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(4] Expense information updated
[b Card payment approved

(= Transaction reconciled in Xero
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How to transfer +

funds into your g

Account Balance

Businesas information Recommended transfer §
account balance
Bifling Top Up Balance
[FDR ADM'”S] Step 1: Open ‘Settings’ and -
. ¢ s Piease note:
" W C“Ck AE Cﬂun‘t Balance : nagement - Funds sent to the wrong bark account cannot be refunded, Maka sure you usa the comract details when
Transferring funds Is a great place to Under the ‘Transfer’ tab see iraneferring the funds

; i » - First time transfers can take up to 7 business days to amive.
start with Weel as an administrator. your Weel account number, e

BS B End ECGDU nt name‘ If you run into any Issues contact us via help@etswesl.com

BEB
o0&-aEs
Account number
EEGE BES 432 [

Account name

Pro tip: If your bank is NPP (New Payments TREERRS Step 2: Login to your
Platform) enabled, your transfer will be almost business bank account
immediate, otherwise, any funds transferred into and start a transfer. Copy
your account balance before 4pm will settie on and paste your Weel

the same day.

account details into the
corresponding fields and
complete the transfer.

letsweel.com



Step 1: Smply tap ‘Invite people
in the top nav, or go to ‘User

management’ and click ‘Invite
people’ in the people tab.

Invite people

How to Invite staff

Step 2: Select user role of staff R

m e m b e r S i nto yo u r members you would like to invite, o

add their email addresses and

Weel account select their payment types.

What payment types can be used

Bille. ¥ Cards = Reimbursameants *

[ FOR ADMINS |

+ Add people to a differant role

Staff members receive an email with

- - Primary E+‘Jr;|:~r'1-;'l-;1r"_-;
a link to create their Weel account. : ..

k

Fro tips:
« Admins can do and see everything in Weel.
« [eam Members are limited to payments, expense
reports, top-up requests, can only view their own
budgets, transactions and configure their own

accounting and expense management settings

Step 3 (optional): You can
data, export transactions, configure accounting and also aad additional users with
expense management settings. different roles by tapping ‘Add
| people to a different role.
letsweel.com 02

« Accountants are limited to view budgets, edit expense




Step 1: Go to ‘Account

Settings’ and click on
__ Integrations’ and select —
weel # (om0 ) o ‘connect’ to begin the (& Inite people ) ( 47(%)

How to integrate
with Xero Py

Xero

[ ] Business information . Automatically export your expense data to Xero, ready for reconciliation.
FOR ADMINS Xere

& Leam more about Xero integration

Account balance

Billing

Integrate and import your chart of accounts and
Chart of accounts

tracking categories with with Weel's direct MYOB Account Right
ir'l te gra tiﬂn t 'D XEF ﬂ. Integrations Autornatically export your expense data to MYOB Account Right, ready

for reconciliation,
Expense management
Rewards You will need:
To be an Administrator for the company file you are connecting
o Your MYOB account emall address and password

) Your company file user |D and password

& Learm more about MYOB Account Right integration

Step 2: You'll be directed to Xero,

to login with your details, select o rency for
the correct company file and

finalise the integration. Once

complete, you'll be directed back

to Weel, to map your COA.

Pro tip: You'll need to map your chart of
accounts to Weel's expense categories in ‘Chart
of Accounts to automatically import expense
data Into Xero once a payment is made.

letsweel.com 03



Step 1: Click ‘Import

accounts’. On this

eel * r'IP-“.F*EDuI'It nalance ) Windﬂw, Y{ju‘” see the
W 5':".5{][}.‘-{;[} ? , Getting started Payments ~
- template to use.

"xhl .--""n\l_I ;" s .
pple | ( [:'j, 1| {5}; | Weel Holdings Pt
= b il e, SR

How to upload
your chart of
accounts

[ FOR ADMINS ] r_l - Direct debits will complete in 3-5 working days.

S'Etﬁngs Chart of accounts €} Import accounts

Default categories

Users who use a ledger which we don't have a direct
Integration with, you can manually upload your chart
of accounts from a CSV file. After uploading your
Chart of Accounts, you will need to map the Account
codes to categories (page 09).

Step 2: Fill out the
template in the same
format and import into
Weel by clicking ‘Import
accounts’.

letsweel.com



5 Step 1: In ‘Settings’, click
‘Chart of Accounts’ and
select the corresponding ST e

&7 500.00 » , Getting started Payments Spend management | 2, Invite p&np]e-.:] '-fél.' "iE': Weel Holdings Pt
H 0‘ n ' to m accounting code for each shehodpia el ol

ap expense category from the
h t f drop-down list.

ac C 0 u ntS Eattings Chart of accounts f?'ﬁ Import accounts
Profile
ETauit calegornes
Default categ
bt Turn on direct debit to automatically top up your account balance when it's running low.
[ il J Arcount bal Direct debits will complete in 3-5 working days.
AU | B T =
Hilinc

£, ;
| ] Shopping

Before mapping your account codes you
will need to integrate Weel with your
accounting software or have uploaded
your Chart of Accounts via a CSV upload.

Chart of accounts

Wiisratins - subscription Cost of Goods Sold - 310

Expense management .
| General expenses

|=» Business services

|_H Ertertainmant

.| Telephona and intemet

Pro tip: To create custom categories scroll down and turn on
f:,* Software

‘Custom categories’. Enter a unique category name and select
the corresponding accounting code for each expense

Step 2: Turn-off any

irrelevant default \ l

. h. ===
categories.

letsweel.com 05

category from the drop-down list and ‘save.




How to manage
expense report
settings

[ FOR ADMINS |

Complete every expense and manage information
by reminding staff to add descriptions to their
expense reports and list attendees, and creating
custom fields.

Pro tip: If you have integrated your Weel
account with Xero, MYOB Account Right or
Quickbooks the description will automatically
import into your accounting software.

letsweel.com

Step 1: Navigate to

‘Expense management’ via
the ‘Settings..

atting Starbed |  &* Invite people |

Payments w spend Management

Settings Customise Your Expense Report Fields

Frofie Tax Invoices Auto-Sync

3= Team members will be required to attach a photo of a receipt or upload a tax involce when a subscription card
CUSINSES |r11::|rrr|.'-'.:|r_1r' v :
transaction is made:

Account balance
O Required for transactions made with subscription cards
Eilling
Chart of accourts
Descriptions Aute-Sync

Integrations
Team members will be required to explain why they made a card transaction

Expense management

Reviaris Require descriptions for transactions made with..

! Bubscription cards

O Budget cards

Attendees

Team mambers will be required to add any attendees present when a card transaction is made. Fisld L3
will display for in-store transactions onily,

Custom Fields Auto-Sync

Staff will be required to enter any unigue business codas ke project codes, client names or job ()
pumbers. Tracking categories from accounting softwara will autormatically import into Weel

Step 2: Turn on
‘Descriptions’ if you require
staff to add a description to

each expense.
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How to manage
expense report
settings (cont.)

[ FOR ADMINS |

Require staff to add Attendees when in-store card
payments are made, and automatically remind them
to enter project codes or job numbers by adding
Custom fields to your expense reports.

. U can also specify how you want your staf
tO DI » the information either via a fir
x {C1 i '-'ZE_? 1B 1S (@]
e [y /e Integrated your W |
1 "“\ 1Y = x H-i" | t (S ".1;"'
=910 tically ports tracking cateqgories
) tes tO [ |

letsweel.com

Step 3: Simply turn on the

‘Attendees’ switch to
require staff to add
attendees.

Step 4: Option to turn on
‘Custom fields’ via the
toggle. Be sure to name
the field and list any
budgets or subscriptions
that specifically require
this field (option to make
this a free text field or
require users to select

from a dropdown).

Expense management

Getting Started v

Attendees
Team members will ke required to add any attendess prasent when a card transaction is made, Fiald |-.:)

will dis ':.1|::!|'J.' for in-store tranzactions only

Custom Fields Auto-Sync
Staff will be required to enter any unigue business codes ke project codes, ellent names of job
fumbers, [racking catagonas from accounting softears will automatically impart into Wesal

o Visible to admins, approvers, and accountants only?

Field Mame

Which budgets and subscriptions require this fleld?

How do you want da get information?

Fres tent fiald Craate bt

Categorisation Rules

Categorize by Merchant

Cregte rules that automatically cateqorise expanses based on whatl marchant a payment was made to.

P =t mod = ln

MacBook Air

Payments w Spend Managemeant w [ 2+ Invite people iy ' # .': '
2 e A S /

=




How to create
a buadget

[ FOR ADMINS |

If a reimbursement payout fails for an
unexpected reason, Weel makes it
easy to understand why and how to
resolve it.

Pro tip: the team members and approvers
involved in the reimbursement will also receive
an email notification explaining why the payment

nas falled and how 1o TiX IL.

letsweel.com

Step 1: From the “Spend
Management’ tab select

‘Budgets’ and click ‘Create
New Budget.

Step 2: Enter the
budget name,
frequency, top-up limit
and the staff you'd like
to have access.

Step 3: Approvers can
approve or decline
requests and view
budget transactions.
Turn on or off individual
card limits and click
‘Create.

l MacBook Air

Create New Budget

This budget is called

Automatically top-up budget limit Every waaek

every Sunday at 12am.

Payments can be made by the following people

Approvals are made by the following people

Set a limit on each person

Payments can be categorised with

All categories

Specific categories

08



How to create a
subscription

[ FOR ADMINS |

Subscriptions can also be accessed from the Weel
mobile app.

letsweel.com

Step 1: In Subscriptions
click ‘Create New
Subscription’

Step 2: Enter the
subscription name, who
has access, billing
frequency and
‘Maximum amount’ that
can be charged for
each blilling period, and
click ‘Create.

MacBook Air

Create New Subscription

What is this subscription called?

Who do you want to have access to the card?

What category should transactions be coded as?

How are you billed for this subscription’?

Monthly BHl

What is the maximum amount?

=
b |

09



How to add
your card add
to your wallet

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 10S.

letsweel.com

Step 1: On receliving
the prompt, tap ‘let’s
go to start setup.

Hurrah! You've been
issued a Weel card

Let's setup your card and get you ready to

make payments in just a few steps

Let’s go

Skip for now

Step 2: Tap ‘Add to Google
Wallet’ if you're using Android
or ‘Add to Apple Wallet’ if
youre on iOS and follow the
prompts.

Need to make an
in-store payment?

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

instantly.

e Acd to Apple Wallet

Skip for now

10



How to add your card add to your wallet (cont.)

Step 3: Continue to follow the
prompts from Apple/Google
Wallet and select “Text

10:03

; ancel
message to verify.
l Add Card to
-- Apple Pay
"Philippa Steele” will be available in Wallet.
Card Card
Name = 3 S egs .
Verification Verification
Card Number Choose how to 'l,‘.rerif-yr Vour card for Enter Your Weel Verification Code.
Apple Pay.
Text Message
+0°1 #H14H #HEH BO5H v

Email
Pro tip: You will only need to 0t @]
add your Weel card to Apple/

Google Wallet.

letsweel.com

Complete Verification Later




How to add
your card to
your wallet
manually

If adding your card as suggested doesn't
work, you may need to try adding your
card manually.

letsweel.com

X Manage your card

5] Setup card in wallet

& SetPIN

£ Add to wallet manually

@ More help

Step 1: Open the
‘Manage your card’ tab
In your Weel App and
tap ‘Add to wallet
manually’.

_weel #

Coffee
$200.00

Cardholder name

Jonathan Smith

Card number

Step 2: Tap on the copy icon,

open your Apple/Google

Wallet app and select the *

In top right corner and hit
continue. Select ‘Add card

+‘.l

details manually’ and paste
the card details copied from

your Weel App.

12



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
pe prompted to set a PIN.

¥ i R I = = [P e il P PR -2 ik BT N e N ey
Pro tip: If you decide to "skip for now’ you can

letsweel.com

Step 1: Select "Set PIN’

Let’s set your card PIN

Secure your virtual card with a PIN for fast
and safe card transactions. For more info
visit, our help centre

Set PIN

Skip for now

gl = .

Step 2: Follow the prompts
by first verifying (using an 8
digit SMS code) and then
create and confirm your 4
digit PIN and tap ‘Next.

Create card PIN

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

n card PIN

equired when you make

al card payment in-store



How to pay
In-store

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

letsweel.com

Step 1: In the cards section
of the app select your
required budget by swiping

left and right.

Budgets Subscriptions

_weel ¥

$20.00

Mot active in wallet

BUDGET

\ 5 |
Wil

Use budget in Apple Wallet

For in-store payments

See card details

For online payments

How to pay in-store

= > il =

Step 2: Select ‘Use budget in
Apple Wallet’ (or ‘Google
Wallet’ if you'’re on Android).

Budgets aubscriptions

_weel ¥

$20.00

BUDGET

Coffee

Available budget limit S20.00

Use budget in Apple Wallet

For In-store payments

See card details

For online payments

How to pay in-store

14



H OW to p ay i n — Sto re (C O nt.) Step 3: For Android users, open

Pro tip: Before making a
payment always check your
‘Avallable budget limit’ to ensure
that you have enough funds.

letsweel.com

Google Wallet, select your Weel
card and hold the back of your
phone close to the payment reader
for a few seconds.

Hold Near Reader

Step 3: For I0S 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.

15



How to pay

online

Paying online is easy with card
details at your fingertips.

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

(you don't need to
activate in Apple/
Google Wallet).

letsweel.com

Budgets Subscriptions Q

_Wweel #

$200.00 __
Not active in wallet VI SA

Business Deodt

BUDGET

Coffee

Avallable budget limit $20.00

Use budget in Apple Wallet

For in-store payments

See card details

For online payments

How to pay in-store

= @ Y <l

*

Coffee
$200.00 VISA

Caranoider name

Jonathan Smith [

arg number

1234 1234 1234 1234 O

Expiry

12/25 O

VL

137 L

Step 2: Copy your card
details by tapping the
Ccopy icons.

16
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How to
complete
an expense
on mobile

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

letsweel.com

Tip: Tap the incomplete
expense and fill
required fields in the
expense details form.

A

V4

=

Incomplete (1)

Zendesk

22.07.22

@D
=

Reimburse

Complete

il

Approvals

$50.00 >

=

9:41

& Zendesk

Amount

Date and time

Complete

Tax invoice @

No tax invoice

GST @

0.00

Budget @

Sales Team

Category @

Food and snacks

Description @

Not required

Attendees @

MNo attendees present

all ¥ .

S950.00 aup

12.10.20, 8:08am

17



Step 1: Go to
the incomplete '
expense and fill

required fields in the

Iransactions Cpening Clasing
. Filter » Export : * ¥
How to complete NS 2T dem seamn
an expense on owe staue werchan Aot GST Taxin
I I t 060223 o Atlassian software -51,260.00 SQ.00

- 7 ]_ I._.-"_"--._.l
:._ - | |.. * _.-I ! Kimoiz

2+ Invite people _::'

provals BETA Custom Workflows BETA

060223 M Sendgrid Business Services -564.75 S0.00

You can also complete -$64.50 $0.00
an expense on our web ﬁ:j:: - s
platform by uploading _ s
your invoice directly via o -$265.00 $0.00
the ‘Transaction table. . .
-S2565.00 S0.00
(] [
St 2 U l d _|_ Kimberly Irwin 060223 1723 pm -56850 $0.00
ep 2: Upload your Tax
Invoice or select ‘No X Spit Expense 000 700
Tax invoice” and fill the
. ; Budget/Subscription ~$2,00000 000
required fields |
Atlaseian
-560.00 S0.00
GsT
Drag and drop or choose a file to uplcad tax invoice. S0.00
letsweel.com - Gaiisgory

Mark as No Tax Invalce

aofiwane




How to export

transactions into
a CSV file

[ FOR ADMINS |

The ability to extract and build external reports and
GL import journals at your fingertips

Pro tip: If you would like your CSV export to contain
3 subset of your transactions, you can Flifer ine

transaction table before exportine

-

letsweel.com

weel ¥  (ssws >

Budgets Transactions Approvals BETA

Date Status
Pesncling

060223

06.02.23
060223
06.02.23

060223

0B.02.23

Step 1: Open Transactions

and click ‘Export’. Select
‘Export CSV’ and “Export.

Getting Staried w

Custom Workflows BETA

Merchant

m merchant
e Atlassian
B sendgrid
M sendgrid

M Sendgrid

‘ Facebook

Export 2B cleared transactions @ X

Pending transactions will not be exported gory
as inforrmation may change once cleared.

and Drinks
~ Export CSV

Export PDF

Export Tax Invoices _
BES Services

E“Pﬂ“ 'h ess Services
Card payment Business Services
Card paymeant General Expenses
Card payrmant General Expenses
Card payment General Expanses
Card payment General Expanses
Card payment

General Expansas

Card payment Marketing and Advertising

MacBook Air

&t Invite people

Transactions Opaning

29 $0.00

Amount

-S5000

-51,260.00

-S65.00

-5265.00

-§2.00000

‘A

Ciosing O

-5$6,461.75

GST

$4.55
5000
5000
S000
80,00
S0.00
8000
S0.00
S0.00
$0.00

50,00

19

Tax

MNo T:




How to approve
requests for
Increased card
limits

[ FOR ADMINS |

You can easily manage requests via the Weel
desktop app as well as the mobile app.

letsweel.com

Desktop: Go to ‘Approvals’

under ‘Spend management’
and select the relevant request.
Review details and choose to
‘Approve’ or ‘Decline.

Approve request for funas?

Pending request

Kimbarly Inain 06.04.23, 16:00 pm

What for

Avallable balance top-up

Tax invoice

_ Budget
* §| Attached

Mobile: Open the Requests tab Office Equipment
and select the relevant request.
Tap Approve or Decline

Date of request

19.09.22, 5.20pm D e

Card holder will be notified once this regquest has been

actioned

Card holder
Shauna Kenny

Increase budget limit by
$2,354.00

What for?
ABN event

MacBook Air
Budget
Marketing — Channel Partnerships
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Need more help?

Learn, implement and get help with Weel.

S8

Help centre

Learn how to implement, use and get
help with Weel.

Go to help centre »

letsweel.com

=

Online training courses

Complete an online training course
and become a Weel expert.

Complete online training ~»

=)

Contact support

Talk to the Weel support team and
get help when you need it.

Contact support »

21
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Visit letsweel.com to find out more



