
ECU STUDENT GUILD

Volopay User Guide - CLUBS



• 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.

• A digital pre-paid debit card will be issued to your Club in 
order to access funding.

Introduction to Volopay



Upon receiving the below invitation to 
Volopay, click ‘Accept Invitation’.

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

Set a password and then select ‘Accept 
Invitation’.



Complete the preliminary on-boarding questions:



Complete the preliminary on-boarding questions:



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



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

Log into the app using your 
email and password.

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

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



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

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

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

Select ‘Show Card’ to
see the card number, 
expiry etc



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):

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

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

OR



The card can now be used for 
online or in person 
transactions through your 
phone’s card wallet.

Confirmation of transactions 
will be shown in the app.

Click on the transaction to 
open up its details.

Scroll down to the ‘Receipt’ 
section.

Select ‘Upload Files’.

Select ‘Capture Receipts’
to open your phone’s
Camera and take a photo 
of your receipt.



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 ($)
• 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.


