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HELLO!
WELCOME TO UPAY

Upay is a digital wallet that give you payments, promotions, stamp cards, loyalty and
more from the comfort of your mobile, tablet or computer.

Upay links to the shops, restaurants, café’s and bars that you access, and enables you
to make payments and receive rewards when you pay with your Upay account.

The method of payment is configurable, you will either use your site cards, student
cards or mobile app to pay.

Upay also runs a number of other modules including Events, Online Payments, Online
Ordering for pick-up and delivery and Voucher rewards. The modules you have access
to are determined by your business, education establishment or retail area that you
use Upay with.
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REGISTRATION

To register for an account go
to www.upay.co.uk (on
IES+, Chrome, Firefox or
Safari) or download our free
Upay app from the App
Store, Google Play. Click the
register button at the top-
right to access this screen.

(R )\

Please provide an email address. This will act as
your username for all future logins to Upay.

EMAIL ADDRESS

CONFIRM EMAIL ADDRESS

BI= 44~ MOBILE NUMBER (OPTIONAL)

Please enter your site affiliate ID in to the box
below. This will have been provided to you by your
site.

ENTER AFFILIATE ID

TERMS & SERVICE MESSAGES

In order to use the Upay service, you must agree to Upay
terms and the receipt of service messages from Upay:

D | AGREE TO UPAY TERMS & CONDITIONS VIEW HERE

() 1 AGREE TO RECEIVE SERVICE MESSAGES

MARKETING COMMUNICATIONS

Marketing communications can either come from your onsite
vendor or from Upay directly. Please set your communication
preferences below:
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WELCOME TO UPAY

LOGIN

Email Address

LOGIN

() REMEMBER MY USERNAME

\ ALWAYS KEEP ME LOGGED IN

REGISTER HERE
GUEST TOP-UP

WHAT IS UPAY?

KO

Upay is a global payments, loyalty and promotions
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REGISTRATION

Click on ‘Register Here’ and enter your Company's Affiliate ID. You will then be
asked to review the Terms and Conditions, and set your communication
preferences.

Please note that in order to set up a Upay account, you must agree to the
Terms and Conditions plus the acceptance of service messages.

Upay Data Consent

Upay have updated our consent options to enable you to determine what communication you
would like to receive Please select your preferences below

Nothing is changing about how your information is processed. This update is in response to the
General Data Protection Regulation (GDPR] that takes effect across the EU from 25th May.

Mandatory

D AGREE TO UPAY TERMS & CONDITIONS VIEW HERE

D AGREE TO RECEIVE SERVICE MESSAGES

Communications

D AGREE TO RECEIVE APP MESSAGES THROUGH IN-APP AND PUSH NOTIFICATIONS d
D AGREE TO EMAIL MARKETING COMMUNICATIONS FROM UPAY

D AGREE TO EMAIL MARKETING COMMUNICATIONS FROM THE ONSITE VENDOR (OUTLET I USE UPAY WITH)

SUBMIT

On the next screen you may be asked for your card or user ID. If you do not
know your Affiliate ID, User ID or Card ID, please contact a member of the
catering or facilities team on-site.
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Once registered, login to Upay
by going to www.upay.co.uk or

by downloading the Upay app. @

Click the login button and

enter your username & WELCOME TO UPAY
password.

v

LOGIN

Your username will be the Sp—
email address you have
registered with.

Forgotten?

() REMEMBER MY USERNAME

(] ALWAYS KEEP ME LOGGED IN

REGISTER HERE >
GUEST TOP-UP >

WHAT IS UPAY?
Upay is a global payments, loyalty and promotions
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HOME

The Home screen allows you to see information about your account quickly.
You can see:

= My Balances

= Promotions / i

= | ast Statement Rows

= My Wallet

= My Most Purchased Items

= Promotions MY BALANCE
2 £24.12
PURSE 2 £0.00

The widgets above will only show if you
have access to these features at your LOYALTY POINTS 103
site. If they don't appear you don't yet
have access.

LOYALTY VALUE £1.03

To navigate between the widgets on the
mobile site or on the app just swipe left
or right. If you want to configure them
you can do so via the my app icon or via
the settings menu. m
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DESKTOP MENU

On the desktop site you can access your Upay menu from the three lines at
the top right hand side of the screen as displayed below. l

@ CHANGE ACCOUNT ¥

MY BALANCE HAVE YOU SEEN THIS? MINI STATEMENT EVENTS LIST

53Thu6S BFT Barcelona Bea

| 08:53 6 Sep Upay Beach
Loy. Gain 1 Balance 182
~~
L7 f 2 5 94 GH1 GreatHall Masquerade Ball
o 13:22 Wed 5 Sep Upay
Loy. Galn 1 Balance 181 U01 Uniware 3 Course Meal
11:31 Wed 5 Sep Upay

1:31 Wed p pay
LOYALTY POINTS 182 ‘ Loy. Galn 1 Balance 180
29 Wed 5 Sep Upay
Loy. Gain 1 Balance 179
LOYALTY VALUE £1.82 ‘ Stamps 000000
09:46 Wed 5 Sep Upay
Loy. Gain 1 Balance 178
VIEW 4 MORE PROMOTIONS 4 o

© UNIWARE SYSTEMS LTD | TERMS & CONDITIONS | PRIVACY POLICY | PCI SECURITY | FAQ / CONTACT US | APP LOG | V2.24.0.574

There may also be quick links in the header. Displayed above are Shop,
Promotions, Documents and Messages.

We will discuss these modules further in the guide.
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MOBILE MENU

The mobile menu is accessed from the ‘burger’ menu icon on the top left
hand side of the screen. Clicking this pulls out the menu drawer from the left
hand side of your mabile or tablet.

Access your available features from this menu. Messages and documents
are only accessible from the header, but the rest of your features are
available from this drawer.

T e N =

' |||. Home >
_—
% Promotions »

EIETLY Vouchers »

&3 Top-Up "
|||| Home S

= Statement >
- .
== Promotions

= Shop »
Vouchers

Events 4
&3 Top-Up

K3 Payments 4
i= Statement
w£ Shop i Account Management
Events Help
K3 Payments [ Logout 4
‘ Account Management V2240574 »
Help
W | nonin t+

<« Ji__ 2
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LOYALTY | |
R '\

Some sites allow you to accumulate
loyalty points when you make
purchases at the till or in SHOP.

MY BALANCE

Your loyalty points accumulation is
visible on the home screen on the ~ £24.12
balances widget.

PURSE 2 £0.00
If you use UpayGo payments, you will
not have a balance but will see the - s
loyalty points displayed. P —

You will be shown a loyalty points
total and its corresponding value. You
will be able to redeem your loyalty
points at the till or on the online
SHOP when making a purchase.
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PROMOTIONS & MULTIBUYS

Promotions can be set by your retailer for discounts, meal deals, stamp
cards and more. You can access your promotions via the home screen
widget, from the ‘promo’ button in the header or from the main menu.

¢ — N -— )

HAVE YOU SEEN THIS?

i ;’;‘
~ ™. 4l .
M"p- k oK

HOT DRINK OFFER

1

ENTRY TO MINT NIGHTCLUB

Half price entry to campus' Mint Nightclub between 9.00pm-

10.30pm BUY 9 HOT DRINKS FROM OUR COFFEE SHOP AND GET
THE 10TH FREE
VIEW 5 MORE PROMOTIONS »
STAMPS 0000000000

REFECTORY OFFER
Eex BUY A COFFEE AND GET A CROISSANT FREE

L i <« )
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VOUCHERS

The Voucher system enables
customers to either purchase vouchers
for discounts with a cashless balance or
loyalty points, or can be issues to the
customers as a reward by the retailer.

The Vouchers can then be redeemed by
scanning the VVoucher in the Upay app,
a printed receipt or a specially designed
printed voucher created in the Uniware
Cloud.

If Vouchers are available, you will see
access to this from the main menu.

# [Cownload on the GETIT ON
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£10 Off All items

(=]
Gt
(=] Ay

Voucher Code
96N 440 34

Valid Until: 29th Jan 2021

£1 off in the Cafe
[m] x4 ]
-
(=]

Voucher Code
113044018

Uses Remaining: 9
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NOTIFICATIONS —

We will ping you helpful notifications
about low balances and other system
related messages.

These will show up in the header. When
you click the notifications icon your
unread messages will drop down.

Click the view all messages to see all
messages that have been sent.

Your outlets may also send you messages
about the latest offers in-store.

You can set these preferences in ‘Account
Management'.

Notifications x

FREE CAKE - Sarah, <1m ago
Head down to the cafe between 1pm - 3pm and nab
yourself a free slice of cake!

# [Cownload on the GETIT ON
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o= )

MY BALANCE

e £17.95

LOYALTY POINTS 5 ‘

LOYALTY VALUE £0.05 ‘
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SWITCH ACCOUNTS

If you have multiple accounts, you
can click the drop down or your
displayed email address in the
main menu and this will ping down
all the other accounts that are
available. When you click one of
these account options, this will
switch your account.

You can switch back easily by
following the same process.

Upay is used in Education, Business
& Industry and in events so it
possible to have multiple accounts
for different companies. Just choose
which one you want to work with
from the process explained above.

You can also put a different image
with each account so it is easier to
differentiate which account you are
on.

# [Download on the

| App Store

X GET IT ON
P> Google play

Uniware

Sarah Upay

Upay Visitor

’ Sarah Crouch
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STATEMENTS o

You can view itemised statements of
all expenditure to keep your spending LAST 30 DAY v
on track and monitor your
0 0 0 SHOW PRODUCT DETAILS +
transactional history. You will also be
able to see when you have added
funds In to Vour account ACCOUNT TYPE: CASHLESS
START BALANCE £ 19.81
i MOMEY IN £ 20.00
View the full length statement from MONEY OUT £ 1569
. END BALANCE £ 2L.12
the maln menu' Wed 5 Sep Online Ordering Web site
Sale £0.59 Balanca £2L.12
For users that have multiple purse arre e | s
types like Cashless, Free Spend, Wed 5 5ep Upay
L. . sala £0.00 Balance £L.71
Dining Purse & Loyalty points etc. : —
g . \Wed 5 Sep Online Ordering Web site
you will see that your statement is Sale £360 Balance £.71
laid out in these categories for easier " . . bl
viewing.
ACCOUNT TYPE: LOYALTY POINTS
START BALANCE 104

<« )
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SHOP

SHOP is an online ordering system for deli ordering, hospitality ordering
and retail purchases. If shop is enabled on your site, go to the SHOP in the
menu to get started.

You can use your cashless purse, debit/ credit card, loyalty points or budget
account to pay for SHOP purchases.

K ¢ — \ — Shop Menu Checkout £3.70

SHOP MENU A =Allergens
MY FAVOURITES COFFEE BASKET
White Coffee
SANDWICHES : 1 1 x White Coffee
£185
RETAIL SR
Black Coffee :
BAKERY £185 1 x Latte Macchiato
£185
HOSPITALITY Cappuccinno
£185 Total

£3.70

CONFECTIONARY

Latte Macchiato

=

EIE | EIE

() | o o

COFFEE £185
SAVE AS FAVOURITE »
Pizza Latte
£185
UNIFORM
Your order number is: C16-1 [06 Sep] *00
WINES

Your order will be ready at the Catered
Packages location at 23:59

We have sent you a confirmation email, please
keep this for your records.

@ ) e )
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PAYMENTS

This is an area in Upay where you
can make multiple or single
payments to a specific event,
membership or fee.

You can access payments via the
quick main menu on desktop and

feature menu on your mobile.

This feature will only show if your

site has granted you access to this.
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.
cm———
Payment Name Active From Active To
AC atio V'
Dona »
Membership Su pt 4
National Coffee val >
School Dinners 9th Nov »
School Dinners 1st Sept 2018 25th May 2019 »
1 Dona ¥
Tr »
Tuition fees 8th Feb 2011 1 Feb 20 >
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Events is an area where you can |

. Guest Dinner F002
make a re.servatlon for an event e i .
Or a funCtlon' 1 Fellows Breakfast FB

Main Hall Thu Sep 06 2018

Depending on how your site set ':;'?:“F';;”"‘“°°“ . 20:;.
. . ain Ha u
this up, you can also view menus, S e o
attendance lists and choose meal LY Thu Sep 06 2018
options for your event. Guest | Efee:""m" e 06:5;
. . ree lown u>ep

bookings are also available. e .

Great Hall Thu Sep 06 2018’
If this is enabled on your Upay | Guest Dinner Copy Gc

account, you will be able to
access this from the main menu
on desktop and feature menu on

Great Hall

Club Supper
RTYC Clubhouse

>
Thu Sep 06 2018

RTO1
3
Sat Sep 08 2018

N

mobile. BOOKINGS STATEMENT

VIEW ACTIVE BOOKINGS
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UPAY GO ACCOUNTS

Upay Go is @ mobile version of the Upay App that does not require Top-Ups
before the customer makes a payment at the till. To use this service, you
will follow a different registration process once you enter in your affiliate ID.

= )
@anoad the app via the App S&
or Android Store. @ SCAN NOW

Follow the simple steps to create
an account.

When spending in store, at the time
of payment simply scan the QR
code from the app or mobile site.

Payment will be taken from the
assigned card, loyalty points will be

redeemed and any promotions
\ activated. /

103 points



https://play.google.com/store/apps/details?id=com.upaychilli.UpayChilli&hl=en_GB
https://itunes.apple.com/gb/app/upaychilli/id853766709?mt=8&ign-mpt=uo%3D4
https://play.google.com/store/apps/details?id=com.upaychilli.UpayChilli&hl=en_GB
https://itunes.apple.com/gb/app/upaychilli/id853766709?mt=8&ign-mpt=uo%3D4

# [Cownload on the GETIT ON
® A pp Store P> Google play

PAY AS YOU GO TOP-UP

Pay as you go Top-Up allows you to top-up your account in a manual ad-
hoc way. If you click on PAYG Top-Up, you can choose how much you
want to top-up or enter another value.

Pay as you go Top-Up is a great and easy way to top up whilst on the
move, giving you complete control over when and where you want to add
money into your account.

 — N = )

&R Payasyougo > £5.00 £10.00
Q Auto Top-Up »
® QuickTop-Up ¢ £15.00 £20.00
E Payroll Top-Up

£30.00 OTHER
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AUTO TOP-UP

This is an optional feature that tops-
up your account when you hit a pre-
set minimum amount, so that you
never run out of money on vyour
account.

To sign up for Auto Top-Ups vyou, click
the 'Auto Top-Up option from the
Top-Up menu. Then choose to Set
Auto Top-Up. You will then be asked
to set a minimum Auto Top-up trigger
amount.

Once you have set your trigger
amount, you will then need to set up
your revalue amount. This is the
amount that your account is topped-
up by. Please choose from the
amounts listed or enter a different
value via the ‘Other’ button.

# [Download on the

| App Store

X GET IT ON
P> Google play

L

Your Auto Top-up is not set up. This feature will
automatically top-up your account when you hita
pre-set minimum amount. You can choose the
amount your Auto Top-Up tops-up by and the level
at which the top-up is activated.

SET UP AUTO TOP-UP >

Neither is your Quick Top-Up. When activated, you
will be emailed when you hit a pre-set minimum
balance. This email will contain a link that will take
you straight to your Top-Up process.

SET UP QUICK TOP-UP >

-

)
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QUICK TOP-UP

This is an alternative option to Auto K \

Top-Ups. When your account reaches
a pre-set minimum amount we will
email you to let you know. This emalil

W|” Conta|n a ||n|.( that W|” take \/OU YourAutpTop«upis not set up. This feature will
. . automatically top-up your account when you hita
Stra|ght In to the TOp-Up proceSS_ |f pre-set minimum amount. You can choose the
amount your Auto Top-Up tops-up by and the level
you have selected a card already, all at which the top-up is actvated

you need to do is enter your card's

security code and confirm. If not, you

Neither is your Quick Top-Up. When activated, you

1 _ will be emailed when you hit a pre-set minimum
can Choose from d IISt Of Vour pre balani:. TﬁlseemaiIewi\llloconlta?npaehnieth?t \«/TI tI:ke
selected cards or enter new card youSHRIEH el T Lo process

The minimum trigger amounts and
the revalue amounts follow the same
structure as Auto Top-Ups. When
signing up for Quick Top-Up, you will
need to set your minimum trigger
amount. Please choose from one of
the options presented or enter a

different value via the ‘Other’ button. k — j
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PAYROLL TOP-UP == )

Some sites allow their staff to top-
up via payroll. In this process a user

tops-up and the amount is deducted ur PayrollTop-up amount
from their payroll at the end of the £5 (0]0)
month.

Are you sure you wish to perform a Payroll Top-
up?

Simply select the amount you wish



https://play.google.com/store/apps/details?id=com.upaychilli.UpayChilli&hl=en_GB
https://itunes.apple.com/gb/app/upaychilli/id853766709?mt=8&ign-mpt=uo%3D4
https://play.google.com/store/apps/details?id=com.upaychilli.UpayChilli&hl=en_GB
https://itunes.apple.com/gb/app/upaychilli/id853766709?mt=8&ign-mpt=uo%3D4

GUEST TOP-UP

Guest Top-Ups allow your friends and
family to top-up your account. You can
access a guest top-up page from
within your Upay account to invite
others to do this via both email or SMS
with a code that will expire.

Your friends and family can access
guest Top-Up via the home screen at
any time. They just need to click on the
Guest Pay button to start and have
your Client Affiliate ID & User ID to
hand.

( ~ -.— \ \ REGISTER HERE 4

GETIT ON

P> Google play

S

# [Download on the

| App Store

WELCOME TO UPAY

LOGIN

Email Address

Forgotten?

LOGIN

() REMEMBER MY USERNAME

() ALWAYS KEEP ME LOGGED IN

™

GUEST TOP-UP »

WHAT IS UPAY?
Upay is a global payments, loyalty and promotions

@
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MY WALLET

You are able to save your data securely
with Upay allowing you to benefit from
a quicker process in topping up, both
with PAYG and Auto Top-Up .

If you wish to add a top-up card, hover
over the ‘Account’ tab and click on ‘My
Top-Up Cards’,

You will be able to see limited
information of any card details that are
saved and can add or remove cards
accordingly.

Upay provides a safe service for
topping up your cashless account and is
fully compliant with PCl security
standards for processing debit and
credit cards.

Our strict data requirements are
frequently monitored and tested and
include rigorous security measures,
including encrypted data transmissions
and unique user ID.

This is also the area for Upay Go Card
Management.

# [Download on the
| App Store

GETIT ON

P> Google play

VISA ****-1112 10/20

New Payment Card

-

NEW CARD DETAILS

CARD NO.

EXPIRY DATE

ACCEPTED CARD TYPES

@ visa =]
g2
=n
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AN
DOCUMENTS s .;\ >

Here you will find various
documents put in place by the
caterers, retailers or facilities

Documents are stored and downloaded as PDF.

teamS that use U pa\/ These cou |d You may be required to install a PDF viewer
include before you can view these documents.

@ Bento Test

= Latest Offers
= Restaurant & Bar menus [ Contact Information
= Company Terms & Conditions
= Event Information

=  QOther Useful Information

@ Daily Menu
[j‘l PoS Functions

@ Privacy and Policies
So be sure to keep checking back

from time to time! [ Terms of Booking

_* )
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ACCOUNT MANAGEMENT

Manage your account, wallet,
preferences, data and personalisation
from the Account Management menu
button.

e )

T

L

| App Store

p

Account
My Details 3 = \
. Rl

Wallet »
Email Settings >
Spend Limits »
Device ’
Show QR Code On Login £dd /Changs Image

Forename
Security Sarah ‘
Change Password » P

Upay ‘
Lost / Stolen Device > S
sarah@upay. k ‘

Lost / Stolen Card »

Pho
Site Card Security > ‘
Change Email >

Address 1
Close Account » ‘

Download on the

GET IT ON
P> Google play

fily Home

"3* Promotions
Vouchers
&3 Top-Up
i= Statement
w£ Shop
Events

K3 Payments

L Account Management

Help
[ Logout

v2.24.0574
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SETTINGS

Manage your account quickly
and easily. Here you can tailor
your account by setting your
email settings and your spend
limit settings.

Email Receipts
Email Statements

Set a Daily Spend Limit
Set a weekly Spend Limit
Set other purses Spend Limits

Change Password
Change Email
Lost/ Stolen Device
Close Account

# [Download on the

| App Store

GET IT ON
P> Google play

Account

My Details
Wallet

Email Settings
Spend Limits

Device

Show QR Code On Login

Security

Change Password
Lost / Stolen Device
Lost / Stolen Card
Site Card Security
Change Emall

Close Account

\ D
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SECURITY / s \

Upay takes the privacy of your

personal information and your
data security very seriously. We
follow payment industry Account
standards to ensure your data and iy Detail :
funds are safe.
Wallet »
Upay is a service created by SRS :
Uniware Systems Ltd. Spend Limits ]
Device
Upay works with Ma.s.terCard. e o
SecureCode and verified by Visa
. . Security
for peace of mind when using your
credit/debit card online. SR '
Lost / Stolen Device »
You can manage your security Lost / Stolen Card ,
settings from the 'Account — |
, Site Card Security »
Management' menu button.
Change Email 3
Close Account »

<«
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USER GUIDE & FAQS

If you need help at any time, you can either look for answers in our FAQs
or contact us by clicking ‘Other’ in the help menu.

ACCOUNT CLOSURE aw

If you need to close your account, just go

to the Account Management menu, scroll A

down and click the close account button. My Detaits

If you have zero funds in your account, Walle

you will just need to confirm that you Emal Settings .
wish to complete this action. If you do Spend Limis

have funds in your account, you will be D

Show QR Code On Login E]

able to refund your account balance to
either a saved or a new card.

Security

Change Password

Lost / Stolen Device »

Please note that there may be refund (ol o
limits set up by your company or S——
institution. If this is the case and your Changa Emai
account balance is above the accepted Close Account

refund total, you will be notified within

the account closure process. K\\ & /
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THANK YOU!

If you have any questions, please have a look through the help guides on the Upay
app or website. These are located in the footer of the desktop website, or in the help
section that can be accessed from the main menu.

Alternatively, contact our support team on helpdesk@upay.co.uk who will be more
than happy to help you.

Tell us what you think! We'd appreciate any feedback sent to
helpdesk@uniware.co.uk who can pass this on to the Upay product team.

If you want to share the love, leave us a review on the App Store or the Google Play
store.
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