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About 
The student/accommodation provider relationship is governed by a contract which enables a history 

of rent invoices and payments made by the student, and payments due to the provider.  The 

provider payment functionality is not dependent on the students invoicing and payments 

functionality. 

Prerequisites 
1. System > System Manager > System Parameters > ACCOM_PAYMENTAMT 

a. Add the default payment amount for an accommodation provider.  This can be 

edited when the contract is created. 
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2. System > System Manager > Lookup Tables > 

LOOKUP_ISACCOMMODATIONTYPE.  The values for the accommodation types being used 

are visible.  

 

 
 

3. International > Accommodation 

a. Add provider and change the status to ‘Active’.   

b. Indicate if the provider uses an agent.   

c. Fill in the maximum number of students on the Students tab. 
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4. Finance > Finance Administration > Fee Types. 

a. Add or modify a Fee Type where the Internal Fee Type is ‘ACCOM Accommodation’ 

 

 
 

5. Finance > Finance Administration > Miscellaneous fees.  

a. Create a Miscellaneous Fee type for the Accommodation Rent. 
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Process 

Create a Contract 

1. Client > Person > International student role > Accommodation tab 

 
 

2. To add a new contract: 

a. Click on Edit Item 

b. Click on the Contract button and Add 
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c. Enter the contract details 

d. Click OK to Save.   

 

View Payment Schedule 

On a regular schedule generate the payment schedule to determine the amounts to be paid to 

the accommodation providers.   

1. International > Accommodation >  

2. Click on the Print Payment Schedule button 

 

3. Enter the dates 

4. Export the report data in the appropriate format 

 



 

Quick Guide to International Accomodation.docx  page 6 of 7 

View Provider Payment History for a Specific Student 

1. International > Accommodation  

2. Search for and find the provider 

3. Student tab  

4. Find your student in the list  

5. View the payment schedule at the bottom of the screen 

6. OR Click the report button and add the dates to view a summary of payments to the 

provider for this student  

 

Invoice Student for Accommodation 

1. Invoicing a student for the rent is not automatic; the invoices need to be created 

manually.   

2. Debtor > Debtor Transactions 

3. Create an invoice 

4. Add the correct miscellaneous fees to invoice. 
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View Student Payment History 

1. International Student > Accommodation Tab 

2. Select the Accommodation Provider 

3. Click View Payment History to see a list of the student’s invoices and payments applicable to 

accommodation.   

NOTE: This depends on there being existing accommodation invoices and/or payments for the 

student. 

 

Terminate Homestay 

When a student’s homestay ends an automated post-it note is created and will warn the next 

user to enter the student’s record that the term address may need to be updated. 

 

 


