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The Booking manual  
 
iĎĂ ?ĥļĵďġČ <ĥļġþîĺďĥġ +ĥįĂġĎîČĂġʙĵ ùĥĥĚďġČ Ġîġļîě ďĵ ĂŐįěîďġďġČ őĥļ îěě ĺĎĂ ĲļěĂĵ îġþ úĥġþďĺďĥġĵ őĥļ
need to know before you make any bookings. Please read the manual carefully before entering the booking 
system.  
_______________________________________________________________________________________________ 

HOW TO MAKE A BOOKING 

When you enter the booking system, you will have to go through several categories in order to make the 
booking.  
The booking system will s how you a left side menu with the different booking steps.   In the manual, we 
will describe how  you can successfully make a booking.  

1. ADMINISTRATION  

INVITATION OF APPLICANT  
Upon gaining access to the booking system,  you will have to declare that you have read The Declaration 
of consent and the booking manual and you agree with the terms and conditions of The Housing 
<ĥļġþîĺďĥġ +ĥįĂġĎîČĂġʙĵ ĲļěĂĵɧ 
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2. APPLICATION 
 

APPLICANT INFORMATION  
In this section,  you must fill in your personal details.  
If you have been invited with your KU -email, then you will need to change it to another e -mail address in 
order to proceed to the next step. As soon as the e mail address has been changed, the new ad dress will 
be one you need for logging onto the online flow and contacting us .  
 

 

 

 

ADDRESS INFORMATION  
<ďěě ďġ îěě őĥļĲ įĂĲĵĥġîě þĂĺîďěĵ ĎĂĲĂɧ iĎĂ ĵĂúĺďĥġʗ ĺĂġîġĺĵ ĎĥĠĂ îþþĲĂĵĵʗ ďĵ őĥļĲ įĂĲĠîġĂġĺ ĎĥĠĂ
address which will be stated on your rental contract.  

HOUSING NEEDS 
 
DISABILITY 
If you are physically disabled, make sure to read the information here  ùĂċĥĲĂ úěďúĚďġČ ʘwĂĵʙɧ _ěĂîĵĂ ġĥĺĂ
that you must indicate this the first time you apply for housing with us.  Please contact us before you are 
making the booking so we can meet your required needs.  You can only apply for disability housing within  
the fir st week of the booking round.  The deadline for applying is 5th  of December  2022.  
 
Next, upload documentation of your disability. For example, this could be a document from your doctor 
or home university confirming you special need. Please also include you r personal description of your need 
(though this should not stand alone).  
 
Proceed with the ensuing steps and book the most suitable accommodation option currently shown on 
your Flow. You will receive an email when your disability application is processed.  If approved, yo u will 
receive an offer for a  more suitable accommodation.  
 
 
 
  

http://housingfoundation.dk/the-booking-system/how-can-i-get-invited/
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RENTAL PERIOD CONFIGURATION 
 
We offer accommo dation from 3 months minimum up  to one year for staff members.   
Uġ ĺĎĂ įîČĂ ʘbĂġĺîě įĂĲďĥþ úĥġċďČļĲîĺďĥġʙɢ őĥļ Ġļĵĺ ĺďúĚ ĺĎĂ ùĥŐʘwĥļ ŏîġĺ ĺĥ úĎĥĥĵĂ ĵįĂúďîě þîĺĂĵʙɧ iĎĂġ
úěďúĚ ʘSaveʙ and ʘQĂŐĺʙ.  
wĥļ ŏďěě ġĥŏ úĥĠĂ ĺĥ ĺĎĂ įîČĂ ʘbĂġĺîě įĂĲďĥþ ʀĵįĂúďċďĂþ þîĺĂĵʁʙɢ ŏĎĂĲĂ őĥļ ĵĂĺ őĥļĲ þĂĵďĲĂþ ĵĺîĲĺ îġþ Ăġþ
dates for your room search.    

Please note: This tells the system what your search  dates will be. The start date you enter may not be 
ĺĎĂ îúĺļîě úĥġĺĲîúĺļîě ĵĺîĲĺ þîĺĂ ĥċ őĥļĲ ĲĂġĺîě îúúĥĠĠĥþîĺďĥġɢ îĵ ĺĎďĵ þĂįĂġþĵ ĥġ ĺĎĂ îúúĥĠĠĥþîĺďĥġʙĵ
availability. However, the end date you provide will be the date on which your contractual rental peri od 
ends. 
¶ The start date can only be the 1st or the 15th of a mont h. The end date can only be / 30th /31st (last day) 

of a month.  
¶ There is a 7 -day period at the end of your rental period, during which you cannot live in the 

accommodation due to repairs and c leaning. For example, if your contractual rental period ends on 
the 31st of a month, you must move out no later than 12 noon on the 24th. This inspection period is 
non-negotiable. You must  remember  to  consider this  when  planning your  stay. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can find a detailed description here .  
 
 
 
RENTAL PERIOD 
 
This section is not editable so please click save + next to the next step.   
 

Room selection  
Summary of information  
 
Click save and next to go to the next section.  

https://housingfoundation.dk/how-long-can-i-rent-for/
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ROOM AVAILABILITY PAGE 
To see the type of rooms and detailed description of our accommodations please click here 
 

 
Here you can see all  the rooms that are vacant for boo king regardless of their colour (w hite or red). Initially, 
the system will automatically select (and reserve for 30 minutes) the cheapest room available. This pre -
selected room is marked with this sign in blue . You may ha ve to scroll down to see more room options .  
You can navigate by the grey arrow at the bottom of the box to see more information about the 
accommodation on the right side.  
 
Please pay attention to the Contract start  date for your selected room, as this i s will determine the start 
date of your tenancy. These dates are non -modifiable,  so you cannot request that we change these for 
you. You can always see more details for each room by clicking on the middle of the row where the room 
name is, which will make a new page pop -up.  You can navigate by the bar to see price and room type.  

 
Important  
 
Always remember to refresh the room availability section to make sure you are seeing the latest updated 
information.  
As someone else might have booked, your room in t he meantime even though you have already have 
selected it. . Presĵ ʘeîŎĂʙ îġþ ʘQĂŐĺʙ ĺĥ ĠĥŎĂ ĥġ ĺĥ ĺĎĂ ĲĥĥĠ îúúĂįĺîġúĂ ĵĺĂįɧ 
 
 
 
 

https://housingfoundation.dk/
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ROOM ACCEPTANCE PAGE 
In this section, you need to confirm  your booking and acknowledge that you agree to our terms and 
conditions. Therefore, please read the information in this section very carefully including the contract start 
and end dates as well as the information of the room that you are about to book.  
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@ċ őĥļ þĥ ġĥĺ ŏďĵĎ ĺĥ ùĥĥĚ ĺĎďĵ ĲĥĥĠ ĺĎĂġ þĥ QUi úěďúĚ ʖĵîŎĂʗɧInstead, simply click on Room 
Availability and choose another room option.  

PLEASE NOTE: Even if you do not upload a rental contract  you are still financially obligated for 
your booking.  
 
The Housing Foundation Copenhagen reserves the right to contact any relevant parties, such as 
the University of Copenhagen or a home university or other contact persons, if an agreement is 
not upheld.  

 

3. CONTRACT 

CONTRACT INFORMATION  
 
Once you have successfully made a booking, you come to the booking confirmation step as seen below. 
+ěďúĚ ʘeîŎĂʙ îġþ ʘQĂŐĺʙ ĺĥ ČĂġĂĲîĺĂ ĺĎĂ ĲĂġĺîě úĥġĺĲîúĺĵɧ 
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YOUR RENTAL CONTRACTS   
 
Within one hour after you have m ade the booking you will receive the rental contract in Danish, 
supplemental document (a translation in English of section 11), Declaration of consent, A service contract 
(only  for rooms in Signalhuset, Øresundskollegiet, Tietgen kollegiet)  
 
You can find a more detailed description of how to sign the rental contracts here as well as an example 
of an English version here  
 

UPLOAD CONTRACTS AND DECLARATION OF CONSENT 
 
Once we send the contract email to you, you  have to  upload the Rental Contract, Service Contrac t, and 
Declaration of Consent in  your online flow within three days.  If you did a booking with an immediate start 
date  (today) , then you will have to upload and pay within 24 hours.  
 
If you do not respect this deadlin e, you risk that your booking will be  cancelled without further notice . This 
might imply a cancellation fee .   
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

https://housingfoundation.dk/signing-and-uploading-contracts/
https://housingfoundation.dk/contracts/
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TIPS FOR AVOIDING UPLOAD ISSUES  
 
¶ If you have issues uploading the files, it may be that your files need to be in a different format. 

Convert your files to PDFs using the following website: https://smallpdf.com/pdf - converter   
 

¶ If your PDF file is too big, you can easily compress it by goi ng to the following website: 
https://Smallpdf.com/compress -pdf  
 

¶ If you are away from home or on holiday, it can help to use a scanning app on your phone, which  can 
make PDF files of your scans (e.g. Genius Scan, which you can download from Google Play).  

 

IMPORTANT INFORMATION REGARDING BOOKING 
Please consider the following information thoroughly before making a booking:  
 

¶ Sign and upload the contract within three days. Otherwise, you risk losing your booking. You 
risk cancellation of your booking without any further notice if you do not upload your 
contract on time.  
 

¶ Pay on time ɡ _ěĂîĵĂ ĲĂċĂĲ ĺĥ ĺĎĂ ʘ_îőĠĂġĺ @ġċĥĲĠîĺďĥġʙ ĵĂúĺďĥġ îġþ ĂŐįîġþ ĺĎĂ ʘ_îőĠĂġĺ įěîġʙ
section.  

 

IMMEDIATE BOOKINGS ʐ CONTRACTS THAT START THE SAME DAY AS MAKING THE BOOKING  
If you book a room where the contract start begins immediately (the same days as making the booking ), 
you must abide by a number of additional parameters. Before you make a booking, please be aware of the 
following:  
 

¶ The contract must be uploaded on the s ame day , otherwise you risk losing the booking. The 
three -day rule does not apply. Cancellation fee will still apply.  

 
¶ The payment must be made on the same day , as the rental period has already begun. You 

will need to pay the deposit plus three months of r ent.  
 

¶ You cannot cancel the booking manually.  You will need to notify our office immediately if you 
want to cancel the booking and a cancellation fee will apply.  

 
¶ You must confirm your booking within 24 hours.  You will receive a separate e -mail regarding 
őĥļĲ ʘ*ĥĥĚďġČ +ĥġċďĲĠîĺďĥġʙ îěĥġČ ŏďĺĎ őĥļĲ úĥġĺĲîúĺĵɧ wĥļ ġĂĂþ ĺĥ ĲĂįěő ĺĥ ĺĎďĵ Ă-mail 
immediately to confirm your booking, otherwise you risk losing the booking.  

 

CONTRACTS THAT START LESS THAN 14 DAYS AFTER MAKING THE BOOKING 
If you book a room that starts within 14 days after making the booking  then you must abide by the 
following:  
 
¶ The contract must be uploaded within 3 days and before the contract start date,  otherwise you risk 

losing your booking. The thr ee-day rule does not apply if the booking starts before three days.  
 

¶ The payment must be made before the contract start date.  You may check the due date on your 
flow once the booking has been made.  

 
¶ You cannot cancel your booking manually.  You will need to  notify our office immediately if you want 

to cancel the booking and a cancellation fee will apply.  
 
¶ You need to confirm your booking.  wĥļ ŏďěě ĲĂúĂďŎĂ î ʘ*ĥĥĚďġČ +ĥġċďĲĠîĺďĥġʙ Ă-mail separately along 

with your contracts and you need to reply to this e -mai l to confirm your booking.  
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PAYMENT 

Bookings with more than 14 days before contract start date:  
You must pay the first instalment (3 ĠĥġĺĎĵʙ rent + deposit ) within 14 days of the initial booking.  

Bookings with less than 14 days before contract start date:  
If your contract begins within 14 days of your booking, then you must make sure you pay in time for the 
contract start date. Please read more about your payment plan  here . 

Bookings with imm ediate start date:  
If you book a room with an immediate contract start date, you will have to do your payment and upload 
your contracts within 24 hours.  
 
 
You can always check your payment due dates in your Payment Plan, see information about this below.  
 

ACCOUNT STATUS ʐ YOUR DUE PAYMENTS 
¶ Total balance:  shows your remaining balance for the whole rental period.  
¶ Balance due soon:  shows your next due payment.  

  

http://housingfoundation.dk/payment/#schedule
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PAYMENT PLAN 
The payment plan is an overview of all your payments (past and future).  
 
To see payment plan follow these steps:  
¶ Go to Payment  
¶ Click on Make a payment  
¶ Click on Account status  
¶ At the bottom of the page in Account data section click on Show payment plan (see picture above)  
 
ĺ ĺĎĂ ùĥĺĺĥĠ ĥċ ĺĎĂ ʘ úúĥļġĺ eĺîĺļĵʙ įîČĂ ĺĎere is a section c alled ʘĵĎĥŏ įîőĠĂġĺ įěîġʙ. Click on this 

button to see an overview of all the charges due during your tenancy and their payment deadlines, as well 
as your made payments.  
 
It is your own responsibility to follow the payment plan, as you do not receive an in voice from the Housing 
Foundation. Failing to pay on time will result in late payment reminder fees.  

PAYMENT METHODS 
The Housing Foundation offers three different payment methods; via credit card, bank transfer and by 
using Mobile Pay app. Please read about these metho ds to see which is best for you here. 
 
This very first payment should include at least the amount of your deposit, in order for us to have the 
largest possible criteria for success of refunding you to your credit card, and with that,  you avoid the fee 
for refunding you via bank trans fer. Please read more here. 
 
 

1. PAYMENT VIA CREDIT CARD 
 
A separate company called Teller/Nets provides the online payment platform for this. Teller/Nets accepts 
all kind of credit and debit cards. By using this online payment platform, you avoid paying the fee we 
charge for receiving bank transfers and manually  returning a deposit. Please note that it is not possible to 
pay via American Express cards.  
 
However, in some rare cases Teller/Nets may apply charges for using a credit card. The charges are 
automatically added to the amount you selected to pay to The H ousing Foundation Copenhagen when you 
use the online payment platform. These extra charges to Teller/Nets will not appear in your Account 
Status, as they are not paid to The Housing Foundation Copenhagen. However, they will appear on your 
credit card or ba nk statement. Therefore,  it is up to you to decide whether paying by credit card is cheaper 
than making a bank transfer or using the Mobile Pay app.  
 
To ensure that we can return your deposit to you without extra costs, please note the following when 
paying the deposit and first instalments by credit card:  
 
¶ Ensure that the credit card will still be valid 6 months after the end of your contract, when making 

the payment. This is when we will attempt to return the deposit directly to your card.  
 

¶ The deposit will be returned to the latest used credit cards  
when we return the deposit to you the deposit will be returned to the latest used credit cards. 
Please have that in mind when you make your last payment.  

 
If the credit card used is still valid at the time  of the return and if nothing blocks your card from receiving 
money directly from our bank, we will be able to return your deposit directly to your card without additional 
cost. Otherwise,  we have to return the deposit to your bank account, which will entail a transfer charge.   
Please find more information here. 
 
 

http://housingfoundation.dk/fees/
http://housingfoundation.dk/payment-methods/#mobilepay
http://housingfoundation.dk/payment-methods/#mobilepay
http://housingfoundation.dk/fees/
https://housingfoundation.dk/deposit-return/


  14  
 
 
 
 

HOW TO MAKE YOUR PAYMENT 
 
In order to make a payment always refresh the page and cli ck on the payment section. It is 
recommended that you use the left - side menu highlighted in yellow below.  
 
¶ Refresh your flow and go to Payment  
¶ Click using the left - side menu on Make a payment  
¶ Click on Account status  
¶ Click on Information about payment proc ess: select return of deposit here  
¶ Click on Terms and conditions: accept these in the check box  
¶ Click on Payment amount and confirm the amount you wish to pay and click on SAVE. You can 

choose to pay the full amount for the entire rental period or you can choose to pay individual 
amounts as they become due for due for each payment deadline. You can edit the amount in the 
Payment amount box.  

¶ Click Online payment: and click on the Payment tab and a new window for paying via credit card will 
appear. 
 

 
Invalid request error: if this error appears you need to close t he window and start the payment procedure  
all over again from Payment section. This error occurs because your order ID runs out and  
you need to create a new one.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HOW TO SPLIT YOUR PAYMENT INTO SMALLER AMOUNTS:  
 
Some banks have an amount limit when paying via credit card and in this case, you can split the split a 
due amount into several smaller payments.  
 
¶  Refresh your flow and go to Payment  
¶ Click using the left - side menu on Make a  payment  
¶ Click on Account status  
¶ Click on Information about payment process: select return of deposit here  
¶ Click on Terms and conditions: accept these in the check box  
¶ Click on Payment amount: type in your desired amount and click SAVE  
¶ Click Online Payment : and click on the Payment tab and a new window for paying via credit card will 

appear. 
¶ After you have made your first payment,  transaction and you need to follow these steps from the 

beginning in order to make a new payment.  






















