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Download
the Weel App

Once you have been invited to join your e sy
2 ' capture and
company's Weel account, downloading Y expence
reporiing

our mobile app is a great place to start.

Tip: You can do that through searching
for "‘Weel: expense management’ within
your devices app store and selecting
‘Get’ to download
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How to add
to wallet

Once you're assigned to a budget, you'll
receive an easy step by step prompt to
walk you through setting up your card in
Apple Wallet.

Tip: Tap ‘let’s go’ followed by

‘add to Apple Wallet’
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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

Need to make an
in-store payment?

Easy. Add your card to Apple Wallet for
easy in-store payments. SkKip to pay online
instantly.
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How to add to wallet (cont.)

10:03 w! 2 11:00 a T . 11:00 al = .
Cancel Next
Add Card to
Apple Pay
“Kimberly Irwin” will be available in Wallet.
Card Card
Name P . egs .
Verification Verification
Card Number Choose how to ‘urEl'if'f your card for Enter Your Weel Verification Code.
Apple Pay.
Verification Code
Text Message
+61 4t it 855 v
Tip: Continue to follow the Email
k**y@e***col
prompts from Apple Wallet

to finalise adding your card
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Step 3: Access the

Step 2: Select ‘Use card in your Apple
budget in Apple Wallet’ Wallet to tap and pay

il = -

H oW to pay = (s &
in-store -y

Once your card is added to your $20.00
Apple Wallet you're now ready to ok aethve i walot V’ SA
use your virtual card -

lIII ? [

Budgets  Subscriptions {1 I:l

_weel ¥

Business Dabit

BUDGET : - | | el
Coffee S20.00 " VISA

| VISA

Business Deil

Use budget in Apple Wallet
BUDGET

Coffee

Available budget limit S20.00

For in-store payments

See card details

For online payments

Use budget in Apple Wallet

Step 1: Find the right budget
by swiping, or use the search
function in the top right.

For In-store payments

See card details

For online payments

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

pay online

Paying online is easy with all
the card details you need 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).
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Budgets Subscriptions

_weel #

$20.00 :
Not active in wallet VI SA

Business el

BUDGET

Coffee

Use budget in Apple Wallet

For In-store payments

See card details

For online payments

How to pay in-store
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arg numoer

1234 1234 1234 1234 O

Expiry

i12/25 O

VL

137 L

*

Coffee
$20.00

aranoider name

Jonathan Smith [

Mk

Step 2: Copy your card
details by tapping the
Ccopy icons.
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s [O\VANELCE:!
top-up request

For greater flexibility and easy sign-off, or If a
pudget is running low, you can request a
top-up, detailing what you need it for.

Tip: Tap the floating
‘plus’ icon In the lower

right hand side to
request and enter your
request details

letsweel.com

il = .

Pending History Request additional funds X

How much?

What for?

Elb Select budget

No pending requests

Tap the (+) button when you need to
request additional funds for your card

Request will be sent to Russel Martin
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How to
complete
an expense

The days of crumpled paper
receipts are over. With Weel, you
can capture receipts In real time,
adding any missing details.
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Tip: Tap the incomplete
expense and fill
required fields in the
expense details form.
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Incomplete (1)

Zendesk

22.07.22

@D
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Reimburse

Complete

il

Approvals

$50.00 >

=

9:41

& Zendesk

Amount

Date and time

Complete

Tax invoice @

Mo tax invoice

GST @

0.00

Budget @

Sales Team

Category @

Food and snacks

Description @

MNot required

Attendees @

No attendees present

S950.00 aup

12.10.20, 9:02am
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Atlassian

Atlassian

A
How to add _

N iNVOI o o
a I VO I C e 160 Kimberly Irwin 00223 1723 pm

# Split Expensa

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

Budget/Subsecription

Atlassian

GST
Drag and drop of choose a file to upioad tax invoice. & 000

Category

* Account Balance

WEEE | $353825

Budgets Transactions Approvals BETA Custom Workflows BETA

Getting Started Payments spend Management v

/ ) % e . oF, e "
&+ Invite people ) A Tk e Y | Kimbiz Srftwars

[ransactions LDpening Closing

28 $0.00 -$6,461.76

Filter

Date Status Merchant Category Amount

Tip: Tap the incomplete
expense and fill
required fields in the

000223 e Atlassian software -51.25000

06.02.23

060223

06.02.23

[al=Ya kel

B Sendgrid

B Sendgrid

M Sendgrid

Business Services

Business Services

Business Services

oanoral Evmanooo

-564.75

-56450

-566.00

SRR R OM

expense details form
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Need more help?

Learn, implement and get help with Weel.

S8 = =h

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
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Visit letsweel.com to find out more



