
Accommodation Acceptance Guide 

 
This is a guide to help you accept your offer of accommodation, once it is made. At 

the bottom of this document there are some answers to frequently asked questions and 

problems that may occur. 

 

You should check your accommodation account regularly via 

www.onlineaccommodation.soton.ac.uk – you will be sent an email once you have an 

offer, but by checking your account on a weekly basis, you can avoid disappointment 

if you were to miss the email! The email will come from pg1offer@soton.ac.uk, so 

please add this to your ‘safe’ contacts list to ensure the email does not get filtered into 

your junk/spam folder. 

 

Please remember, YOUR OFFER OF ACCOMODATION IS ONLY VALID FOR 10 

DAYS! If you do not accept the offer within 10 days of it being issued, your room 

with be withdrawn and offered to another student. 

 

Once you have received an offer of accommodation, you will need to accept this. 

Firstly, you will need to visit www.onlineaccommodation.soton.ac.uk, and log in to 

your account. You can do this with 

• Your log in ID (the email address you used when you applied for 

accommodation) 

• Your password (again, you set this up when you first registered on the site). 

 

Once you have accessed your account, please click on ‘contracts’ on the right side of 

the screen: 

 

 
 



This will take you to your offer of accommodation, which will look something like 

this: 

 
 
To proceed, click on ‘view’ on the right side of the screen. This will take you to a 

very important screen, which will give you details of your accommodation! 

 

At the top of the screen, you will see some instructions. Make sure you read these 

before continuing. 

 

Below this, there will be a section headed ‘booking details’. This will look like this:  

 

 
 
and will display your booking reference, application number, the date your offer was 

made, and the date it is due to expire. It is very important that you accept the offer 

before it expires, as, if you do not, your room will be offered to another student and 

we cannot guarantee you any further offers. 

 

The next section on the web page is headed ‘Accommodation details – residence 

agreement’. This will show you the hall complex, the premise (building), the postal 

address, and the occupation dates. You will not be issued with your room number at 

this stage – this will happen when you arrive at your Hall. The webpage will look 

something like this: 

 

 
 
The next section is to do with accommodation payments; it will look like this:  

 



 
 
This section displays the total charge for the year, as well as the instalment dates and 

amounts. For further details on accommodation fees, please visit 

http://www.soton.ac.uk/accommodation/apply/fees/fees0910.html. 

 

If you are happy with the offer of accommodation, you can scroll all the way to the 

bottom of the page, where you will be asked to read and agree to the terms and 

conditions for online payment, the Hall of Residence regulations, and the additional 

information on twin sharing (if applicable). You will need to read the relevant 

document, and then confirm that you have both read and agreed to this by placing a 

tick in the small box at the bottom of the page.  Remember, this is a legal document, 

so please make sure you understand the terms, and the Hall Regulations, before you 

agree to them. 

 

 
 
Once you have ticked the box to confirm you have read the documents, the ‘accept’ 

button will become active.  

 
You will need to click on ‘accept’, to proceed to the second stage. 



 
The second stage of accepting an accommodation offer is all about the payment 

method. The screen will give details on the payment methods accepted, and of other 

useful information. It is possible to set up either a Direct Debit (DD) or a Recurring 

Card Payment Plan (RCP). A Direct Debit can only be set up with a UK bank account 

(you will need your account number and sort code), whereas a Recurring Card 

Payment Plan can be set up using all UK or International credit or debit cards 

(excluding American Express). Please note, you MUST set up a payment method in 

order to accept your offer of accommodation. 

 

Please note, we are unfortunately unable to accept Solo, Maestro or Visa 

Electron debit cards, and American Express and Diners credit cards. 

 

If you are a postgraduate or continuing student, you will be required to make a pre 

payment (which will be deducted from your final instalment of accommodation fees). 

Details of this prepayment amount would have been visible in the previous screen, in 

the ‘Charge Details’ section. 

 

Once you have read through the webpage entitled ‘Payment Options and Instructions’, 

please click ‘continue' at the bottom of the screen. You will then be taken to a web 

page that looks like this: 

 

 
 
This screen will allow you to set up either a DD or an RCP, and also gives details of 

the instalment dates and amounts. Please place a dot in one of the circular radio 

buttons (circled above), depending on which payment method you would prefer to use. 

Please note you must set up a payment method in order to accept your 

accommodation offer. 

 



Credit Card: If you select Credit Card, you will be taken to a page that looks like this:  

 
 
You will need to state whether you are a new undergraduate, new postgraduate, or a 

continuing student. You will then need to click ‘next’ at the foot of the screen. This 

will take you to a page that requests card details – please enter the details, making 

sure you include the full card number, ‘valid from’ and ‘expiry’ date, security number 

(from the signature strip on the back of the card), issue number (if applicable), the 

address at which the card is registered, and a contact email address. You will then 

need to click on the ‘submit payment’ button. This will take you to a screen which 

looks like this:  

 

 
This confirms that you have successfully accepted your offer of accommodation. An 

email has been sent to your registered email address, thanking you for accepting, and 

giving further details about arriving at halls. You can then click on ‘return to 

contracts’ at the bottom of the screen – this will take you back to the contracts page, 

and you can see that you have accepted the offer (see below). 



 
 
Direct Debit: Accepting your offer by Direct Debit is very similar to accepting by 

RCP. You need to select Direct Debit, and then click ‘continue’, and you will be taken 

to a screen where you are asked to input bank details into the system. You will need to 

enter the name of the account holder, the registered postal address for the account (i.e. 

where the statements get sent), an email address, and the bank account number (8 

digits) and sort code (six digits, displayed as xx-xx-xx on your card/bank statement). 

Once you have entered these details, you can click ‘continue’. This will take you to a 

screen confirming that you have accepted your offer, and will also give you the 

chance to view your contract. You can click on ‘return to contract’ and will be able to 

see that you have accepted the offer (see above). 

 

Questions and Problems: 

 
We have tried to make the acceptance process as easy as possible; however, if you 

have any problems or questions, the answers should appear below. If they do not, or 

you have a very specific question, please contact the Accommodation Service on 

+44(0)2380 59 59 59, or by email to accommodation@soton.ac.uk. 

 

Registration and logging in: 

 

1. I can’t log in to my accommodation account. 

 

You will need to enter your Log in ID and your password. You will not need 

your validation code; this is only used the first time you enter the site 

  

2. I’ve lost my log in ID. 

 

Your Log in ID is an email address you enter when you first register for 

accommodation. You will need to enter the address in full (i.e. 

j.smith@internet.com) If you cannot remember this address, you will need to 

Re-register. Please note, re-registering will not affect any submitted 

application, or offer of accommodation. 

 

3. I’ve lost my password. 

 

You set up your password the very first time you register your details on the 

accommodation application website. It is at least 6 digits long, and can be 

either letters or numbers, or both. If you cannot remember your password, you 

will need to click on the small ‘+’ in the top left corner of the screen, select 

‘Request new password’, and then enter your Log in ID (your email address). 



An email will then be sent to this email address containing a new password. 

Once you enter this password, you will be asked to change it immediately to 

something more memorable to yourself. 

 

4. I haven’t received my validation code. What do I need to do? 

 

As you have logged into the site before, you will not need to use your 

validation code. Please leave this field blank, and only complete the ‘log in 

ID’ and ‘password’ fields. 

 

5. Do I need to use my validation code each time I log in? 

 

No. You only need to use the validation code the first time you log in to your 

accommodation account. 

 

 

6. I’ve lost my validation code. 

 

You only need to use your validation code the first time you log in to your 

accommodation account. As you have already logged in before, you will just 

need to enter your log in ID and password. If this does not work, you will 

need to Re-register your details. 

 

7. I need to re-register to access the site. Will this affect my application? 

 

Re-registering on the site will not affect any saved or submitted applications in 

any way.  

 

Accepting My Offer 

 

1. I cannot accept the offer because the ‘accept’ button does not work 

 

You will need to read and agree to the terms and conditions, and also the Hall 

Regulations. If you place a tick in the box, confirming you accept these, the 

‘accept’ button will become active, and you can continue through the process. 

 

2. I do not understand the terms and conditions/hall regulations. 

 

If you do not understand something, or would like to discuss an issue in finer 

detail, please contact us, either by email to accommodation@soton.ac.uk, 

telephone on +44(0)2380 59 59 59, or face to face in the Student Services 

Centre. 

 

3. I am unhappy with my offer/my offer is not exactly what I stated in my 

preferences. 

 

While we make every effort to adhere to your preferences, we unfortunately 

cannot guarantee that every student will receive their preference. The offer 

you have been made is the most suitable room at the time of allocation. If you 

are not happy with your offer, you have two options: 



  

a) You can accept the offer, and then submit a ‘transfer request’ form. 

When you arrive in Southampton, you would move into your original 

room, but your Hall Manager would have a record of your request, and 

once a suitable alternative is available, you will be offered a transfer. 

b) You can reject the offer, and resubmit a new application. We would 

not recommend you do this, as you would no longer be covered by the 

accommodation guarantee, and there would be a significant chance that 

we would not be able to make you another offer. If this was the case, 

you would need to consider renting a room in the private sector. Please 

contact us for more details if this is of interest to you. 

 

4. I am not sure if I have accepted my offer in full. 

 

If you are not sure whether you have completed the application process in full, 

please return to your accommodation account via 

www.onlineaccommodation.soton.ac.uk and log in. Once you have done this, 

please click on ‘contracts’ on the left side of the screen. Here will be your 

contract – if the status is still at ‘offer’, you have not completed the process 

and will need to go through it again. If the status shows as ‘accepted’, you 

have done all you need to do at this stage, and do not need to worry. 

 

5. I have accepted my offer, but have decided halls are not for me/to withdraw 

from my course. 

 

If you have already accepted your offer, and then decide that you do not need 

this accommodation, please contact us at your earliest convenience. If you 

contact us before the 1
st
 September, we will be able to refund any pre 

payments to you. If you contact us after this date, refunds will be considered 

on a case by case basis. Please refer to the Hall Regulations for further details 

on your liability for accommodation fees. 

 

 

Please remember, we at the Accommodation Service are here to help, so if 

you have any questions about your application, your offer, or any else 

accommodation-related, please contact us via the details below and we 

will do what we can to assist you! 

 

Email: accommodation@soton.ac.uk 

Tel: +44(0)2380 59 59 59 

Face to face: at the Student Services Centre, George Thomas Building 37, 

Highfield Campus, Southampton, SO17 1BJ. 

 


