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How to re-advertise your 

accommodation & make 

an Online Payment using 

Student Pad 

- a short guide 
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Introduction 

The purpose of this guide is to show you the easiest way to re-advertise and make a    

payment for your properties using the Studentpad online system. 

The guide is made up of a series of screen shots of the Studentpad control site, along with 

a short explanation of what to do. 

 

Logging on to the System 

Go to http://control.studentpad.co.uk/login and enter your email and password (if you 

need these again, please contact the office) 

Please do not re-register if you have used the system before. 

 

Re-advertising your accommodation 

Once you have agreed to the terms and conditions for accreditation for this advertising 

period, you will be presented with the following web page: 

Unless your contact details have changed, please click the ‘Property’ tab then ‘Property 

Management Overview’ (circled in red).  This will take you to the following page: 

http://control.studentpad.co.uk/login
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You will be presented with a number of options on the left side of the page.  You need to 

choose either: 

‘Re-advertise an Existing Property’ 

     or 

‘Property List’ (both circled in red) 

 

For the purposes of this guide, we have chosen ‘Property List’ 

This will take you to the following page: 
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This page lists all of the properties that you have registered on the database.  If you     

cannot see the property you want, please click ‘Add a New Property’ from the menu on 

the left side of the page. 

 

Otherwise, select the property you wish to re-advertise and click (circled in red) 

This will take you to the database record for the property as shown next: 
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This page shows all the details about the property.  Make any changes you wish and click 

the ‘save’ button at the bottom of the screen.  If the ‘save’ button does not appear then 

there are no changes to save. 

 

Note: You can upload new certificates to this page or you can e-mail them to               

manchesterstudenthomes@manchester.ac.uk. 

 

Click the ‘Advert’ tab (circled in red). 

This will take you to the advert details for the property: 

mailto:manchesterstudenthomes@manchester.ac.uk
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This page holds current and previous adverts for the property.  You have two options, 

click either: 

‘Re-Advertise’ 

     or 

‘Add New Advert’ (circled in red) 

 

For the purposes of this guide, we selected ‘Re-Advertise’.  This creates a copy of the   

historical advert as follows: 
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With the copy of the historical advert now showing, you can change the field entries 

or leave them as they were. 

 

Note:  If you clicked ‘Add New Advert’ on the previous page, all of the fields would be 

empty. 

 

As you change/complete the details you will arrive at the bottom of the page: 
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Once you are happy with the details you must change the ‘Availability Date’ and add the 

date you want the advert to run from (all circled in red). 

 

Then click ‘Yes’ in the ‘Display on website’ section.  Finally click the ‘Add’ button (all     

circled in red). 

 

The ‘Add’ button takes you to the last page of the process: 
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The top part of this page advises you of the paperwork we require to advertise the prop-

erty and our advertising charges. 

 

Note:  Studentpad will automatically remove your advert from the website if or when 

the certificates expire. 

 

There are different methods available for payment, please see the second half of this 

page: 
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There are various different ways to pay for your advert, but the quickest and most       

efficient way is to pay online via The University of Manchester’s e-store.  You will need to 

click on the link which takes you to a secure page (circled in red). 

 

If you have multiple adverts and wish to pay once you have completed all the adverts, 

you can go to The University of Manchester Online Store. 

 

To finish the process, click ‘Return to Property Management Home’ at the bottom. 

 

If you have another property to advertise, follow this process from the beginning. 

Otherwise, leave the system by clicking ‘Log Out’ at the top of the page. 

 

Don’t forget to upload or send in any certificates and to call the office if you wish to make 

your payment over the telephone. 

http://estore.manchester.ac.uk/browse/extra_info.asp?compid=1&modid=1&deptid=182&catid=318&prodvarid=170
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Unit 1-3 Ladybarn House, Mosesley Road, Fallowfield, Manchester, M14 6ND 

Telephone:  0161 275 7680 

Fax:  0161 275 7684 

Email:  manchesterstudenthomes@manchester.ac.uk 

Website:  www.manchesterstudenthomes.com 

 

  www.facebook.com/ManchesterStudentHomes 

  @Man_Student_Hme 


