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Western Sydney University has
partnered with Weel to provide
greater choice for students.

Weel is a digital Mastercard and expense management platform that
allows Western Sydney University to issue funds to students, and allows
students to make payments (including online payments) through their
smart device, with Apple Pay or Google Pay.

This document outlines all steps required for students to set up their Weel
account and make purchases.

For all questions and enquiries relating to setting up and using Weel,
please contact the Weel Support team at support@letsweel.com
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How to
create your
Weel account

(FoR sTUDENTS |

Once you have been invited to join
your organisations Weel account it’s
easy to get started.

Note:

all signup fields are required

only Australian phone numbers are accepted
you will need to be 18 years or older to join
passwords are case sensitive and require a mix
of numerals, letters and special characters

use the same password across both our web
and mobile app

letsweel.com

Step 1: Open the email
sent by Weel to your
inbox titled “You have
been invited to Weel’
and tap ‘Create account’.

£ I 1 [

You have been invited to Weel

Inbox |External

wveel &

Kimberly Irwin has invited you to join
Weel which gives teams access to
virtual company cards and modern
tools for managing expenses.

But first, you'll need to seup your
account (it'll only take a few seconds).

Accept invitation

If you have any questions, email us at

support@letsweel.com

Step 2: Enter your details
and accept the Terms and
Conditions before
submitting by tapping
‘Create account’.

/3

Welcome, let’s get to
know each other

Enter first name

Enter last name

Enter mobile phone number
ﬁ +61

Enter date of birth

Only people aged 18+ can use Weel
Enter password
ord must contain at least 8 characters

| have read and | agree to the Terms and
Conditions and Privacy Policy
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2 Step 2: Once you've
authenticated and the app has
downloaded, tap ‘Open’.

Download
the Weel App

[ FOR STUDENTS ] ,* Ntk s e aeeIt
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10:03

< Search

Weel: Expense

* Management
‘ - DiviPay Pty Ltd

GET
Once you’ve signed up, downloading sy
our mobile app is a great place to get 2 e

reporting

4.4 No.188

L8 & 8 &

started using Weel.

What's New Version History

1
Built-in budget
management
and spend
controls

Bug fixes and improvements.

Preview

Step 1: Go to the App Store or
Google Play and search for
‘Weel’ and select ‘Get’ (on iOS)
or ‘Install’ (on Android) to
download.
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How to
download
Google Wallet

If you are using an Android phone
and you haven’t already, you will
need to download and install
Google Wallet on your device.

Note:
* To ensure NFC is switched on open your phones
settings, tap ‘Connections’ and press ‘On’.

letsweel.com

Step 1: Open your Google Play
app and search for ‘Google Wallet’.
Tap ‘Install’ to authenticate and

download, then tap ‘Open’.

& google wallet Q 9

@ Google Wallet
- Google LLC Install

3.7% 500M+ 3]
™ reviews © Downloads Rated for 3+ @

Quick access to Tap to pay for See flight and Y
your assentials faster checkout avent changes

Fast, secure access to everyday essentials like cards,
passes or tickets

Ads - Related to your search

RYE)

Weel: expense  Revolut - All Square Point of O
management things money Sale - POS

Limited-time events

5:13 PM o V4 870%
<« google wallet

= Google Wallet

Google LLC

Install

What's new e S
Last updated 22 Mar 2023

- Keep everything protected in one place, no
matter where you go with the new Google
Wallet....

Rate this app

Tell others what you think

Step 2: Once installed set English
as your language and tap ‘>’ in top
right to enter your phone. Once
verified select your preferred
payment step and tap ‘Continue’.




How to login
to the Weel
mobile app

Getting started with the Weel mobile
app is easy.

letsweel.com

mn

Sign in to Weel

Enter email address

Enter password

Step 1: Open the Weel app and
enter your email and password
(use the password you created
when setting up your account)
and tap ‘Sign in’.

%/ Sign in with Xero

Forgot password?

Step 2: Enter the 6-digit
SMS code to login.

Verification required

Resend code

Cancel

2
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H OW to ad d Step 1: On receiving

the prompt, tap ‘let’s

to Wal I et go’ to start setup.

Once assigned a budget you will
receive an easy step by step prompt
to walk you through setting up your
Weel card in Google Wallet if you’re
using Android, or Apple Wallet if
you’re on iOS.

Need to make an
in-store payment?

Hurrah! You've been
issued a Weel card

N/

Let's setup your card and get you ready to
make payments in just a few steps

Easy. Add your card to Apple Wallet for
easy in-store payments. Skip to pay online
instantly.

Let’s go

ﬁ Add to Apple Wallet

Skip for now

Skip for now

Step 2: Tap ‘Add to Google

Note: Wallet’ if you’re using
* |If you don’t receive a prompt and you have an

empty cards screen in the app, contact your admin

Android or ‘Add to Apple
to confirm you’ve been added to a budget. Wallet’ if you’re on iOS and
follow the prompts.

letsweel.com
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How to add to wallet (cont.)

10:03

Cancel

Add Card to
Apple Pay

"Kimberly Irwin” will be available in Wallet.

Name

Card Number

Step 3: Continue to follow the
prompts from Apple/Google
Walllet and select ‘“Text
message’ to verify.

Note:
* You will only need to add your Weel card to Apple/Google Wallet
once. If you decide to ‘Skip for now’ you will continue to be
prompted until you’ve added your card.

letsweel.com

Card
Verification

Choose how to verify your card for
Apple Pay.

Text Message

+G1 #iH #ut

Email
k**y@e***.com

Complete Verification Later

Card
Verification

Enter Your Weel Verification Code.

Verification Code
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How to
create a PIN

For in-store payments you may be
required to use a PIN on some

payment terminals. Once you’ve
successfully completed adding
your card to Apple/Google wallet,
you will be prompted to set a PIN.

Note:

* Avoid using your birth date or easy to guess

combinations like 1111 or 1234.

letsweel.com

Step 1: Follow the prompts by
entering a 4 digit pin and
tapping ‘Next’.

Let’s crate your
new card PIN

Avoid using your birth date or easy to
guess combinations like 1111 or 1234

Step 2: You will then need to
confirm by re-entering your 4
digit PIN and tapping ‘Next’.

Confirm card PIN

This PIN may be required when you make
a payment in-store
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Step 1: In the cards section of the Step 2: Select ‘Use budget
app select your required budget in Apple Wallet’ (or ‘Google
by swiping left and right. Wallet’ if you’re on Android).

How to pay
in-store

Once your card is added to your
Apple Wallet you’re now ready to
use your virtual card.

Budgets Subscriptions — Budgets Subscriptions

_weel ¥ _weel ¥

$200.00 $200.00
Not active in wallet VISA VISA

Business Debit Business Debit

BUDGET . : BUDGET

Coffee Coffee

Available budget limit $20.00 Available budget limit $20.00

Use budget in Apple Wallet Use budget in Apple Wallet

For in-store payments i For in-store payments

See card details See card details

For online payments 1 For online payments

How to pay in-store How to pay in-store

= > il & = > i) 8

\ Cards Reimburse Approvals Expenses/ \ Cards Reimburse Approvals Expensesj
Note:

* |f you have a large number of budgets, you can
use the search function in the top right.
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How to pay in-store (cont.)

VISA

Business Debit

©

Hold Near Reader

Note:

» Before making a payment
always check your ‘Available
budget limit’ to ensure that you
have enough funds.

letsweel.com

Step 3: For iOS users, Double-click
the side button (or home button while
locked). Authenticate when

prompted and hold the top of your
phone up to the card reader.

Step 3: For Android users, open
Google Wallet, select your Weel
card and hold the back of your
phone close to the payment
reader for a few seconds.

VISA

Business Debit
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How to pay
online ey y

Paying online is easy with card weel # r weel # 4
details at your fingertips.

$200.00 o
Not active in wallet V’SA $20000 V’SA

Business Debit Business Debit

Step 1: Swipe to your
required budget and
select ‘see card

BUDGET : i Cardholder name
Coffee Jonathan Smith ©

Available budget limit $20.00
Card number

1234 1234 1234 1234 O

details’ (you don’t

. . Use budget in Apple Wallet
need to activate in

For in-store payments

Apple/Google Wallet). Eix;r/y% o
See card details
For online payments 1 -
137 ©

How to pay in-store

= > i) &

Cards Reimburse Approvals Expenses
\ ) Step 2: Copy your card

details by tapping the
copy icons.

letsweel.com
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How to
complete
an expe nse z ie fg‘ f;k $268.92 >

The days of crumpled paper
receipts are over. With Weel, you
can capture receipts in real time,
adding any missing details.

Step 1: Tap the
incomplete expense
item listed under the
‘Expenses’ tab.

= > i) &

Reimburse Approvals Expenses

letsweel.com

& Zendesk

Amount
Date and time . & Zendesk

Amount $26892 AUD

. o Date and time 12.10.25, 9:09am
4 items missing

Tax invoice @ 10 max, up)

Complete

Tax invoice 10 max, up to 3MB each

+ |+ +

GgsT ©

26.00

- -

GsT ©

26.00

Budget @

Sales Team

Budget ©

Category ®

Sales Team

Category @

Description @

Software

Description @

Attendees @

Customer support software subscription

Step 2: Upload your invoice and
complete missing fields highlighted in
the expense details form. On
completion the form will automatically
be submitted.
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How to add an
iInvoice on
desktop

[TEAM MEMBERS]

You can also complete an expense on our
web platform by uploading your invoice
directly via our transaction table.

Step 1: Incomplete expenses
will be marked as incomplete

in the transaction table. Click
on the incomplete expense.

e “Accountbalance ) —
(Weel * $7,500.00 AUD / CSgEREE Y (MDY EREEl R < & Invite people ) (Q) ({9}) | company Pty Ltd

Budgets  Transactions  Approvals  ApprovalRules <~  Suppliers <>

Transactions
e ~ e 5 Ope Closi
(o= e ) (D) |

Status (?) Merchant Type Category Amount Tax invo
r Facebook B Card payment Se gory -$1,250.00
12.08.20 ° Atlassian [E  Invoice payment >gory -$65.00

Complete _. SendGrid Reimbursement Business Expenses -$45.00

Step 2: In the expense transaction
details drawer, upload your invoice
and add the required details.

To save, click ‘Update’. Once
completed, your expense will be
automatically submitted.

letsweel.com

@ SendGrid | SendGrid Aus Lty Ptd

$1,159.00 AUD

AB [C)

Robert Botha 06.02.23,17:23 pm

&< split expense

Tax invoice

Tax invoice missing

+
Drag and drop or choose a file to upload tax invoice.

You can drag and drop multiple files.
Budget/Subscription

Software

Mark as ‘No tax invoice’

Attendees

No attendees present
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Need more help?

Learn, implement and get help with Weel.

&8 = )

Help centre Online training courses Contact support

Learn how to implement, use and get Complete an online training course Talk to the Weel support team and
help with Weel. and become a Weel expert. get help when you need it.

Go to help centre » Complete online training » Contact support »

letsweel.com


https://help.letsweel.com/hc/en-us
https://info.letsweel.com/onboarding
mailto:help@letsweel.com
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Visit letsweel.com to find out more
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