Group Staff Quick Start
Guide

This guide will walk you through:

/ How to set up your Snap! Spend account
/ Performing and managing transactions on Snap! Spend
/ How to get answers to your Snap! Spend questions

This guide includes clickable links and instructions for set up on our website. If you need
A additional assistance, please visit our Support Center.

Secure online payments with Snap! Spend

Snap! Spend is a financial technology company and is not a bank. Banking services provided by Thread Bank; Member FDIC. The Snap!
Spend Visa Debit is issued by Thread Bank pursuant to a license from Visa U.S.A. Inc. and may be used everywhere Visa cards are
accepted.Your deposits qualify for up to a maximum of $2,500,000 in FDIC insurance coverage when placed at program banks in the
Thread Bank deposit sweep program. Your deposits at each program bank become eligible for FDIC insurance up to $250,000, inclusive
of any other deposits you may already hold at the bank in the same ownership capacity.
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Snap! Spend Overview

Banking Budgeting Payments Security

End-to-end financial Budget, track expenses, Organize, track, and Families receive an online
management. Snap! and share. Snap! Spend accept team funds. Snap! portal to manage and pay
Spend combines gives you an easy way to Spend summarizes your their dues, secured with the
everything you need to budget for anticipated collections progress and same bank-level encryption
run your team or club in expenses and track any directs your attention to used by major financial

one system, saving you spending against your the important stuff, like institutions.

time and giving you a budget. which payments and

complete picture of your players need your

finances. attention.

& outlook.office.com

How do | signin to Snap! Spend? Snap! Mobile Inc.

Online Payments

Your Program Admin will send you an
email invitation to sign in to Snap!
Spend. For step-by-step instructions,
please click here!

powered by

€ SNAP! SPEND


https://snap-mobile.zendesk.com/hc/en-us/articles/24924163047835-Signing-in-to-Snap-Spend

How do | set up my team?
We recommend the following action items to set your team up for success:

/ Adding Budget Items

/ Adding a Payment Schedule

/ Adding Participants to the Roster
 Inviting Parents/Guardians

Adding Budget Items:
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A Your Progam Admin should have _ "
already communicated budgeting e
expectations + policies

Overview

$1,010.00 $10000

$1110.00

Q Adding income and expense budgeting
items first is crucial during set up
because you will have to select where
invoice payments from parents will be
reconciled

Click Budget from the top navigation
tabs and click either Income or
Expense Budget Items.

Click the blue + Add Budget Select the appropriate

[tem button budget category and enter
all relevant information.
Click Submit.

The amount is referring to the full amount you expect to collect for this budget item for all participants. The date is
arbitrary here—select any date you'd like or refer to your Program Admin for guidance.
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Adding a Payment Schedule:

g A payment schedule is a collection of
invoices _— VollogoalClu ot e,

Banking  Collections  DebitCards  Budget St
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Group Overview

A This payment schedule should include
invoices that apply to the entire team,
but you can edit individual invoices
later!

g Setting up and publishing your payment
schedule does not automatically invite

parents/guardians. You can invite them Click the Collections tab at the top and
once you have your team fully set up. click View Payment Schedule.

Click Continue editing. Scroll down to the Add Invoices section and
begin entering the relevant information.

Once you add your information, select the Once your invoice is added, it will be
appropriate budget item for the invoice highlighted in yellow at the top. Add
payment to be reconciled to. Click Add all invoices and click Submit.
Invoice.

The payment schedule has to be published in order for parents/guardians to
be able to make payments.
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Inviting Parents/Guardians:

A This should be the last step of your
setup to make sure you have your team
fully set up!

g When adding a participant later in the
season, they will not be automatically
invited. Every time you add a participant
.they will need to be invited.
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Volleyball Club

Banking ~ Gollections  Debit Card:

Group Overview

Navigate to the Collections tab at the
top to view your roster.
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000 34900 $000

$5000 $100

To invite parents/guardians, select the
checkbox at the top to select all participants.
Click the 3 dots in the bottom right-hand corner,
and click Send Invite (or Resend Invite to re-
invite them).
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How do | perform banking transactions?

Snap! Spend allows you to:

V Transfer Funds
V/ Send Checks
V/ Mobile Deposit

Transfer Funds:

A As the Group Staff, you can internally
transfer to other groups within your
organization.

Navigate to the Group Banking Tab Select the group you'd like to transfer
and click Transfer. funds to, enter the relevant
information, and click Su

Send Checks:

A As the Group Staff, you can send
checks to pay for external vendors.

Click Send Checks under Transfer,
Add a Payee, amount, check memo,
and note. Click Make Payment.

Need more help with Sending Checks? Click
here for our support article. P SNAP! SPEND



https://snap-mobile.zendesk.com/hc/en-us/articles/19105425297691-Sending-Checks
https://snap-mobile.zendesk.com/hc/en-us/articles/19105425297691-Sending-Checks
https://snap-mobile.zendesk.com/hc/en-us/articles/19105425297691-Sending-Checks

Making a Mobile Deposit:

Q Depositing a check is exclusive to your mobile browser to make it easy to take
a picture of your check.

@ spend.snap.app

5 §N_AP! CICHH

Deposit Check

& Online deposit requirements:

« Check must be endorsed on the back with the note,
“For Mobile Deposit Only™.

- Make check payable to: Shap! Mobile Inc.

« Endorse the check with: For mobile deposit at
Thread Bank

Volleyball Club
Group Banking Collections Debit Cards
Mobile Deposits cannot exceed daily limit of $20,000 or

monthly limit of $30,000

Learn more about Mobile Deposit imits.

F  Checking - 4631

Available Balance

$5

New Check

) @

Check Deposit Snap! Mobile

Banking Actions

Ve
Deposit

-
{ Transfer

Send Check

Click the blue + button Read the prompts
and tap Deposit carefully!

Mobile Check Deposit Guide

Place the check on a dark cf Hald still, we'll capture the
surface, in a well lit area 0 borders phato for you

Follow the on-screen prompts to capture your check
and deposit to your Snap! Spend account.

Need more help with Mobile Deposits? Click
here for our support article.
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https://snap-mobile.zendesk.com/hc/en-us/articles/19255159354139-Depositing-a-Check-to-Your-Snap-Spend-Account
https://snap-mobile.zendesk.com/hc/en-us/articles/19255159354139-Depositing-a-Check-to-Your-Snap-Spend-Account
https://snap-mobile.zendesk.com/hc/en-us/articles/19255159354139-Depositing-a-Check-to-Your-Snap-Spend-Account

How do | manage my transactions?

Snap! Spend allows you to reconcile transactions to the budget for easy transaction
management!
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Volleyball Club Snap! Mobile Inc.

Reconciling Transactions:

é Invoice payments will be automatically

reconciled to the pre-set budget item.
Navigate to the Group Banking tab. This

) will be the main page for reconciliation.
é Expense payments will need to be pagd

manually reconciled to the budget.
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1210812023

g Discuss with your organization to see
how often they prefer you to reconcile
transactions!

Scroll down to find an unreconciled
transaction, click the 3 dots, and select
where you'd like to reconcile the
transaction.

Need more assistance? We highly encourage you to click here to take our
Group Staff Course!
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https://snap-mobile.zendesk.com/hc/en-us/sections/20159999523739-Snap-Spend-Group-Staff-Course
https://snap-mobile.zendesk.com/hc/en-us/sections/20159999523739-Snap-Spend-Group-Staff-Course
https://snap-mobile.zendesk.com/hc/en-us/sections/20159999523739-Snap-Spend-Group-Staff-Course

What do | do if | have questions?

We have a Support Center that you can easily access and search for questions. Also, our
Help Desk is always happy to answer any of your questions, or you can contact your
program directly if you have any program-specific questions!

Visit our Support Center to find how-to articles:

Group Staff Resources

Contact the Snap! Spend Help Desk if you have questions about:

@ You have any technical issues or questions related to the
website or your account.

@ You're getting an error message somewhere on your Snap!
Spend account.

You're having an issue with your Snap! Spend login or
password.

Contact your program directly if:

@ You have a question about your budget or when to reconcile
transactions.

@ You need a debit card.

@ You have a club policy question.

Snap! Spend Help Desk
><] spend.support@onsnap.com
(V) 7:00 AM-6:00PMCST
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https://snap-mobile.zendesk.com/hc/en-us/sections/19103710529947-Group-Staff-Resources

