate. The system will assume that they are
staying and charge them weekly until the stayer gives departure notice. The contract
endings report provides data on how many people are coming off contract.

Note (2): Departure notice is required for stayers intending to leave at the end of their
contract.

To check for contracts ending:

1. Click [HTEETNT: ).

R ey e— . L e, P o
dser nick name w, - - oo == e gL RN IEee =T EJ SAow ﬂoor',__ .

<<"-\ Current tenants list  Adjust beds Arrivals today Bed modifications  Cornpatibility statistics  Cormnplaint log

]
‘i‘ Contracts ending ) Stayver Queries  Mominate a stayer  Process Mominations  Pending Departures  Request log

’ SWTE's most wanted

/3 Contracts ending
£ House [All Houses =l [7days =] Gof

ACTS

> Home Stayver Name Bed Contract Ending Departure Notice due }
| Monkey cage Michelle Monkey 11 18/10/2006 1171042008 #
- Mankey cage Fred Maonkey 21 15/10/2006 08/10/2006 ?*
[l Monkey cage Zac Monkey 31 13/10/2006 06/10/2006 L
[ Monkey cage Milly Monkey 3z 12/10/2006 05/10/2008 !
|| Monkey cage Micky Monkey 41 1z2/40/2006 05/10/2006 1
- Monkey cage Traffic Light 42 16/10/2006 09/10/2006 2
Pl corrilla Cage Dam Wise Jarvis 11 13/10/2006 06/10/2006 1
r5> r Gorrilla Cage emma louise toohill prard 16/10/2006 09/10/2006 f
___,-j | ml Garrilla Cage Melinda Monkey 31 12/10/2006 05/10/2006 i
(“) I Gorrilla Cage Marcus Monkey 3z 18/10/2006 11/10/2008 %
< m Previous | Next Page[i -] of 2
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A list of stayers that are about to come out of contract is shown.

2. To send a notice reminding them that they are about to come out of contract, click
the box next to the stayers and then click BFUGETEY.

P g, SO L o R
Gorrilla Cage Dot waseTarvis -7 % _
< Gorrilla Cage emma louise toohill b
’:._, Gorrilla Cage Melinda Monkey (
T
¥ Gorrilla Cage Marcus Monkey z
r ot
4 Send Motice
I
ki
.!\

Stayer Queries and Complaints
If you allow your stayers to respond to automated query templates, their messages are

listed here.

If you want to respond further, click the message subject.

b

reats W L,

e MR | ey s s o
4 iFer e atne i prdnkeyl - e

H Current tenants list  Adjust beds Arrivals today Bed modifications  Compatibility statistics  Complaint log
i i
! Contracts endingl, Staver Queries ) Mominate a staver  Process Mominations  Pending Departures  Request log 3

A
g A e v T OF Pl

SWTE's most wanted

stayer Queries @

..}%
{

Stayer Name Home Message Date hie -
m Fred Mankey Monkey cage 08/08/2006 @ - y
\I I am home ¢
K_ Delete Message Previous | Next Page IE u(_a_
§ -
-\"/f\
oL L}
b

=8 Home | About Us | Terms and Conditions | Privacy Palicy f
A ol an T ol j’t“"*\ o Aty Jf\\\\_\___A_I"'" B A i e P, Pt

s

After you or your staff have responded to the queries, they are removed from the list.

If your staff are dealing with stayer queries, you can monitor the messages under the

complaint log.

T g Al = T s o +-c( (oA N e LR . o o M R

; 5 5 oy S

User nick name k2 I:l Search Go Create new user 2 Show floor plan @

Current tenants list  Adjust beds  Arrivals today  Bed modifications  Compatibility statisticsl, Complaint log

3
.

Contracts ending  Stayer Queries  Nominate a stayer  Process Mominations Fending Departures  Request log

SWTE's most wanted

Complaint log Printable view

Date Stayer name House Subject Description Management response
I'm sorry that's how you

Py ,\’* o \ -

That'z:not:gogd You are ripping us off! feel. Come and see me Print
\ i

11/10/2006 Fred Monkey Mankey cage oo on
and we'll work it out,

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

s __.f"‘\"“'- 5 ___\_’\._.‘-‘\A\,'\--m- S M‘_‘__f-\‘\_" f\ e AR e ,,,.._.A.-.\_,"x‘[" "*‘\_\.,J"-./
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Nominating Stayers for Rewards or Penalties

Your staff or other stayers can nominate stayers for rewards or penalties if they do
something either really good and helpful or the opposite. All nominations must be
approved by management.

o~ ¥ e, o i £ . § LB e,

s Rkl ol oo e LA e e s G

Current tenants list  Adjust beds  Arrivals tUd‘a;r.”Bed modifications ‘.Cumpat\bility statistics  Complaint log

Contracts ending  Stayer Queries ( Mominate a stayer Process Morminations Pending Departures  Reguest lag

SWTE's most wanted

Nominate a stayer 2] 4

With this form you can norminate sormeone to receive a credit banus ar demerit for doing something good or bad in the house. You can ’
not naminate yourself, if you think you deserve extra credits you have to get someane else to do it, The person you will nominate will f
be added or subtracted SWTE Credit points if your request is approved. Your name will not be revealed to the person that you are f

. Vel

nominating.

Malke sure you explain well why this person should be nominated. You can only nominate sarmeaone in your own house, just select the }
person from the list below.

Please fill in all of the following fields:

Select a house IMonkey cage 'I @
Select a zone IBedroom 3 ‘I

Recipients ¥ milly Monkey I Zac Mankey
Momination type* IReward 'I
Reason* For being very helpful and welcoming to Bob when he arrived. It was good of &

vou to shaw him the ropes

4
<. 1Y | points*

II" pproval points
7 = &
{

N'\v%'\"}\e"\‘w -

—

Complete all the fields. If you want to nominate the entire house, select All zones.

e 2T
At e irnefid BBl -
§ ¥

__',_(-i'::use IMonkey cage ;I @\

.‘{one &l zones =] {

e Bedroom 1
don type* |Bedroom 3
o Bedroom 4

2 I,J--n\_‘__ B Mmoo T
v Ml ~ A

Processing Nominations
You can approve and reject those nominations here.

All nominations pending your approval are listed. Click to bring up the
approval screen where you can either approve or decline the nomination.

I,U-.__,.ﬁfffn\.-n’a_n’ﬂ'e":»\ AR e . II/" Ry . reein. A e - T L R
J Current tenants list  Adjust beds  Arrivals today  Bed modifications  Compatibility statistics  Comnplaint log e
\ Contracts ending  Stayer Queries  Nominate a stayer Pendlng Departures  Requestlog )
\é SWTE's most wanted Q

Process Nominations

Nominated
by

Date Name Type Points Reason Status

Zan He's a pig. He left a bowl of spaghetti bog on the couch and I
1z/10/20086 Monkey rmonkeyl Penalty ﬁ:Snnlt see it in the fark and I sat on it. He just laughed. I hate

Previous month’s transactions
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Request log

The request log is a record of the requests that have been approved and declined. You
can filter by house, type of request and a date range.

-, At JEr

N R s . S | Y P e ST
.-'w:dn-éﬁt tenants list  Adfust BEds “wfrivaliatddy  Bed modificatiins® Cormpafibility statistics' -~Zomplaint log e ]

Contracts ending  Stayver Queries  Mominate a stayer  Process Mominations  Pending Departures ( Request log

SWTE's most wanted

Request log

From®* [12/01/2006 | To* [12/10/2006 | House | All Houses = Type [al Types

Type Date Requested by House Decision Date Processed by
Maintenance 24/03/2006 lohnette Mankey Mankey cage Approved 24/03/2006  chris virtue
tailet leaking

Cash 28/03/2006 chris virtue Maonkey cage Issued 29/03/2006 chris virtue
Wages

Maintenance 28/03/2006 Jlohnette Monkey Mankey cage Approved 28/03/2006  chris virtue

Television on the blink

Maintenance 29/03/2006 chris virtue Monkey cage Approved 29/03/2006  chris virtue
~| tazster pat workin
e

LSO, aaa oty e g R (SR g G
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Inventory

In this section, we show you how to use the SWTE Pro’s asset and inventory manager to
effectively manage your stock, fixed assets and fixtures.

Inventory falls roughly into three categories:

¢ stock — day to day consumables (e.g. toilet paper, cleaning aids etc)

¢ fixed assets — furniture and portable appliances such as TVs

¢ fixtures and fittings — items that are part of the house (e.g. light fittings, major built-
in appliances such as stoves and ovens)

The easiest way to think of the difference between a fixed asset and a fixture is that if
you take it with you when you sell the house, it’s a fixed asset. If you leave it behind,
it’s a fixture.

The system allows you to record vital information about the items in your houses. For
instance, you will have light fittings all over the house, some might be incandescent,
others may be flouros. Let’s say that the light on the back porch isn’t working. Because
you've recorded all the details of the light in the system, you can tell the electrician
what type of light it is, the correct wattage and whether a ladder is needed or not.

We'll start with registering suppliers and contractors because they need to be in the
system before you can link stock to suppliers and other items to contractors for repairs.

Registering Suppliers

SWTE

To register a supplier in the system:

BROIRY inventory |
2. Click BT
> ci CERIRTET

"Mv itae o T s \,-‘" poslle, o mremm e i g TR ,‘;s"w ....... ey 25
Staff Requests User nick name (2 I:| Search S0 m@ Show floor plan &
Task manager Stock  Fixed assets  Fixtures & fittings Suppllars
Process Requests
Manage Stayers Suppliers @

Inventory Trade categary [All trade categories =] 16 J
Rev?ard Programs Name Location Telephone
;I:;::E Board - Bob's Appliances 376 Horatio St 7897 8585 Edit
Settings Trade categories : Appliances
sales | Pratt's Pool Shop 378 0ld Corongomite Rd QEZE5 1298 Edit
Accounting Trade categories : Pool Supplies
Support [T Jimmy's Cleaning Praducts 1745 Purple St 1969 1970 Edit
Trade categories : Cleaning
B Eco Green Queensland 92118578 Edit
Trade categories : Cleaning \
Delete Checked Supplier ‘ Add Hew Supplier | Previous | Next Page ':l of 1
-
TP N T L I ST e Sy "R
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4. Complete all fields on the Suppliers page as required. Click [FHIEIR] when done.

e s i
“|search Go

. UseF Aick name ]

Stock  Fized assets Fixtures & fittings  Suppliers  Contractors #

Supplier Name* Jirnmy's Cleaning Products

Address*® 1/45 Purple St

City [Hazeville ]
State [Nsw |

Country [australia ]

Postcode 2986

Contact Name ‘James Osertherg |

5
4
L
#
o
Telephone [1969 1370 | Fax [1369 1970
Email \jamesDsterber’g@Jimmysc\eaning.com‘au |
#
"
:;
o+
e

Trade Categories*

Appliances
Building
Cleaning
Electrical

Hire Equiprment
Indoor Furniture
Kitchen ware
Lacks |
{Press Ctrl + Click to select more than 1)

Notes Usually delivers with 48 hours|

Trade category | Al

Name Location Telephone
Jirnrmy's Cleaning Products 1/45 Purple St 1969 1970

Trade categories : Cleaning
Eco Green Queensland 92118878
Trade categories : Cleaning

|2

Delete Checked Supplier Add Mew Supplier

@

Previous | Next

et mmnenp T

Registering Contractors

To register a contractor:

eI Y inventory |
PRCTRN coniractor:
3. Click LEEL BN CIa 4.

- o g Fr

AT et e

7 ¥ T o . L e
- " T s o s e e iy e n
__.-/User nick namz (2 5 Search Go Create new user Show floar plan @ i

1 : ; :
A Stock  Fixed assets  Fixtures & fittings  Suppliers

Contractors EI
Search nature of business I:l @
Contractor Name Address Telephone
Daves Plumbing Gueensland 07 92111663 Edit
Nature of business : All plumbing Jobs over $200 must be...
Danny Boy's Plumbing PO 123 Edit

Nature of business : Plumbing

Delete Checked Contractor Previous | Next Page |Z!_‘_'_| of 1

P O Tt
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4. Complete the fields as required on the Contractors screen. Click [Ny when

finished.

|/' '\,__,u_e._...-.-'-"' =
dernick name 2l

égf_cock Fixed assets Fiztures & fitings  Suppliers

= pem

g e e J.-'; W, ¥ o e
7 |search Go e T UCreat.

Contractars 1

Contractor name* [re-volting Electrics | !

H
%
! .-'fi:untact person® [Frank Zapper | !
Address® PO Box 354
<[
3 j
f:,.;:l:ity [cretinberry | ’
I_gtate [S | i
P;l3|:|untr1_.r |.C\ustra|ia |
{, Postcode
<L phone [3573 0301 |
\
i Fax [o573 033z | %
s
LI Email |frank@revolting.cnm.au |

}Nature of business®

Electricians| {,
{

{

{

Save and Add

5. The newly added contractor is shown.

s, T s
: 5 T R o

fom e, it ol L .
s 4 LT o Edit

@ | AW "
Plumnbing 7 e~ SRS R e

; I‘j'”')lf)d‘;nn-ﬂf‘éoy's'
Mature of business : Plumbing

[[] Re-Volting Electrics PO Box 354
Nature of business : Electricians

|@ Add New Contractor |@

Delete Checked Contractor

T A e e IS L Bk U Terng e B s Bolin s L A P o e v
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Managing Stock

Use inventory to manage your consumables. You can:
¢ add stock

¢ enter new stock items

¢ issue stock to your houses

¢ view the usage of stock

To add a new item to your inventory:

1. Click [N
2. Click B4
ERNCIEY Acic Now tom |

- v g gy = . - e
3 S em P e et S e s

i izt - T T iy ) s . e e
User nick narne (2} i Eaakehd) DI e " Créate new user
Fixed assets  Fixtures & fittings  Suppliers  Contractors

Show floor plan E?]

Item name @ Make f Brand Quantity at hand Purchase date Supplier Uiew-@
1 Itr Bleach Bottle Eco Green 5 4/ l:l 15/04/2006 Eco Green View usage

Gorilla BBg Cleaner 1... Gorrilla 5 44- I:l 15/04/Z006 Eco Green View usage
SEEssC L 7 - i)
elect house to issus to | [@ Issue iterns ‘@ Add stock |@ Add New Item 2D previous | Nent Page |1 |¥] ;f

PN g 2

P G PR R S T o I el = SuvS— f« I

4. Complete the fields as required on the Stock screen. Remember to put in the
quantity on hand. If you have more items to add after this one, then click

L] Click Y if this is the last item.

Bt N sl . HiR e auiERE RERS. . ondiiesio o d@RifR
s Total balance $ 250.00 Cash balance 4 250.00 Bed change today 0 Beds for sah
User nick name @ I:l Search Go Create new user Sf
Stock  Fixed assets  Fixtures & fittings  Suppliers  Contractors g

E Item name* Chlorine - Skg

l..\; Make f brand [chloragoolie | f
4 Quantity at hand H} g

\_\ Last date of purchase J

Supplier*

P

Horme | About Us | Terms and Conditions | Privacy Policy

!
!

P U PR A it attnein,

i

P it f"’ P TP ORI
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To add stock to inventory:

1. Click e
2. click B

3. Enter the quantity acquired in the Quantity at hand field for the item then click

| Add stock |

g A

_/_/ﬁnlﬁ-. e s "D-"..aené'r-\_rm

e

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

Stock  Fixed assets  Fixtures & fittings  Suppliers  Contractors

Item name Make f Brand Quantity at hand Purchase date Supplier Yiew @

1 ltr Bleach Bottle Eco Green —-—E—. 15/04/2006 Eco Green Wiew usage
Chlorine - Skg Chlorogoolie 16/05/2006 Pratt's Pool Shop Wiew Usage
Floor polish - 1 |t 0ld Scrubber 2 +/- l:l 01/05/2006 Jimmy's Cleaning Products Wiew usage
Gorilla BBg Cleaner 1., Gorrilla 5 +/- l:l 1540442006 Eco Green Wiew Usage

B P ricsie| O add New Item |2} previous | Next Page[1[v]of

1

Home | about Us | Terms and Conditions | Privacy Policy
B e T 7‘_"\-“‘.\4 smsaostl A e N o pitn g, g meeeh el T LR

=5 Ten

TNANN Ay Ay

4. Inventory updates with the new stock levels.

e st D, o (e -

ey

i ot i o O e TR
[ lsearch &o Create new user |2 Show floor plan 2

User nick name

Stock  Fixed assets Fixtures & fittings Suppliers Contractors

V'
L
Item name (2 Make f Brand Quantity at hand Purchase date Supplier view 2 f
1 Itr Bleach Bottle Eco Green /- l:l 15/04/2006 Eco Green Wiew usage }
Chlorine - Skg Chlorogoolie A= l:l 16/05/2006 Pratt's Pool Shop Wiew usage
Floor palish - 1 |t Old Scrubber 2+ l:l 01/05/2006 Jimmy's Cleaning Products  Wiew usage {
Gorilla BBg Cleaner 1... Gorrilla 51 - l:l 15/04/2006 Eco Green Wiew usage z
5
{

T |@ Add etosk |@ Add MNew Item 2] Previous | Next

PR “.‘\\‘ “_r_.,.‘_.“\- e, f'\-.,a-\_‘ \.I“MM“\ e - \_‘ },\ s ab™ ‘"f-.‘-“’"\_‘_-\ /

o

To issue items to houses:

WOIRY inventory |
RO Stock |

. Enter the quantity to be issued in the Quantity at hand field for the item.

2
3
4. Select the house to issue the stock to.
5

. Click [T

S f S e G, s '

e i
Total balance 4 250.00 Cash balance 4 250,00 Bed change today 0 Beds for sale

User nick name (2 l:l'sear:h Go Create new user Show flaor plan

Stock  Fixed assets  Fixtures & fittings Suppliers  Contractors

= JEr " e I e

Item name Make f Brand Quantity at hand Purchase date Supplier Yiew

1 ltr Bleach Baottle Eco Green 10 +/- 15/04/2006 Eco Green View usage
Chlarine - Skg Zhlorogoolie 4 +/- *—em Pratt's Pool Shaop Wiew usage
Floor paolish - 1 It ©ld Scrubber z o+ 01/05/2006 Jimmy's Cleaning Products View usage
Gorilla BBg Cleaner 1... Gorrilla i e 15/04/2006 Eco Green Wiew usage

R ‘@ Add New Ttem Previous | Next W*TJEUF

AAAA A e A A

\/

Home | about Us | Terms and Cond\g ng | pri Lz L F -
T P el A LT s g T TV, g i)

1=

Som,
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6. Inventory updates with the new stock levels.

T Wodabah BalT T, S0 e S e e e B s e e
A
B Stock  Fixed assets  Fixtures & fittings  Suppliers  Contractors 4
th
% -«
L Item name |2 Make / Brand Quantity at hand Purchase date Supplier view 2 i
" 1 lir Bleach Bottle Eco Green 100+~ [ ] 15/04/2006 Eco Green Wiew usage &
j Chlorine - Ska Chlorogaolie +/- I:l 16/05/2006 Pratt's Pool Shop Wiew usage -
\" Floor polish - 1 1t ©ld scrubber 2 sk l:l 01/05/2006 Jimrmy's Cleaning Products  View usage {
Gorilla BBg Cleaner 1., Gorrilla S e I:l 15/04/2006 Eco Green Wiew usage
= Tl £
k“"} [Orangitan Caga T 5 eI |® P |@ Add Mew Item Z' previous | Next Page |1 |w| if P
Y
% f"’"

Registering Fixed Assets

As we said earlier, fixed assets are major appliances that are not part of the house (e.g.
fridge, free standing barbecue). If it's part of the house (e.g. stove, oven etc) it's a fixture.

Note: If a major appliance ever needs a service call, the information entered here can be
sent to the repairer, so make sure you put in as much relevant information as possible.

To record a fixed asset in inventory:

RO inventory |
RSTRN Fixcd assets |
SRSTRN i New item |

A EY frigke. Fa L e s
R s R W

__'.=: Stock  Fixed assets ixtures & fittings Suppliers Contractors

Select a house 'rE)-rangutan Cagé ;j zone In-\l_zn-n;;

Item name Make Model Location Loaned by

No itern found,
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4. Complete the fields on the Fixed assets screen.
a. Putin enough information for a repairer.

b. Only complete the Renting options part if you intend to lend the item to your
stayers.

c. Don't forget the item’s location.

d. Click %Y when finished.

_—

L iR, B, o e gl e e e
~'; Stock  Fixed assets  Fixtures & fittings  Suppliers  Contractors -Q
,
i Item name* |Washing machine | ’
5-}-. Category ";\-ﬂpin.l-ia_nces- ; v‘ ';
) Description® [Front loader i
_,3 1
{
\ Make e | %6
b Model [WDs01aF | (
; Serial number [3091FROD46E-312-01533-00-4 | &
Date of purchase [19/02/04 | {
Supplier* .:E-ﬁ.b.'s .;l.ppl-i-énce-s _\:' é
Renting options ‘J
Can item be loaned O
Delivery mode [ oelivered [] self collect {‘
5 Deposit amount I:l 4
;‘ Usage fee |:| {‘ﬂb
_I_.f-J Item location {
J\ Available in :qung__u_t_an Ce; {
# | Location* e "\
:3 Cancel (I(’S

5. The item is added

Zh

s BT 5 ) R T Sl e e ol i st e SERS g

Fixed assets @
Select a house | Orangutan Cage | @ zone | All zones | category | All categories v
Item name Make Model Location Loaned by
‘Washing machine LG WDE013F Downstairs bath and laundry Edit Relocate

add New Itern

Registering Fixtures and Fittings

Fixtures and fittings are different to fixed assets in that they are part of the house. It
includes taps, light fittings, doors, windows toilets, baths and more. If a barbecue is
built-in (i.e. it can’t be picked and moved) it’s a fixture. If it’s on wheels and can be
taken with you when you leave, it’s an asset.

How much you put in here is up to you. However, it is useful to record things that need
regular repairs or replacement parts, such as lights. You can record the type of light,

the wattage and so on, so that if you need an electrician, you can pass the information
recorded straight on. That way they don’t bring a flouro when the fitting is a floodlight.
It is also a good idea to put extra information, too, such as whether a ladder is required.
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To record fixtures and fittings:

RO inventory |
ERVIRN Fixtures & fittings
SRSTRN i New item |

SRS, A = it SRS e S A

s i3 W % i T T i o B

. e
B T i B
& User nick name 2 l:| Search Go Create new user 2 show flaor plan L;_‘
i ;
.. Stock  Fixed assets ixtures & fittings_* Suppliers  Contractors

Fixtures & fittings @

T TR
|:J@ category | All categories l\_f.!@
Item name Quantity Zone no 20ne name

Mo item found,

W I" T N R O O T e P 0 e

4. Complete the fields on the Fixed & fittings screen.
a. Don’t forget the item’s location.
b. Putin enough information for a repairer in the notes field.
c. Click Y when finished.

EVER e R s s e s R
] S W e SR G B 3
~"Stock  Fixed assets  Fixtures & fittings ~~ Suppliers  Contractors

ke Fixtures & fittings

.-; House | Qrangutan Cage *«a

{? Zone* |Dining and hall !vl
*‘“j-,. Item Name* |Fr0nt hallway light

-+ Category | Light Fittings |Vj
e

required.

. Motes™ 75 watt clear bayonet type incandescent, Ladder {

S

,

P Save | Cancel
%
H
;i

--.__.\.I-l..#H o .’-'\_.—‘“n!\"\;*“‘"-\,_ T "\._ s __\_f” T A'\.x-- » '\-\._.\-‘\ f i R

or

5. The item is added

[v]@ cateqory [Liaht Fittings [ &
Item name Category Duantity Zone no 2one name
Front hallway light Light Fittings 1 Dining and hall

Delete Checked Item |@ Add New Item |@

‘\M‘*”"“"-\\ﬂ__l""-.--f\ NN e _‘.#‘“-—"A"‘ P
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SWTE Rewards
Introduction

Stayers
Stayers can earn reward points for performing both community tasks and reward tasks.

By completing community tasks, stayers earn standard reward points that can be spent
within the SWTE rewards program to “buy” items offered by reward partners.

By completing reward tasks, stayers earn cash back points that can be used to pay rent
at an exchange rate of $1 for each point earned. Stayers can also, if they want, convert
their cash backs into standard reward points at a rate of $1.50 per point.

Reward Partners

Of course, before stayers can “spend” their reward points, there needs to be some
reward partners. You can invite local businesses to become partners: it's the only

way they can get on the program. It provides them with an excellent way to increase
business. They can increase customer loyalty from the stayers living within their local or
national accommodation providers’ properties.

Reward Partners can easily manage their offers via the SWTE web interface and only
they can add offers.
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Adding a Reward Partner

Before you can dish out the rewards, you need to have some partners. After adding a
partner, you then need to add their staff to operate the program.

To add a reward partner:

1. Click EEYECLEETE N
2. Click EEYECE L Y.
ERNOIdd Add New Reward Partner |

. S i T - p e vy P
“utaffesQles .o ., - "Uge;ﬁi‘c,(/name-v-,_,,, i -1 FEti Y o L Rl | e AFIBE

Task manager W srdiotrers. Prodice p\t:kup
Process Requests

Manage Stayers “ ﬂ Partners (2

Inventory (25 Partner name Address Telephone Working hours 4
Reward Programs Iggy's Bi villalabos R4 02 9573 0302 17:00 - D3:00 Edit  Staff members

Add tew Rewsrd Bartner | Previous | Nest Page |t o] af 1 f
Sales 1
Accounting

Notice Board
. Supnod® m'ﬂu\\wq.\»\‘,“ wrtne M T St f" T il L, ik \,,,\M,r..m,e’\\‘(“\ 7 e Y :r’f

Jobs
Settings

4. Enter the new partner’s details as required and click [FY when finished. If you
have more partners to add, click EEYCEREECEL

Ry,

ser nick name 127

Sl e ik e
Create-few user™" 7|Tes’ show floor plan 27 .

Search Hlsg] T T

Products for sale Product pickup  Reward partners

!'\..
\."5’ i) Reward Partners
\;_, Add new partner
AL
\:“\

Affiliate name* |Iggy's Pizzas

Address 974a Villalobos Rd

Suburb* |Marrickw|le
B City |Sydney
e\ State =

¥ Country |Austra|\a

L Telephone [0z 9573 D30z

Fax |

,_
g o M e gy g

Email |\ggy@|rr‘itant.com

Working hours |17:UU - 03:00

e

Is this affiliate being setup to host the products on behalf of "Taronga”? If yes, please select this checkbos. Items
that are hosted by this affiliate only will be displayed under the Sell items link under account management. [|

@ Save and add | Cancel

Horie | about Us | Terms and Conditions | Privacy Policy

™y

Wbty

T o S P O S L R s Wg-‘w“' o TF s Y LRI o AR é{(

e

2t g

5. The newly added reward partner displays.

g,

= . St VPR ST L B PR . rEs Y] o

,d/ser nick name‘l,?ﬂ: I:l Search GO Create new user | Show floor plan ?

; #
__,5 Products for sale  Product pickup  Reward partners ;‘
J/ Reward partners r
Partner name Address Telephone Working hours pgf

E: Iggy's Pizzas 974a Willalobos Rd 0z 9573 0302 17:00 - 03:00 Edit  Staff members o

4 ami o
rT Add New Reward Partner Previous | Next Page | ! ™|ofl q‘
5 o
{ ;
7 fﬁ_,

AP N NG LN L NI s W TR
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To add staff to a partner:
1. Click BEUEGEUYNE] next to the partner.

= T 3 o
i Ud@,_,_._n'(/na-.ne E?J'-.' e b e

- P BEEFEh e T

e = Chate AW R, e SRl i i T 77 o5
i

;' Products for sale  Product pickup  Reward partners

‘ '(S ;}7 Reward partners
. Partner name Address Telephone Working hours

Iggy's Pizzas 9744 Willalobos Rd 07 9573 0302 17:00 - 05:00 Edit!

Staff members
¥ Add Mew Reward Partner

Previous | Next Page 1 |v|of1

\

i E
T ¥ SRR o NP ) P v Rrer_ S T e
PRGN Add Staff Member |
e s . . Py e 2 s e e e
B s e S Mo S TR L R B TERRG e T e TS s T e e
 Products For sale  Proddct pickup  Relrd parthers b b T i 2 Pges,
7
‘f Qj Affiliate staff - Iggy's Pizzas
i_-l Staff name Gender Telephone Email

o | s

\_’
P add Staff Member | Bick | Previous | Next Page 1 |¥[of1
E‘\-.

b
g

T TR o P ST Y . W e Y o “~\ »[J’

3. All partner staff need to have SWTE user accounts.

a. If you need to create a new user account for this staff member, select Create a
new user and enter their details as required.

A Rtegtiamis W Tt e

i VY -1 L, SO (- W 1. o E Y
\: Products for sale  Product pickup  Reward partners ;

, 3
s
l J/ Affiliate staff - Iggy's Pizzas 1
5 ;;
& User option | Create a new user |~ 3
Y =
o | ickname €
% i
-\7 First name |JamEs ‘ F
i Last name [osterberg | ¥ 4
E) Gender O Female @ Male
? Telephone 0459 691 969 43’
%
I Email |\ggy@irritant.cnm F
\
A -
<
2 Save | Save and Add | Canecel ‘,?
b
{
\‘-, Home | About Us | Terms and Conditions | Privacy Palicy {\
o
X =t 5 ; . -~ ) e At e s
s J R 4 SN TR Nt A I e . L TP Ery S il s ~°~‘[

b. If the staff member already has a SWTE account, enter their user name and

RIWY search |

W = e Ry e A e e T
Fedut dP'snd Phe, __opicks, | Brd [ET T . EGRTATETNG
i

@7 Affiliate staff - Iggy's Pizzas

s _——
'I‘--. User option : h T |

;? MWickname / staffchimp

I

%

£ S | Cancel |
,;._|

-‘-‘ 2 i o o B oy e A R R T
sl - il B
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4. The new staff member displays:

T R R T
/user"mc:k_'na%e G2 o e

s S v L s e
sEaren’ Go| . e T e ate nEW L. S 2y - fiow floor plar

! o
//' Products for sale  Product pickup  Reward partners dg
8 J/ Affiliate staff - Iggy's Pizzas
T Staff name Gender Telephone Email
1; [ 1ames Osterberg Male 0459 £91 969 iggy@irritant.com
[ =

b Delete Staff Member | Add Staff Member | Back | Previous | Next Page |1 v ofl
i
. ™ s . 2 e 50
"‘él T RN e = B crm \___,ﬁ"“-\\ .,_.f - ﬁ““"w-\__.,_- el s A "

Settings
We've already had a look at the settings at the start of this document. We won't go into
it again, other than to say that the best way to learn about the settings is to look for
yourself. There’s help everywhere.
For more information, refer to Editing Settings under the Configuring Your System

section.
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Sales

Sales is all about getting people into your properties. This section takes you through the

sales process from when a prospect creates an account with you to booking a viewing,

then hopefully paying their deposit securing your room right through to checking them

n.

It covers two scenarios:

¢ stayer self-management: stayer create a new account or have an existing
account created through the accommodator’s or swte.com web site, and find an
accommodator’s house in the search engine then books to view it or books to secure
it.

¢ accommodator-driven sales: accommodator takes an enquiry over the phone and
creates the stayer account and books the bed for the stayer

Stayer Self-Management

The following flowchart provides an overview of the sales process where the stayer has
an account and uses the search engine to find a home.

Stayer \ / Accommodator \\

Creates an account on either the
acocommodator’s web site or at
swihe.com

W

Uses the search engine then books a Checks viewing lisis
viewing on-line = Calls to confirm viewing

WiIEWS rOom

'y

v

Marks stayer as having viewad

Books a bed on-line

Y

Corfirms booking by
x : X accepting deposit
Confirms booking by paying deposit {if not accepting online payments)

Compleles the agreemant on-lina = v o o e — — b —
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Checking for Viewings

Note: If stayers do not have to view your house before booking a bed, this step is

optional.

To check the viewing list:

1. Click B9
2. Click NGEVILEIERY.
P L, 4

dccupancy

viewing list &

Yisitor Name Telephone

™ Fred Mankey 1234567890

pmiciin et

SEFER

Fe P
momsene o SRR  Aersib |12 it fEEFFla-,

Sales Register Mew A:cnuntewed homes Bed status  Waiting List Conversions *‘

Select house ; IAII House 'I

Fram Date EE Tao Date " o

e-Mail

cvlists@inhouse.com.au

SWTE
Score

13/10/2006 5.8

Houses Yiewing Date

Monkey cage, Gorrilla Cage,
Orangutan Cage

Remarks |

| Reschedule for l:l i

\‘.\ Eave Comments Mark as viewed Reschedule Delete

The list of people who want to view your home is displayed along with their contact

details.

Marking Off as Viewed

Note: If stayers do not have to view your house before booking a bed, this step is

optional.

After prospective stayers have viewed your home and you’d like them to move in, mark
them off as viewed. It is important to do this straight away because they can’t book a
room until you have done this.

To mark as viewed:

1. Bring up the viewing list (see Checking for Viewings).

2. Add useful comments about the stayers:

a. Make sure the box next to the stayer is checked.

b. Type your comment.

SRS save Comments |

3. Mark as viewed

a. Make sure the box next to the stayer is checked.

b. Click IERERUIEECL

B |

5
Ef" Sales Register Mew Accounts Viewing list Wiewed homes Bed status

\'\;. Qccupancy

Viewing list @

Telephone

1234567890

e-Mail

cylists@inhouse.com.au

wee SEEE] . e

ST e e A8 B s s, Brmertintflan

W aiting List Conversions

Select house ¢ IAH House vI b
From Date [13/10/2006 | [L12]] To Date [13/10/2006 Go

SWTE
Score

13/10/2006 5.6

Houses Yiewing Date

Maonkey cage, Gorrilla Cage,
Drangutan Cage

| Reschedule for I:I e
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Note: If you don’t want someone to move in for whatever reason, simply add a
comment to explain why and then with the check box next to them checked, click

the button.

What happens next?

After you have marked off a stayer as “viewed”, they can book a room. Encourage them
to do this on-line as soon as possible.

If you accept on-line payments, stayers can make their booking and pay their deposit

to confirm their booking. After they have done that and completed the on-line stayer
agreement, all you have to do is to go to the arrivals list for that day and complete the
check in. That's covered under Manage Stayers.

On the other hand, if you don't accept on-line payments, they can make their booking
on-line, but they will have to pay you their deposit directly to you to confirm their

booking.

Confirming Bookings
If a stayer has booked a bed and you don’t accept on-line payments, they will have
to pay you directly to confirm the booking. 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:

1. Click Y9

2. Click the booking Ref No.

Pending Payment

Gorrilla Cage 47

Merril Monkey

13/10/2006

Ho AR i R T RN s 2352 B i i N TSRS R A, e B T A L
e [ |ssarch & Create new user Show flaar plan 12y
s 3
\-> Zales Registep) Mew Accounts  Wiewing list Wiewed homes Bed status  Waiting List  Conversions (
Coocupancy
< Sales Register Bl 3
§ G
" Booking date 2
£ Ref. Mo, Filter by Horme
o [ | From [esoszooe ] ] 7o [3r1o/z008 [Pending Payment =] [all House & BB L
] ef. No. Booking Date Check In Date Customer Name Home Bed Status L

4 i o i,
s bt g s e el S

3. The amount to collect is shown.

4. Choose the payment method from the drop-down list.
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BRI Contirm Booking |

; = P "H\.J i % /v_/;,___ N

xH Sales Register Mew Accounts  Wiewing list Wiewed homes Bed status Wad‘i
/_ff Qecupancy £
)\L Booking details

(1 Home Gorrilla Cage Bed Mo, 42
\“.' Request Number 2031

({ Customer Name Merril Monkey

o Booked for 13/10/2006 on 13/10/2006

Y Check In Date

2 Check Out Date

i Deposit payable $ 250.00

Deposit paid 4 0.00

Ancillary charges $ 0.00

Balance payable 4 250.00

Deposit payable 3 %

- Booking Status Pending Fayment and its an Active Boaoking
I\-\J Payment Mode m 4

unt is & 0.00

S R W L

Cancel

Cancel Booking

Confirm Booling

-"1_‘_‘l_’,.-_¢\ = --"Aﬂ"u . -.--n__‘_‘r_-““"\\_w;'--\ﬁ_ﬁ BT e .H,f

What happens next?

Now that the stayer has confirmed their booking, they can then complete the on-line
agreement. They can do this any time before they move in. After they have done that,
they can go away and pack. When they arrive on the day, all that's left for you do is
arrive them in the system and if you have community tasks, allocate them a house zone
to clean. Complete the check-in by showing them to their room and handing them their
keys. That's covered under Manage Stayers.
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Accommodator-Driven Sales

The following flowchart provides an overview of the sales process where a stayer
directly contacts the accommodator (eg by phone).

The accommodator creates the user account and books the bed for the stayer. The
account should be created when the prospective stayer contacts the accommodator
about the house. The accommodator can then either book the bed directly or book the
stayer in to view the house.

/ Stayer \ / Accommodator

Contacts accommedator about the house

Views room, decides to stay e e Creates an account for the stayer

Books bed for staver

Comgletes or-line agreement £ Caonfirms booking and accepls deposit

\. /L Y

Refer to your SWTE Start documentation for information on:

¢ Creating a stayer account

¢ Finding a stayer’s account

¢ Adding to the viewing list

¢ Making a booking

When the stayer’s booking has been confirmed, they can then complete the on-line
agreement any time before they move in. When they arrive on the day, all that’s left for
you do is to allocate them a zone to clean and complete the check-in by showing them
to their room and handing them their keys. That's under Manage Stayers.
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Other Functionality in Sales

There are other things that are worth looking at under sales.

Viewed homes

Use the filters to generate a list of everyone who's viewed your homes, along with their
contact details so that you find out why they haven’t moved in. You can add updated
comments here if you need to.

= < e, AR padias s cr g
e AT s, "/$ W HT i, e e o ool (BT I P TP T S ST -
Total balance $ 277.15 Cash balance $ 277.15 Bed change today 0 Beds for sale &
User nick name (2} Search Go Create new user @ Show f'
L)

Sales Register Mew Accounts  Wiewing list Viewed homes Bed status Waiting List  Conversions

Qococupancy i
Select house @ W'
Framn date [£32] 7o date [13/10/2006 | [L12] [a1

Yisitor Name Yiewed Date e-Mail Telephone
" Fred Monkey 13/10/2006 cvlists@inhouse.corn.au 1234567590

Houses Monkey cage, Monkey cage, Gorrilla Cage, Orangutan Cage

Remarks |G00d bloke, welcome to stay
IJ Christopher Monkey 13/10/2006 christopher@mailinator.com 0413189976

Houses Orangutan Cage

Remarks | |
T Zoo Man 13/10/2006 tech_support@pps.com.au 12345678

" Houses Monkey cage

t Remarks | |

r\ Update

o T .\«..._\“ -y At _‘g,_“..,._,..__;&- e d-\‘r"\ \__“

e

Bed Status

Use the filters to generate a report of all your beds, who's in them, what contract they're
on and when it becomes available.

¢ O Y e ATEEE T Bttt ™ i n D5 TR AR I o et s P
‘_("\'. Total balance $ 277,15 Cash balance $ 277.15 Bed change today 0 Beds for sale hD-Q
.\; T l:l Soarch [Ba Create new user Show floor planf
\:\'-': Zales Register Mew Accounts  Viewing list  Wiewed homed Bed status  Waiting List  Conversions ’
.r,."} Doocupancy l
z Filter By Al House All Contract Types = .
3 :::15: Zone No Bed Mo Occupant Room Type Gender Status Szﬂlam(
I:':;;EY 7 11 Michelle Mankey Twin {large) Co-Ed Occupied - Yariable (
D o) cons Spptr-Sol
feE g 21 Twin (large) O S 13/10/2
I:I;;:ey ] 22 Twin (large) Co-Ed 5:‘;':;: ;Ii?IIEEY 13;95;206%
Zﬂ;gﬂ:lﬂ‘ g 31 Zac Monkey Twin {large) Co-Ed Occupied - Yariable
24‘:;;55‘ q ) Milly Monkey Twin (large) Co-Ed Oceupied - Variable

e TSN m\_"“--\, e aalF e e o e, /\mw» i, ™ \‘—-cd,‘\__ Wneeed A Nriahleh TN e
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Waiting List

If you don’t have any beds and people still want to move in, you can offer them a spot
on the waiting list.

A, el Balans e O T OO B balaﬁ'ct\ e i oSBT todad o ~Br, _ADTSEE . L.

I;,..--‘ e ar L = S l:l Search Go Create new user D show floor plan @

l Sales Register Mew Accounts  Wiewing list  Wiewed homes Bed statunnversinns é
. j

Jccupancy
. .

Waiting list @
From Date [ |TD| | ﬂ

Name Phone \';aili_lt(ir;g LContract period Deposit paid Offered
gt Jimrmy Monkey 04321245 13/10/2006 14/10/2006 to 01/02/2007 $1.00 1} Book Mow Cancel

Houses : Mankey cage, Gorrilla Cage, Orangutan Cage

ol i A e e PR Aty Rt smint om0 e

When a bed becomes available, click to offer them a bed. Click [} to
remove that person from the list.

Conversion Statistics

Use the filters to generate a report of see where new accounts were referred from, how

many of them viewed and how many of those viewings were converted into bookings
for beds.

gl I, i s e s FaT

Yo
‘!2 Lser nick name (2 l:l Zearch Go Create new user @ Show floor plar?
\__; Sales Register Mew Accounts Wiewing list Viewed homes Bed status  Waiting Lis

- . A

W, bR B - 15 DO G VP P

k Cooupancy ;
r] Conversions @ Printable view §
- From date® [13/01/200% | To* [13/10/2008 | [Z5E]] Ef

} Referral New Accounts ¥ q C: i ¥iewings % Conversions % -.ﬁ_
work and Travel sS4z 9 3 1.66 166 o

Travellers Contact Point 374 ik 2 0,27 0,53 i
Geoffery Nathan 28 1} 1] 0.00 0.00
Backpackers World 103 at 1 0.97 0.97
IEP 107 5] 1 £.80 0.93
wa .AIiSj_.__ \"“"‘"""\“.’”A\"-F&MI L S o __\A_‘P\M\.._“.u,..ﬂ..’""\.\/-"--«-._._\_;-

Occupancy Statistics

This report shows your occupancy rates as a percentage on a monthly basis.

gt i A et RS LR e e ZR TR T s st

User rick name (2 l:l Search Go Create new user @ shaw floor plan @3

.-~ Sales Register Mew Accounts Wiewing list Viewed homes Bed status Waiting List  Conversions 1
Occupancy @ Printable wiew %
HouselAll Houses vI Go

House Name Jan % Feb % Mar % Apr % May % Jun % Aug % Sep % Oct % Nov % Dec % Awvg %
Mankey cage - 2006 22,22 1259 26.88 65.93 FEZF FNAET BEEF 52.21

LT emha,
P .

Gorrilla Cage - 2006 2949 57.22 £9.89 10111 8571 8571 B4.52 75.10

Crangutan Cage - 2006 25.00 62,50 72,50 75,00 59.82
Average . . 23.27 32.26 64.01 74.49 76.19 75.40 0.00 0.00 62.38

o " , ot
ST ) j N L T e B e 4 ¥ A
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Accounting

While the SWTE system has some pretty powerful reporting tools to help you manage
your accounts, it is not an accounting package. It can tell you where your money’s
coming from and where it's going in relation to the accommodation side of your
business, but doesn’t record everything.

It records:
¢ credit card outgoings
¢ all income related to the accommodation and sell items (rewards)
¢ all cash outgoings issued through the system

¢ cash or credit card deposit refunds

Your balance report shows all accommeodation income and deposit income, all deposit
outgoings as well as all cash outgoing. It doesn’t record bills you pay using your cheque
book or banking transfer.

To properly balance your accounts you need to import your transactions into your
accounting system and then enter all cheques written.

Use this to control your cash spending when you're not around to make payments
yourself. Instead of having a queue of people waiting on your door step to grab money
off you, have them request payment on-line. You can then approve it in your own time
over the internet.

We won't go everything that's under accounting. Click on each of the links and use the
help to find about the things that we don't cover here.

U "",L_/f
Task manager

Process Requests
Manage Stayers
Inventory

Reward Programs

v reetBEEE a-dsEle
e AR, AT,

e e, s L) 55 &
e

L, T

o L B -
Balonce report  Account codes  Cash repayments  Bed nights report  Security deposits — Cash in hand Repart

Debtors/Liabilities

Register online payments

Manage float Revoke fines  Transactions report  Income by Zane  SWTE Invaices

Direct Debit Authority

MNotice Board
Jobs
Settings
Sales
Accounting

Balance report @

Cash balance at COB

s ]
Average Rate Per Person
150.00

Printable view

House | All Houses

Average Rate Per Bed
100.00

=] From [ne/10/2006 | [2§2] 7o [13/10/2006 | [212]] Gal
Card Balance at COB § [0

Change |

Total Security Deposit
4000,00

SIS g g

LA g oA R -

BN SN

The Balance Report

The balance report gives you a summary of money in and out over a defined period.
You can filter by house and date and drill down to see more detail.

To run the balance report:

WY ccounting |
RSN o iance report

A summary of transaction for the selected period is shown.

e

SR S e "'m o

i S, ;
e e T o, B TR A - S, -

e

P E; W o, , 2 SRR W v g "'-..uz\...,.___
5 ick niarne (2 l:l Search Go Credte fiew user @ zhow floor plané
i o
/’ Balance report ) Account codes  Cash repayments  Bed nights report  Security deposits  Cash in hand Report >

Debtors/Liabilities

Manage float

Revoke fines

Transactions report

Income by Zone

SWTE Invoices

Register anline payments

Direct Debit Autharity

Balance report @

3
p

Printable view

Haouse | All Houses

| From [os/10/z008 | T0|13./10f2006 |ﬂ

[ §
Cash balance at COB § Cl Card Balance at COB § Cl Change b
Average Rate Per Person Average Rate Per Bed Total Security Deposit f
i
% 150.00 100.00 4000.00 k|
Sy ¥
} Account Code Account Description In Out Balanci
i RENT PAYMENT 4 §350.00 § 342,85 4 8007.1%
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3. You can filter the report to suit your requirements:
Select the house.
b. Enter the start and end dates for the report.
¢. Enter the cash and card balances and click [Er Y

d. To print the report, click [T then [T

PLAADTD | A TATIT TS T, AREVTRETImes ™ 1om SACHONS n s o armacttvers oty atens, _WOTERS T Ty
7 Reaister online payments  Direct Debit Authority

r
\f Balance report | Frintable view
\: Hous%lnll Houses =] From [oe/10/z006 | [L82] T (37002008 EE‘@
)Js’ Cash balance at COB § Card Balanc Change ;h
: Average Rate Per Person  AVerugs Rate Per Bed.== e ‘Security Deposit f
150.00 100,00 c 4000.00 j
Account Code Account Description In Out Balanc
1 REMT PAYMENT + §350.00 4 342.85 $ 800?.]{
3 KEY DEPOSIT 4 500.00 4 750.00 $ -250.00%
5 DEPOSIT LOAN 4 0.00 4 0.00 $ 0.008:

TN SRS S L W PG s [ FG R

4. To see more detail about for an account, click its description.

.__f.f"‘ s I P~ N, o g L SRR g, Ty ,./"—/
Account Description In Out Balance
REDT R AYHED § 150,00 §0.00 § 150,00 @
§ 250,00 0,00 § 250,00 {
DEPOSIT LOAM 4 0.00 4 0.00 4 0.00 .
DOTHER CASH PAYMENTS 4 0.00 4 0.00 4 0.00 é_
: CASH BACKS USED 4 0.00 $0.00 4 0.00 f"i
Tl b GIEILATLCHARCES | g g geameen WD e ol 0l

Issuing Cash

Make it a staff policy to never hand out cash unless it has been approved. All approved
payments are on the cash repayments list and the claimant can simply approach your
staff to be paid. Staff can pay them if they're on the list, leaving your out of the loop.

Use this procedure to update your account balance after issuing cash.

To issue cash:

WY ccounting |
ERSIRN Csh ropayments

e R ‘, =79 i J_/"'-V_..-,_..f, e aRail el ___./‘_"V'“"""‘" ) SRR,
User nick name L e | S B AN EI‘ M} Show floor plan L -
Balance report  Account coded, Cash repayments JBed nights report  Security deposits  Cash in hand Report ;
Debtors/Liabilities  Manage float Revolke fines  Transactions report  Income by Zone  SWTE Invoices . 4
Register online payments  Direct Debit Authority ,#

Cash repayments@
Staff Name Request Date Request Type Amount Approved By Approved Date

chris virtue 13/10/2006 Rent refund $ 50,00 chris virtue 13/10/2006 :

we overcharged him by $50 due to a date error

Previous | Next Pagell Jof1f
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The Bed Nights Report

The Bed nights report shows a summary of how many nights each bed was occupied
over a defined period and whether those bed-nights were operator or enterprise bed
nights.

To run the bed nights report:

IOIRY Accounting |

ERIVIRN Gl nighis report
3. Select the house to view or leave at All Houses.
4. Enter the start and end dates of the report period.
5. Click [23
Yot Barbngs $2w/ig"_J.- “cdoh bafsi.g” "/$2771; W s Linerrr s;le
,\g Uiser el name 2) [ |search oo Creats new wser @ show floor pla,

Balance report  Account codes  Cash repayments Bed nights report JSecurity deposits  Cash in hand Report
Debtors/Liabilities  Manage float  Rewvoke fines  Transactions report  Incorme by Zone  SWTE Invoices f
Register online payments  Direct Debit Authority

Bed Nights Report

Housd IAII houses 'I Start Date [152] End Da '
4 i

{ House Enterprise bed nights Rate Total (
LJ-.__‘ Monkey cage 20 & 1.00 Z0.00 Click for details f/
- “g R Y W Lo T PRYSEF N0 N oo w\-.ﬁa\.w‘ﬂ-‘“"i‘ it

6. The total number of operator and enterprise bed-nights is shown. To see more detail,
i.e. who's in each bed and how many nights they were there, click [d[[{ TG ETEY.

A o, i A i | o e
/u,-'*'l'otaﬁ balar ,-,...-.\._,_,,-$hf’??.;f‘/5 %-wfsh batanbe: - B e ,’ THem: Thr_ag8 today/ S -
User nick name @ | | Search Go Create new user @

Balance report  Account codes  Cash repayments  Bed nights report Security deposits Cashoin hand Ref

§
2

} Debtors/Liabilities  Manage float  Revoke fines  Transactions report  Income by Zone SWTE Invoices ;
1 Register onling payments  Direct Debit Authority
¢
\ Bed Nights Report 5
jﬁ House Im Start Date End D ate @
{:j;, House Enterprise bed nights Rate Total (:
Mankey cage 20 1.00 20.00 .
Gorrilla Cage 0 1.00 0.o0o Clickfar details !)
e Crangutan Cage a 1.00 0.00 Click far details

il s \\r

5 = =, Home | About Us Terms andC ditions | Privacy.Polic = £
LR TN L F 2 \Ij" l } }‘ R LB W

-
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The detailed breakdown of operator and enterprise bed-nights is shown, which can be
printed.

€] ¥
() Red Mights Repart - Micrasaft Internet Fxplarer Jod é
L e Y X B D seach Sipraones €8 - | § Ll
Adress | ] betpeff20 4 o v B ;g
| Fle Edt view Favertes Tooks Help Gj‘: A;.
|
&
Total Bed Nights from 01/06/2006 to 16/06/2006 ¢
" b
M{| Operator Bed Nights 2
M Login ID Name Contract Start Date Contract End Date Total Bed Nights ;‘f’.
n monkey2 Micky Monkey 27/03/2008 15/06/2006 14 ((
T4| monkeyl Fred Monkey 15/05/2006 06/06/20086 5 I«
Pril monkey3 Michelle Mankey 17/05/2006 04/07/2008 18 i
B monkeyld Zigay Monkey 18/05/2008 31/07/2006 15 {‘
3 ronkey24 Marcia Monkey 06/06/2006 05/08/2006 10 |
Ad| tlight Traffic Light 15/06/2006 15/08/2006 1 -
5 Total Bed Nights 60
«
Enterprise Bed Nights o
Login ID Name Contract Start Date Contract End Date Total Bed Nights i
monkeyd Zac Monkey 19/05/2006 31/07/2006 15 (f
mnnkeyf Milly Mankey FRANEAZNNA FRANTLANNA 15 "f\
Total Bed Nights 30 jx
&L ’
&] Done e E & Internet - ”
BN e W AN SO e e e e T SN AV L e i vy " i R

The Security Deposits Held Report
The Security deposits held report provides a list of all the bonds that you hold on behalf

of stayers.

To run the bonds held report:

1. Click EXGIE LIS,

A list of all the deposits held in all houses is shown.

2. If you want to view the deposits held in a particular house, select the house and
click [y
If you want to print the report, click then 23

4. If want you to top a lodger’s deposit, you can do it from here by

clicking LEEIEERLGY.

S i £ i
o erunalbalanees T o a5 T Cash bamnice | S

oo S Bl bdnie sy o st v o

* s, P : A

s ..
t
User nick name [2) l:l Search Go Create new user @ show floor plan §

Balance report  Account codes  Cash repayments  Bed nights repo Security deposits _J)Cash in hand Report g

Debtors/Liabiliies Manaage float Revoke fines Transactions report  Income by Zone  SWTE Invoices ?
g Reqister online payments  Direct Debit Authaority X

Security deposits@ Printable view

& [alHouses =] §7nu

\ Stayer Name House Name Bed No Deposit Balance

1 Michelle Mankey Mankey cage 11 $ 160.00 Add deposit
Zac Monkey Monkey cage a1 4 150.00 Add deposit f
Milly Monkey Mankey cage 32 $ 170.00 Add deposit g
Micky Monkey Monkey cage 41 % 170.00 Add deposit {‘
Traffic Light Monkey cage 4z  190.00 Add deposit "a‘_
Do Wise Jarvis e Gorrilla Cage i1 $ 160.00 Add depusit"_ /'“-

R CUUPPIEITE T % M ..,‘_I"“""d“‘\ A g e, .ﬁ.\_.m‘\_',.\.\«e*--.\ﬁuwj- -
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The Cash on Hand Report

In the balance report, there is provision for staff to enter what was in the till on a

particular day. The cash on hand report provides a summary of that over a defined
period.

To run the cash in hand report:

ETRN C..v i hand Roport]
2. Enter the date range for the report and dlick [

B & e

E N S WO W T R R e PR .~
Total Balaioe -~ §2#7.15 7 7 Cash b .ice Mo T B .08 t0 Ay s

User nick name (2 l:l Search Go

0 TeedsTur AR, S0,

Create n @ show floor plan@j
Balance report  Account codes  Cash repayments  Bed nights report Security depositsl, Cash in hand Report ‘,
Debtors/Liabilities  Manage float Revoke fines  Transactions report  Income by Zone  SWTE Invoices ’
Register online payrments  Direct Debit Authority 3
Cash in hand Report B -
From [ta/1072006 | [L82]] 1o [ta/zo7z006 | [LEE]] Gel li
Date Input by Modified by Date Cash balance Card Balance {
i 13/10/2006 chrisy chrisv 13/10/2006 $ 150.00 $ 250,00 "
5 b
< b,
L\
R T P F Sy s .l E o e SR LN e f‘
Debtors/Liabilities Reports
This report provides you with a list of stayers who have paid rent in advance at a
particular date (liabilities) and stayers who still owe under their contract (debtors).
To run the debtors and liabilities reports:
W@l d Debtors/Liabilities |
2. Enter the date for the report
3. Select liabilities or debtors from the list.
4. Click 23
o ruvar UHTENGE 7. BTk oo fcasu_‘_"_m'h'éé-._' e LS T i em GO F e o
/I.j; R T l:l Search Go Create new User @ show floor plan @(

» Balance report  Account codes  Cash repayments  Bed nights report  Security deposits  Cash in hand Report
5

Debtors/Liabiliies ) Manage float  Revoke fines  Transactions report  Income by Zone  SWTE Invoices .
Reqister anline payments  Direct Dehit Authority z

Debtors/Liabilities B Printable view |-
Input Date* [13/10/2006 [Debtors =]

Laodgers MName Rent Amount House Name Contact No
Mo debtors/liabilities found.,

LW L Uy IR R Y Ry 3 SRR Lo S N _ ol T L e
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Managing Your Float
Use this function to record adjustments to your float.

Note: How you manage your float is up to you. Just be mindful that what you enter
here will affect your balance.

To run the debtor report:

WCTEN Vianage fioat

2. Complete all fields as necessary, including useful comments.
3. Click I when finished.

—— b e g
¥ Taotal balance $2

B e S S, i
77.15 Cash balance $ 27715 Bed

User nick name l:l Search Go

Balance report  Account codes

: e "
0 S, W s L o < A
chang‘é today 0 Beds for salé e

Create new user Shaow floor plan
Cash repayments -

Bed nights repart  Security deposits  Cash in hand Report
£ Dahtnrs/LiahiIiti

Revolke fines  Transactions report  Income by Zone  SWTE Inwvoices ‘
1

Register online payments  Direct Dehit Authority

Manage Float
Current Float Balance 150,00

Operation © yithdraw fram Float ©* Deposit inta Float

Transaction amount

Top-up float for till

Remarks

Submit

Cancel

N, g e o g M e and Congiigas | EcsamsBalitmns, g8 g o 0 ,»«m,f/

4. The new float balance updates:

et

rtrentars TabiliiEs™ "M, dy, Joat

T e ae e Teeal o
Reloke firds Treirryacfluﬂsrépi..,__
Register online payments  Direct Debit authority

Manage Float

Current Float Balance

300.00

ping

Operation  Wwithdraw from Flaat ™ Deposit | ;

Revoking Fines

You can revoke fines if you think someone has been harshly done by.

g

I I Lo

z via =
e R ”

e E s P A T

3 S ‘ T N s o ——— v i3
ol User ek nate |:| Search Go create new user |21 show floor plan s,
Bed nights repart  Security depasits ‘.

ransactions report  Income by Zone  SWTE Invoices

Register online payments  Direct Debit Authaority g‘
Revoke fines - October 2006 ¥

Date
13/10/2006
11/10/2006

e

Balance report  Account codes  Cash repayrnents

Cash in hand Repart
Debtors/Liabilities  Manage float

Description

Stayer name House
Late rent fine charged to your account

Johnette Maonkey Orangutan Cage  § 10.040
Late rent fine charged to your account emma louise toohill Gorrilla Cage  § 10.00 revoke

Traffic Light Monkey cage  § 10.00 revoke
peter painter Orangutan Cage § 10.00 revoke

T T R i eY PPN, (i Ly

11/10/2006 Late rent fine charged to your account

10/0/2006 Late rent fine charged to your account
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The Transaction Report

The transaction report provides a list of all the transactions conducted by stayers over a
period. You can override transactions if you need to.

To run the transaction report:

|PIN@iTd:d Transaction report }

2. Select your filtering options and click [ when ready.

pmadive

User fiick i‘va'mem | aik bearéh Go £ o = vete—e S Crefe new user E!_'r—-gn'gwn-mjr pla:

Balance report  Account codes  Cash repayments  Bed nights report  Security deposits  Cash in hand Report ?
Debtors/Liabilities  Manage float  Rewvoke fines(” Transactions report YIncome by Zone  SWTE Invoices g

Reqister online payments  Direct Debit Autharity

Transaction report a Download CSY File I Printable view I Override Transactions i

Transaction type [CASH + CARD x| House | All Houses =] Account code | All Account Codes _(

Transaction date [t3/10/2006 | [22]] To [t3/10/2006 | [Z§Z] Gof
Account Holder House Date Staff Type In Oul
peter painter Orangutan Cage 13/10/2006  chris virtue CASH $ 300,00 $0 f(;
Remark : Towards payment of rent
Fred Monkey Monkey cage 13/10/20068  chris virtue CASH 4 0.00 + 250.0
PeMK L Dengelt arnounhRelindedy gatmn o B s ; N W sl =

4. Alist of transactions according to your filtering is shown.

a. To download the report as a CSV (text file) for importing into other programs
(e.g. spreadsheet, accounting program), click P kALY

5. To print the list, click [Jianad then T3

6. To override transactions:

ANt Override Transactions |

P 7 T e o i e TR T
/ Bed nights report Bonds fleld COB rfort”” Débtors/Liabimies  Minage float - ..
< %

‘ Downlosd CS¥ Fila W Printable view (| Override Transactions

CARD |¥| House | All Houses | %] Account code | All Account Todes

l Date Staff Type In Out |*
S :
‘\}”1\ !w T ST m‘;,f"'\j‘

b. Select your filtering options and click [
¢. To modify a transaction:
i. Click the radio button next to the transaction to modify.

ii. Correct details as required.

BNelildd Modify Transaction |

P gy A e ol sl i B o e B il o

5/06/2006 Fred Monkey to Monkey cage

Towards Deposit on confirmation of booking
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d. To delete a transaction:

i. Click the radio button next to the transaction to delete.

ii. Click PRSI ENY

e i e O B b R e e ot e s s A . s ceiel, e
= —
15/06/2006 | Fred Monkey to Monkey cage (CASH v 250.0 2250

Towards Deposit on confirmation of booking

The Income by Zone Report

This report provides you with a list of bedrooms and how much money you made from
them.

To run the zone income summary report:

BTN income by Zone ]

2. Select your filtering options and click [y

— Bt o S B L W Foge P st R R R R
o i T - e - ik ey = e e b S s,
User nick nam |:| Search GO Create new user Show floor plahrsr
Balance report Account codes  Cash repayments  Bed nights report  Security deposits  Cash in hand Report, j
Debtors/Liabilities  Manage float  Revole fines  Transactions report C Income by Zone ) SWTE Invoices ’
Register online payments  Direct Debit Authority (
Income by Zone @ | Printable view [
From date™ [13/03/2006 To™ [13/10/2006 House | All Houses =] zone [Nl zones =] Go *\__
---""\ House Name Zone No Zone Name Bed No Income
.
— Gorrilla Cage 4 Bedroom 1 11 4 900.00
2
T Gorrilla Cage 4 Bedroom 1 k] $ 250.00
‘:\ Gorrilla Cage 5 Bedroom 2 z1 $ 1050.00
T iz
. Garrilla Cage 5 Bedroam 2 22 § 750.00
__f{ Garrilla Cage [3 Bedroarn 3 31 $ 1200.00
,.? Gorrilla Cage & Bedroom 3 b 4 750.00
e
R L e N Dt PO e N W g

Support and Upgrades
Click the Support link to:

¢ turn on or off search engine listing for your beds
¢ vary the number of beds licenced under SWTE
¢ access training manuals

¢ view your terms and conditions

pra =

T SREHE TR L SN IR Sy L W

A ; R P
et e o = 2 ; .
£ Create new use

G, T o
Staff Requests

e W T
User nick narm ~Tsearch

Task manager Product Upgrade  Start training  Pro training  Operator Terms i
g
Manage Stayers Product Upgrade

Inventory Current Licence
Rewtard Programs

Current product SWTE Pro
Notice Board
ik Current term 09/09/2006 to 09/0%/2007
Settings Search engine listing Mo, Do not list my vacancies
Sales Licensed beds 24
Accounting Current licence fee (Paid) $ 394.20
Support

Licence upgrade request

ke © ves, please list my vacancies
Search engine listing 1P %

-
Licence anniversary (due) 09/09/2007 (

@ No, do not list my vacancies

i

Licenced beds - "g

(Mote: Licenced beds determine how many beds you are able to setup on your systamf
&

Available products & SWTE Pro

Proceed
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Sample Floor Plan

Appendix
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Grid Paper

ROOM ZONES - (Number each zone)

FLOOR:

SIGNATURE:

1 HOUSE:
2.
3
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
SYMBOLS TO USE
D =Single Bed E m =Cooktops
=Double Bed H =Fridge
m =Bunks ..<< =Washing Machine
M =Storage, lockers @ =Dryer
cupboards etc
====E==== = Stairs . =Shower
E = Internet E =Bath
\/ =RubbishBin m_ =Toilet APPROVED BY:

{Please print name}

QOPERATOR CODE: \— wOO OON Oow

Once complete fax to:

DATE:

/

/

{Floor Plan Design will cost $5 per room}

{ Floor Plan Design will cost $5 per room }
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