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Guidance Notes for uploading receipts to Virtual Wallet Account

Log into Virtual Wallet: www.myvirtualwallet.co.uk

Using the ribbon at the top of the page, click the ‘Details’ drop-down, and then ‘My documents’
as shown below:

W, VIRTUAL WALLET

v Account Summary ¥ My Support v Wallet Administration v Details

My profile My documents

Click ‘Upload a document’

My documents

Filter the list to show items pending approval and tap approve or reject to process the payment

Upload a document

Categories: Search

Search for 3 document Search

Sorthy: Fillename ¥ Category ¥ Uploaced date v

All ~

There are no documents available.

Chose the relevant file from your computer/phone and click upload:

Upload a document

My documents

Expiration date:

dd/mm/yyyy

Upload a file:

Choose File | No file chosen

Upload document

Need help?
If you require support to upload receipts, please contact our Helpdesk by using the live chat
function on the website or call 03300 582692


http://www.myvirtualwallet.co.uk/

