Quick Guide to International Accommodation
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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 > \ SMSS
LOOKUP_ISACCOMMODATIONTYPE. The values for the accommodation types being used
are visible.
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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.
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a. Add or modify a Fee Type where the Internal Fee Type is ‘"ACCOM Accommodation’

Edit Fee Type

Descresen Apartiret Ruel
Calcumtian Neshod | 7 iwed Dollar Amount l v
Detaut Acosunt | [Revntiue| I v |
Fee Type Nudghers Current Fes Type Year 2005 Next Fes Type Yoar 2018
NOL 0
Darmeste Ful Cost Recovery 0
Wiwrnatiord) Full Cont Recovwry o
Nodfiatse v Vistie v
Qe tandate v Lenn Elgtie v NOE Max Exeenpt L)
MOL Fee Naxoems Fee Typs | NA Not applicable | .|
misrzal Fee Type ACCOM Accommodation |
Putbe Trust Asuunls

Tusen Accommodation | | Lwveg Sxpemes Betsan! Maath nad Travel Nen-Tutlen Coats
nastive | Date Deacthvated
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5. Finance > Finance Administration > Miscellaneous fees.

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

Edit Miscellaneous Fee ®
Fee Type | Apartment Rent I A4 ]
Description | Apartment Rent |
Account | [Revenue] I v ]
Amount 160
GST Exempt L
Loan Eligible |\._/|
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Process

Create a Contract
1. Client > Person > International student role > Accommodation tab

A artena

Client Teaching Structures Admissions Student Support Academic Records Finance International Marketing Systq

Home Client

v s Shoko Abaya

Student Language Proficiency Agent Accommodation Insurance Passport/Visa Pastoral Care
B cStudent 120021585
e Student {200215€5)

E Academic Records Accommodation m View Address History View Payment History

Other Quslifications

Provider Start Finish Notes
v E3Study Contracs (6). Clark, Shonah 10/08/2014  20/12/2014  Paying by direct credit
Ig] e e Apple, Pauls Anne 01/01/2015 20/12/2015
E' EF - International Englis
[Z] EF - Cafe Service, 2002
[E] EF-
[Z] EF - English
[E] EF - English/Foreign Lar
i Support Services Information = & = )
¥ Add Debtor Information
. i
Olnhemational
& Add Enguirer

2. To add a new contract:
a. Click on Edit Item
b. Click on the Contract button and Add

International | =] 9

Student Language Proficiency Agent

Accommodation

Provider View
Add
Edit

Delete
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c. Enter the contract details \ SMSS

d. Click OK to Save.

Accommeodation Contract x
Contract No: ACATT1Z2873

Accommodation Type: | Home Stay v
Accommodation Provider: [ Apple, Paula Anne | Ld ]
Accommodation Agent: Accommodation Agent

Contract Start: 010172015 Contract Finish: | 2001122015
Contract Status: L Active v ]
Institution Contact: L ADMIN v ]
Student Rent: L Homestay Rent | 120

Student Payment Frequency: L Fortnightly |
Provider Rent: 110

Provider Payment Frequency: L Monthly A4 )
First Payment: 01/01/2015

Notes:

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

boncannmal
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3. Enter the dates
4. Export the report data in the appropriate format

2 Outgoing Payments

Accom Provider Accom Agent Mame  Student ID Full Mame Rental From Rental To  Out Payment

Mame

Apple, Paula Anne Accommodation 20021585 Abaya, Shoko TIO42015  30VDBA2015 280.0000
Agent

Apple, Paula Anne Accommodation AP12020451 Adewole, TIO42015  30VDBS2015 400.0000
Agent Alberto
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View Provider Payment History for a Specific Student \ SMSS
1. International > Accommodation

Search for and find the provider

Student tab

Find your student in the list

View the payment schedule at the bottom of the screen

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

provider for this student
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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
Create an invoice
4. Add the correct miscellaneous fees to invoice.

Invance e x
FeeTyps Apaniment Rent | =
Cacription Agamment Naere
Accound Revenue] |

" “8(
' $160.00
Ha GST
I 20
>
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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.
International " 4 X @ @
Student Langeege Profcency Agent A PO IO nagrance PassportVina Pa)
Student Payment History X
.+, 1$5,000.00  P$4,000.00  BS51,000.00
> P #2010028454 : 09/02/2015 [T $4,000.00| U $0.00]
» T #2014000004 : 09/02/2015 [T $5,000.00}0 $1,000.00]

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.

Post-t Notes x
&) X r 4 | 9 Tas V] Usts (V) Moduke |V Ussr | Default View v
20140527 04 02.35.000 raining_user

Pmmmmwu-
AUTONATID MESSAGE: Thes siodent's stay wih acoommodason provoer
Agple, Psuly Amae’ has come 10 an end. Please venfy Tat e student’s
toim adoress i cormect
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