PAYMENT GUIDE
How to pay the rent online

THE RENT
Rent is charged per night in accordance with the starting and ending dates of your contract. The
rent includes water, heating and electricity. For stays shorter than 30 days, a non-refundable short
stay fee of SEK 500-1000 is charged due to higher administrative and operative costs.
Please note that any bank or transfer charges are to be paid by the tenant.
The rent may be raised during your time of lease due to increased costs and/or yearly rent increases
from our landlords.
In addition to the rent, a refundable deposit is always charged as a security for damages/cleaning
costs that may occur if the final inspection is not approved.
On the last pages in this booklet, you will find answers to our most frequently asked questions
about rent and payment.

THE RENTAL INVOICES
The rental invoices are sent by email. The rent is always paid in advance for the following month
and the due date is stated on the invoice.
Please note that it is your obligation to ensure that the rent is paid on time and if you for some
reason do not receive the rental invoice, please send an email to info@kihousing.se. Tenants who
fail to pay the invoice on time will be charged a reminder fee of SEK 50. Tenants who repeatedly fail
to observe the due dates will be given notice of termination of contract.

WAYS OF PAYING
KI Housing is unable to accept any payments at our office. Below you will find a list with our payment alternatives:
Paying via your user account
The invoice can be paid by card from your user account. Credit and debit cards (such as Visa, Visa
Electron, Maestro or MasterCard) are accepted for online payment.
Before paying, please make sure that your card is activated for internet payments, that the expiry
date has not been passed, that the amount to pay does not exceed any limit that your card may
have and that you have sufficient funds in your bank account.
For instructions about how to pay online with a credit card, see the guide on the following pages.

OTHER WAYS OF PAYING
If you, for some reason, are not able to pay the invoices via your user account there are other ways
of paying. Below is a list with these payment alternatives.
Please note that you always need to write your name, the invoice number and apartment/room
number when using any of these payment alternatives.
Bank office
You can pay by card or in cash at a bank office. The bank usually takes a considerable service fee.
Forex Bank is recommended because of a cheaper service fee. Please note that you need to bring
the invoice and that you have to pay to the bankgiro number stated in the invoice footer.
Small shops
You can pay your invoice in small shops that provide the service ”Kassagirot” - look for the sign
“Direkten”. The shops that give the service Kassagirot have certain regulations for how to handle transactions. The regulations may differ from shop to shop, so always check with the shop you
choose what their specific regulations are. Normally you can only pay with a debit card, not with a
credit card. You can find a list of shops at this link. Note that you always need to bring the invoice
when paying.
Internet bank
Transfer via online banking is also an option. Please note that your payment must be made in SEK
and if you are paying from a foreign internet bank, see the information below.
Payments from abroad
- The payment has to be made in SEK
- The IBAN number and SWIFT/BIC code must be used (see the footer of the invoice)
Please note that the status of the invoice on your user account will be ”outstanding” until the payment has gone through all systems involved. The invoice will finally disappear from your user account when we have received your payment. This procedure may take several days.
KI Housing transfer details
Payee: Karolinska Institutet Housing, SE-171 65 Solna
Bankgiro: 310-8065
When paying from abroad you must use the following codes:
IBAN: SE8350000000053851054601
SWIFT/BIC: ESSESESS
Bank account number: 53851054601

If you have any questions, you are
welcome to contact us!

CONTACT INFORMATION
Karolinska Institutet Housing
Visiting address: Berzelius väg 3, Solna
info@kihousing.se ● www.kihousing.se

HOW TO PAY ONLINE WITH A CREDIT CARD
Step #1 Login
- Go to https://myaccount.kihousing.se/Live/
- Login with your user name (email address) and password

Step #2 User account
On your user account, you will find information about your application, your contract and your invoices etcetera.
If you have received an invoice by email, you can choose to pay it online with a credit card. If you
like to pay your invoice by card:
- Go to ”View Invoices and Pay”
- On the next page, you will find your invoices and the status of the invoices/payments. You will also
find information about due date of the invoice, invoice number and the total amount of the invoice.

Step #3 Invoiced Charges
- Select the invoice you want to pay
- Go to ”Make payment”
Please note that you only have one try to pay online - once you have started the payment process
you have to complete it. If the payment is interrupted, you may no longer be able to pay the invoice
and need to contact KI Housing to solve the problem.

Step #4 Payment portal
After you have chosen ”Make payment”, you will be redirected to the payment portal called DIBS.
In this window, you will find information about the order number which is your invoice number and
the total amount of the invoice.

Step #5 Payment method
In this step, you will have to choose your payment method (the card you want to use).
The following type of cards are accepted:
- MasterCard
- Maestro
- Visa
- Visa Electron
Note that it is important that you choose the right type of card. For example, if you have a Visa
Electron card, you should choose Visa Electron, not only Visa.

Step #6 Validate payment
Here you will find information about what payment method you have chosen. For example, MasterCard.
In this step, type your card number, expiry month and year and CVC/CVV code in the boxes.
Select ”Validate payment” when you have provided the details of your card.

Step #7 Payment accepted/denied
In this step you will see if your payment has gone through or not. The following alternatives are the
most common:
Payment accepted
If your transfer is successful, you will get the message ”Payment accepted. Click ”next” to show receipt.”. Note that it is unfortunately not possible to receive a receipt from the payment portal. If you
wish to get a receipt of your payment, please send an email to your booking coordinator or to info@
kihousing.se and KI Housing will send it to you.
Payment denied
If you get the message ”Payment denied” the reason may be that your card is not activated for internet payments or that you do not have sufficient funds in your account.
Order ID not unique
If the message ”Order ID not unique” appears, the reason may be that your first payment try has
been interrupted. The invoice number has therefore been blocked and you are not able to make the
payment. Please contact your booking coordinator or send an email to info@kihousing.se for assistance.

Step #8 Payment complete
If your payment has gone through, the message ”Payment Complete” will appear.
Select ”click here to go back to your portal” if you wish to go back to your user account.

Step #9 Payment status
After you have paid an invoice online by credit card on the payment portal, you can go back to your
user account and the section ”view invoices and pay” to get information about the status of your
payment.
If your payment has been accepted in the previous step, the status of the invoice changes from outstanding to ”Pending” on your user account.
When the payment has finally gone through all systems involved, the invoice will disappear from
your user account. This process may take several days.
Note that KI Housing is unable to confirm that your payment has been successful but we will contact you if we have not received your payment when the due date has passed.

FAQ - RENT AND PAYMENT
Below you will find answers to our most frequently asked questions about rent and payment:

• What is included in the rent?

Electricity, water and heating are included in the rent. In most of our areas, KI Housing provides
internet access that is free of charge.
Please note that home insurance is not included in the rent. It is therefore important that you sign
up for home insurance before moving in. For more information about home insurance, please see
this link.

• Why do I have to pay a deposit?

A security deposit of SEK 2000 is always charged. If there would be any damages or if the room/
apartment is not left in a satisfactory condition, a part of the deposit (or the total amount) will be
used to cover the costs for cleaning and repair. If everything is in order, the full deposit will be repaid to you.

• When should the deposit be paid?

There is no general deadline for paying the deposit since each applicant has his or her own deadline
for paying the deposit. The due date is clearly stated on the invoice.

• How do I get my deposit back?

If the keys are returned on time and the departure inspection is approved, you will be able to get
your full deposit back. If keys are not returned in time and/or the departure inspection is not approved, this results in additional costs for KI Housing that will be deducted from the deposit. If these
costs are less than the deposit, you will get back the remaining amount. Please follow the instructions at this link in order to get your deposit back.

• How do I pay the rent?

The rent is always paid in advance for the following month. The rental invoices are sent by email
and the due date is clearly stated on the invoice.
KI Housing provides several payment methods – more information about those is written in this
information booklet.

• I tried to pay the invoice through my user account and got an error message saying
that the payment was ”refused by card issuer”. What does it mean?
The error message usually indicates either of the following:
- That you do not have enough money in the account
- Limits or restrictions of the card
- That your card is not activated for online payments
- Temporary communication error with the bank
If none of these things is the problem, you will have to contact the card issuer.

FAQ - RENT AND PAYMENT
• I cannot pay the invoice through my user account - can the due date be postponed?

It is your obligation as a tenant that the rent is paid on time. If you, for some reason, cannot pay the
invoice through your user account you can still pay the invoice on time by using another payment
method.

• I tried to pay the invoice through my user account and got an error message saying
that the payment was ”cancelled by customer”. What does it mean?
This error message usually means that you have interrupted the payment yourself. It is important
that you always finish the payment process once you have started it. Make sure that you choose
“betala” (pay) and not “avbryt” (cancel) if the payment page is in Swedish.

• Why do I get the error message saying ”Order ID not unique” when paying through
my user account?
If the payment is interrupted, the invoice may become blocked. Please send an email to your booking coordinator and we will unlock the invoice for you.

• How do I know that the payment has gone through when paying via my user account?

When you pay an invoice on-line, its status changes to ”Pending”. When the payment has finally
gone through all systems involved, the invoice will disappear from your user account. This procedure may take several days.

• How do I know that the payment has gone through when using some of the other
payment methods?

The procedure for the payment to go through all systems involved will take several days (from 3-10
days). During this time, the invoice will still remain on your user account. When KI Housing has received your payment, the invoice will finally disappear.

• What happens if I do not pay the rent on time?

Tenants who fail to pay in time will be contacted by email and be charged a reminder fee of SEK 50.
Tenants who repeatedly fail to observe the due dates
will be given notice of termination of contract.

Feel free to contact us if you
have any further questions!

Karolinska Institutet Housing
SE - 171 65 Solna
Sweden
www.kihousing.se
www.facebook.com/kihousing

