
Helping you through the 

process 

Accommodation Acceptance Guide 

2015/2016 



This is a guide to help you accept your offer of      

accommodation, once it is made.  

 

Things to do 

Check your accommodation account at                 

studentaccommodationservices.soton.ac.uk at least 

once a week  as your offer is only valid for 7 days. 

Check your registered email address at least once a 

week for an email advising an offer has been made. 

This email will be from  roomserv@soton.ac.uk. Add 

roomserv@soton.ac.uk  to your ‘safe’ contacts list to 

ensure the email does not get filtered into your 

junk/spam folder. 

 

Once you have received an offer of accommodation, 

you will need to accept it online. 

Go to studentaccommodationservices.soton.ac.uk and log into your accommodation account. 

Your login ID is the email address you used when you applied for accommodation. You set up 

your password when you registered for your accommodation account. There are links to request 

a new password if you have forgotten it. 

Once you have accessed your account, please click on ‘Contracts’ on the left side of the screen: 
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This will take you to your offer of accommodation, which will look like this: 

Please note the expiry date in red. You need to accept your offer before this date. 

 
 
 
 
 

 

 

Click on ‘view’ on the right hand side of the screen to see details of your offer. 

This will take you to ‘Your Contract Schedule’ as below: 

 2123456 



 
Accepting an offer 

 

To begin the acceptance process, click the link for Agreement for Accommodation including 

the Halls of Residences Regulations. This comprises your contract and the terms and       

conditions of your accommodation offer. You may wish to print this to refer to throughout 

the year. 

 

Next, click the link for Terms and Conditions for Online Payment. Again, this contains      

important and useful information about how your payments will be managed. 

When you have read both, check the box at the bottom of the screen to confirm you have 

read them and are ready to accept the offer.  Once the box has been checked, the Begin 

Acceptance Process button will become live. Click this button to begin the process. 



Setting up your payment plan 

 

You will now be taken through the stages of setting up your accommodation fee      

payments. Read the instructions displayed and click Continue to proceed. 



The next screen details the payment instalment amounts, and the dates they are due. Make 

a note of these, as you need to ensure you have enough money in your designated account 

on these dates to cover the fees. Click Continue to proceed. 

If you think you will have trouble paying your accommodation fees, please contact the 

Residences team at accommodation@soton.ac.uk to discuss your options before   accept-

ing the contract. 

The next screen will take you to the Pre-Payment section. If you do not need to make a   

pre-payment, the amount to pre-pay will be £0. Postgraduates will be asked to pay £350, 

and continuing students £150. 
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The amount of the pre-payment you need to pay will be shown on the next screen. In the 

screenshot below, no pre-payment is due and so the Total Cost boxes are blank. 

 

To accept the offer, it is necessary to add your card details to set up the Recurring Card   

Payment; however no payment will be taken at this point apart from any pre-payment shown 

as above. 



You need to enter your payment details on the next screen. Remember, unless you have to 

make a pre-payment, no payment will be taken at this point.  

If you have trouble inputting your payment details, please contact the Residences team at  

accommodation@soton.ac.uk. 

Follow the payment set-up process through, and when you have finished, you will see your  

accommodation offer booking state turn to Accepted on your Contracts page. 
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If at any point during the acceptance process you 

any questions or experience any problems, 

contact the Residences Service rectly: 

 

By telephone: +44(0)2380 59 59 59 

By email: accommodation@soton.ac.uk 

By person: in the Student Services Centre 
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