ECU STUDENT GUILD **

Volopay User Guide - CLUBS




Introduction to Volopay

* Volopay is the platform the Guild will use to issue float and
grant funds to your Club.

* Upon successful club affiliation, the Guild will invite your Club
to Volopay via email.

* Adigital pre-paid debit card will be issued to your Club in
order to access funding.
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Upon receiving the below invitation to
Volopay, click ‘Accept Invitation’.

Note — the invite will be sent to Club
Treasurer’s email.

@ volopay

Greetings! Edith Cowan University Student

Guild is on volopay now!

Set a password and then select ‘Accept
Invitation’.

Fresh Interface and
better usability

€ volopay

Welcome to Volopay




Complete the preliminary on-boarding questions:

&
Onboarding

Personal details

2steps
@ Personal details

ind its partrers term




Complete the preliminary on-boarding questions:

\
Onboarding

¢ Address details

@ Personal details
Provide details acearding to your governi
Permenant address

@& Addressdetails

parmanent and communication address

State/Province




The below confirmation screen will appear once the onboarding questions have been completed
successfully:

Your KYC is successfull
Your KYC verification is suecessful. You now have complete access to all of our platforms features and benefits. Enjoy

Getting st

here to help

Create your first virtual card

With virtual cards, you can ea

Claim your first reimbursemen

With v it

Help centre

&5 B m =]

Account setup - Departments - Accounting -3 Cards -




After your onboarding is
complete, please download
and log into Volopay using the
mobile phone app.

Volopay
Volopay

What's new e
Last updated 9 Feb 2025
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Volopay 2.0
We're excited to announce the release of Volopay ...

+ Phone [ Chromebook [C] Tablet

Rate this app

Tell others what you think

A S S - G

Write a review
App support

Join the beta

Try new features before they're
officially released and aive vour

AR ga Q [l

Apps Search

Log into the app using your
email and password.

o

Login

Please enter your details

m.agostini@ecuguild.org.aul

By entering your email ID, you claim that you accept

our terms & privacy policy

Enter the OTP (authenticator
code) sent to your email
address to verify your
account.

Two-step verification
Ihanks for keeping your account safe. Check you

digit OTP

Resend OTP in 27

Set a PIN code for
when you next enter
the app.

o

Create passcode

This will allow you to access the app

©  Allow unlock with Fingerprint




This is the app’s home screen.
Please select the ‘Card’ icon at
the bottom of the screen.

Your KYC is successful!

Your KYC verification is successful. You
now have complete access to all of our
platforms features and benefits. Enjoy
seamliess and secure transactions.

Order Physical Card

Expect arrival in 10-15 working days

Order card

Action centre

Needs your action My pending requests

You're all set

There are no item

Slide across to select the
digital card (black colour card).

220 B @ 9

Cards

My cards ) View sl

Physical card

My expenses

Q Search

No expenses yet!

1gh your card and

This is the Club’s digital
prepaid card. Click on the card
to see its details.

232@e 0

Cards

My cards )

300 AUD

300 AUD

My expenses

Q_Search

°

No expenses yet!

Start markin your card and

DEN
€

2
> -
Select ‘Show Card’ to & ® S
see the card number, ‘4/'
expiry etc (- /

zicBe 9

\
P

< & Club XXX

300 AUD Active

Available to spend one time

® Show pin

Limit

300 AUD Edit Limit




Please add your Club’s Volopay card to your phone’s wallet.

Please follow the respective instructions below (depending of in you have an Android or Apple phone):

Add a debit or credit card to the Google Wallet
app

Important:

+ To make a contactless payment, you should be in a supported country or region. Learn where
you can use Google Wallet.

To pay in stores with your phone or smartwatch, you need to add a card to Google Wallet.

Add a card with the Google Wallet app

Google Wallet.

1. Open the Google Wallet app &.
. At the bottom, tap Add to Wallet +.
. Tap Payment card > New credit or debit card.
. To add a card, use your camera or tap Enter details manually.
. At the bottom, tap Save and continue.
. Read the Issuer Terms.
. Tap Accept.
. If you're asked to verify your payment method, choose an option from the list. Learn how to

verify your payment method.
Tips:

» Fix problems with adding a card.
« For eligible cards, a virtual card is automatically created when you successfully add a card.
Learn more about virtual cards.

https://support.google.com/wallet/answer/12058983?hl=en

How to add a debit or credit card on yo
iPhone

If you have an eligible card, you can tap your card on your iPhone to add it. Or you can add your card
manually. If you have any issues adding a card, contact your card issuer.
1. In the Wallet app, tap the Add button @.

o Tap Previous Cards to add a card that you used previously.

o Tap Debit or Credit Card to add a new card.
2. Tap Continue.
3. To add your card:

o Tap or hold your card close to your iPhone to add it.

o To manually add your card, tap Enter Card Details Manually and follow the onscreen instructions.

. Some banks or card issuers might reguire further authentication. They might ask you to provide more

infarmation or to download an app before approving your card for use with Apple Pay.

Eligible card issuers will also allow you to connect your account to view transaction details and account

information in the Wallet app. Eind out how to connect your account to the Wallet

tap Edit > Remove button @ > te. Then, tap D rd to confirm and

https://support.apple.com/en-au/108398




The card can now be used for
online or in person

transactions through your Scroll down to the ‘Receipt’ Sl G [
hone’s card wallet. i i i See -apHire TeeeiPe
Y Click on t-he tran-sactlon to section. 5 e veur e
_ . _ open up its details. Camera and take a photo
Confirmation of transactions Select ‘Upload Files'. of your receipt.

will be shown in the app.
1137 8 & 6 MN37WE & » 1138@& & » CRT RN 1138@4& & -

Cards < @) Cadbury Fundraising < @ Cadbury Fundraising

M q o Submission Policy o
cards View all : i
y 1 AUD Needs Review CLUBS department
14 Feb 25, 11:35 AM .
Policy requirement met

Virtual card + 8030
Club XXX Receipt
299 AUD

300 AUD Michael Agostini
300 AUL

Merchant Cadbury Fundraising

My expenses Category Education

Q Search = inked to Department: CLUBS

Add a Memo

What was this claim for? €. g Monthly software renewal
———

@ Cadbury Fundraising Submission Policy ACCOUI‘ItiI‘Ig Split expense

CLUBS department Browse files

Policy requirement met Gst applied

Yes (@® No - Saved receipts

Receipt
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(o R
< (¢r) Cadbury Fundraising
P waivy we e
Submission Policy
CLUBS department

Policy requirement met

Receipt

1T

—

Upload files

PNG JPG Upto 10mb

Memo

Food purchase for club agm

Cancel

ACCOunting Split expense

The receipt will be attached to
the transaction as per below.

Please enter a brief memo to
identify the nature of the
transaction.

Select ‘Save’ once completed.

Please ensure you follow
these instructions for every
transaction made with the
Volopay card

REMINDER:

Please only attached valid Tax Invoice receipts.
The receipt must contain the following:

Business Name & Address

Australian Business Number (ABN)

Date

Specify Nature of Transaction (good/service)
Specify Amount (S)

Must state ‘Tax Invoice’ on the Receipt.

Eftpos receipts will be rejected a these are not Tax

Invoice receipts.

Please submit your receipts via the Volopay app
as you incur the expenditure.




