RIDESUM

Pocket Office Guide

Welcome to the guide for
Ridesum Pocket Office!

The guide covers all features available in
Ridesum Pocket Office.
It will go through everything you need to know in order
to get started with your mobile office -
and work more efficiently!-
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1.1 Get started: Choose Premium-packet
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Upgrading to Ridesum

Priarmium sall unlack it

LEARMN MORE

e BASIC
Suits you that invoice less than 10 trainings

each month.

Basic packet is free up until the sixth transaction!

e PRO
Suits you that invoice more than 10 trainings each

month.
Pro-packet is free the first month, you have to
fill in all your information but you don'’t pay until

month two.

4. Click on the packet you want to choose

|

1. Go to “Premium” in the bottom menu

2. Click on “Read more”
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3. Choose which packet you would like to upgrade to
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1.2 Get started: Start KYC-process

To get started with your payments, you have to

(| "7 | complete a KYC = Know your customer.
CLEVER DECISION TO a - . .
1 GATHER EVERYTHING It is required by law to prevent money laundering
ABOUT YOUR BUSIMESS IM
OME PLACE!

1. KYC-process pops up automatically when you

.Nn-.\."-.-nu \w::t-'imict a F.'I:'T: ProCess H::'l'r:-}:}':n:-' h ave Choose n you r packet

oy s o s 2. Read through the information about KYC and

happy ta help ya

Kanow Your Customer our payment partner Stripe

Stripe is the biggest global distributor of digital
payment solutions. It is used by Uber, Volvo and
many more.

Read more about Stripe

3. When you have read through, click on ]
“Start KYC” 1

happy to help vou along the way.

Eanow Your Cuslamer

4. You will now be transferred to our payment
partner Stripe so that you can create a

Stripe-account

5. As soon as you have saved any information in

[l you neard kalp?

Stripe (ex. company name), we are able to go

Lot srsiin s dirnail s and s sl meetect wad ASAR

in and help you fill in the remaining information

HELF

via Stripe’s dashboard

OBS!

In need of help? Fill in your phone number or

e-mail in the bottom field and customer support

will get back to you




Get started: Start KYC-process

M:25 % ull =

Premium |

If you have started KYC but didn’t finish and left it,

Mext sessions

19 Lo Witeon e = you can get back to Stripe through these steps:

[{EUI—

My students

% e ‘& @ ‘ 1. Go to “Premium” in the bottom menu

Bfillisn

CALEHDAR o HAHEN TS = 2 Cl]Ck on the Square named = PaymentS"

Total Movember Toml Movembser

21k 45min 20 £

detotenre Tk dbean washober 2ELE
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| { Payments

Zotup your Sfripe sooount oo B able to rocioee
paymnents via Ridesum.

GO TS STRIPE

Transactions

3. Click on “Go to Stripe” Al ot Unpaid

4. You will now be transferred to Stripe

and can finish setting up your Stripe .

account




1.3 Get started: Create a Stripe-account

| |
! Ridesum AB
& VERIFICATION BY 5TRIPE
:ir';:!:f::njj_:?:;'?:jr" husinrss. 1 . U n d e r - B u Si n eSS d eta i l.” =
ELEIMESS CETAILS Cl.iCk on & U pdate"

Lipdate

] i ernschbstt pecom

Ridesum AB

@ YERIFSATIOR BY 5 1RIPE

TE21 LAlA

rerification
T rreaare dezieily albsul your

U s— |

2. Fill in legal business name
3. Fill in organisation number

4. Fill in registered business address

15080 -
- Rld=su—
] B oo il Rt l

addrazs ling 1 l-

e acichess iF you don 't neve g

5. Fill in business phone number

Business phane number

SE & +45 &

— 6. Select industry

Please salect your industr... 5

Most of our clients picks education (Other)

Dusinees wpknle

ik 4 /. Fill in your business’ website

o, ar 2dd a preduct

Facebook page works as well if you don’t have a

-’ website

6




15:48
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Ridesum AB

FICATIORN RIFE

Update

erydired oy
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9. Choose “Add someone new”

16650
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Ridesum AR

& VERIFICAL IO 2Y 51 RIF:

1281 UalA

Acd an owner

Lagal nama af person

irst narrs

_ast namea

Cingil addiess

Create a Stripe-account

8. Under “Managment & Ownership” -
Click on “Start”

REHAL
o icksam
] m concksirpe.cem l

o T

Ridesum AB

& YCRIFICATION

TESTDATA

dual vefio owins i rore ol Lz

Save Tor |

S lisczl Ridesum AD sup al ridesuim. carn.

10. Fill in legal name of the person

11. Fill in the person’s email address

12. Click on “Add”



Ridesum AB

i VERIFICETION BY STRIFE
Verification summary
i By e kil of paoor husiness.

BLEIMNESS CETAILS

& Accourd representative
# ware nfarmation resplired now

+ Add somieane e

l_ Dane

Update

ans ey wyree Lo ke Corracisd Sccoern

14. If it is the same person as the business '
owner you can just pick that person
directly from the list when you click on

“Add a new person”

15. If not, add someone new and fill in the legal

first and last name of the person

16. Add the person’s email address

17. Click on “Add”

Create a Stripe-account

13. By “Company director information” -
Click on “Start”

OBS! This one only needs to be filled out if
your company has a board! Otherwise jump to
nr 18!

il ol T

Ridesum AB

B VERIHEAL DN 87 5 1THIFE
[ r=sT0ATa

a diractar
Lok vl -d_-_ T

Legal name of persen

First mame

La=t name

Email zddrass

Cancal

l. Cnrtact Kidesum AH suppart at hellesridesum.cam J




Create a Stripe-account

Ridesum AB

& VERIFICATION EY STRIFE

Verification summary 18. By “ACCOUI’]t Representative o CI.'Ck on “Update”

i iy b satails of goor husiness,

BLEIMESS CETAILS

Lpgate

1562
- flgesum
] e sl e |I

Ridesum AB

@ WERIFIZATION FY STRIPF

TFAT DATA

& laslls abeuk wour

Dane J

Accaurt regrasantative

Leang name &1 person

19. Fill in the person’s legal name

20 Fill in the person’s email address

Jab title

21. Fill in the person’s job title

CEQ. Maraggar. Parlvar

Date of birth

1R:G2
o Rizleaum oI

] & connttshrpc.som l

Date ot birth

‘ N0 f BRSO

22. Fill in the person’s date of birth

Home address

Sweden

23. Fill in the person’s home address

Alediess el

Al

Postal coce 24. Fillin the person’s phone number

Tovwn o il

Phizne numker

25. Pick “Yes” person is an executive

or a senior manager

26. Click “Done”

\ Dons /
: 9




Create a Stripe-account

27. Click “Done” at the bottom
Ridesum AB

ﬂ WERIFICATION EY STRIFE

e baie 28. Now you have finished the KYC

veriflcation summary
wnz Iy te zatails of yoor hesiness.

BUEIMESS CETAILS

OBS!

To be able to invoice you still need to add

=

d Update

M
Fiy o regdired now

FAANAGERIENT &R0 QR ERSHIP .

R y an account in the app and make sure your
[ IS5 OUSINCSS DSNTIErSnIp
intarmation

organisation number and company name

& CRMpany diractne
infarmatin is filled out in your profile

& Accaurt ropresontative Lipsdats
& Ware ntzrmation rasired now

+ A somedne new

_, 1.4 Get started: Add bank account

l_ Dane

1123 Dl B
| {: Fawmients ﬁ |
1 SRS +
F2H TR S

Payaut account
Flsa Stone
[IE-e

1. Go to “Payments”
First, go to Premium in the bottom
menu Transactions
Then, click on the square named

Riclesiim

“Payments”

Traditiaral

De date: 30 Man,
To: Matousz Rider
2. Click on “Add account” _—
e date: 30 Maw,
To: Mateusz Rider

Traditicimal




128+

Bankuppyiller

Dankkeric

4

Add bank account

. Add your bank account details

Select country

Select currency

Add your IBAN bank account number

. Click on “Save”

placed in the top right corner

_— e
125 W T
1 { Faymorits ﬁ l
1 ACILIRITE +
NN TR
|
Fayaout account
| Flsa Stone
s
OBS!

This is the account the money will be

wired to when your customer pays you

through the app

e You can always add more accounts

and switch to a different one

Transactions

£

Riclezsiam

Traditiaral
Dwe oate: 30 Man
To: Matousz Rider

Ride=um
D oate: 30 Mo,

Tor Mateusz Rider

Traditiamal
F

Mewest ¢

Linprid

11



1.5 Get started: Add company details

A
| BRIt ES LM |
o

SAEntorzrie B e

[ mecaustplan  Feor i nan 1. Go to “Profile”
& wae Click on “Profile” to the right in the

bottom menu

2. Click on “Edit profile”
Placed in the top, below your profile

image

3. Scroll down until you reach

“Org.nr” and “Company”

4. Fill in your company’s name and

organisation number in these fields

5. Click on “Save”
You will find “Save” in the top right when
you scroll back up to the top

12



2.1 Invoicing: Create an invoice

1 1. Go to “Activities” in the bottom menu

Measast akat

Today, 08:00 - 21:00 2. Choose “Upcoming”
(_ owmnewore ) 3. Go to the training you want to invoice

4. Click on “Create invoice”

OoBS!
If you create an invoice for a training
that already has been invoiced, it will

be marked in red with

when you open it.

i3 T
|| e INYOICE Sand | ||

5. Set your price 1

STUCLHT

SCEEI0M

6. Fill in the remaining information:
VAT %, currency, and when payment
is due

nclude VAT G

7. Choose if you want to add feedback

Cumency

that the rider can read

Wohin 7 davs

-FHIBALK

8. Make sure “Trigger payment” is

marked

9. Click on “Save” \

13



Create invoice via your drafts

123 M N
] < Paymicrits ﬂ' l
ACUDURNTE F.l+u l GO to “Payments"
Payout account Premium (bottom menu) -> Click on “Payments”
Elza Stone
LIETS

2. Select “Draft” below “Transactions”
Teansactions Draft are your completed trainings that don’t
» I e have a created invoice

3. Click on the training you want to invoice

128+ all =

17
l Huw Lavwsl
Fylian =
T abhva Dahl
123 SAPA FAETLRA
- INVIITE
ADIEAMY TID
| STULINT
SCESI0M
2, M, DAL
300 « @

neluze VAT &

Cmeney

Payrcnt due Woihin 7 davs

5. Fill in the information as described

on the previous page (step 5 - 9)

14
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2.3 Invoicing: See status on invoice

| 123 il =D \ " .
J {: Faymients ﬁ. l 1 GO to Payments
|| + Premium (bottom menu) -> Click on “Payments”

Payaut acoount

Fisa Stan 2. Select “All” under “Transactions”

Here the payment status of all your trainings
will be listed

Transactions

3. The label on the right indicates the status

of the invoice

e Waiting (Yellow)

D e 30 v e Draft (Dark green)

: Mateusz Rider [ Mias T N 1
e Paid (Light green) | < g |

1| ACCDUNIE + .
\ |
Payaut account
o e Elsa Stone

4. Select “Unpaid” to see

all unpaid invoices

Transactions

| TS il = 1
J < Faymrits a l
1 F-To T " _|+

il gnon

Payout account

Elsa Stons

Transactions

5. Select “Paid” to see all

Traditiaral
Due cate: 30 Ma.

To: Matousz Rider pald inVO|CeS

] c: 30 Mane,

To: Mateusz Rider

Tragitiamal
F

Mewest &

16




2.4 Invoicing: See invoice details

123

=
] < Faymnts a l
(|| sccoums T 1. Go to “Payments”
ot account Premium (bottom menu) -> Click on “Payments”
F|'=|;| !T\.Tu'ul'.|.|'=mlnI

2. Under “Transactions” -> “All”

. Click on the invoice you want to see in order to

open it and see what it specifies

To: Matousz Rider

Ridezum -
Due oate: 30 Maw,
To: Mateusz Rider 1

Traditianal

Menwst =

SUMMA, 450 kr

3. When you are checking the details on

a “Paid” invoice it will look Llike this

128+ al =

| £ Fetalning Faktura |

4. When you are checking the details of an

“unpaid” invoice it will look like this

MARKERA Z0M BEETALD




3.1 Payments: Payment overview

123 M B
| 4 Payments ﬁ ! 1 GO to = Payments”
| oo S Premium (bottom menu) -> Click on

“Payments”

Payaut account
Mateusz Trainer
FK

2. Click on the “Bill-" icon in order to

Transactions come to your payments

Drafe Linpzid

3. Here you will see all your payouts

“Id:” is the reference number that will

. be shown
[;llu-:- :I:::: 30 M,
Te: Mateusz Rider on your account after a completed
e transaction.
Mewest ¢
5 I EL ]
| € Zetz - oo Uthetalningar |
% 5 . Alla Genomdfdrds Li qeramfarda
4. On “Successful” you will see all || -

I pr_1Hp 1V 2B DA BT REAARmEKE?
Lbetainingzdabam: #

o

completed payouts

5. On “Unsuccessful” you will see all

uncompleted payouts

6. By clicking on a payment you will
get additional details on it sent to the
e-mail you have registered with your

your Ridesum-account

Elicka pa en v belaliiimg Fir s T glerlioare oppoiler
akizkeat via f-past.

A &  Q oM

Fhxbain Sk T Frarciur:

18



3.2 Payments: Export payment history

1i2s TR |

] {: Paymicrits ﬁ l'

1 SUCCDLMTE

Payaout account
Mateusz Trainer

Ma 1. Go to “Payments”

Premium (bottom menu) -> Click on “Payments”

Transactions

= 2. Click on the “Export-" icon placed

next to the “Bill-" icon

Due clate: 30 Maw,
To: Matousz Rider
Ride=zum

Due clate: 30 Maw,

To: Mateusz Rider

Traditiamal

| |
3. Select for which time period you want 01 % il 35:
|| WG Skirka histnrik via o post Skicka ||
to have your payment history —

Rlrkdesur e

summarized in a document

1 &hisle

{71 rondza

4. Check that the e-mail on top is the
correct one, if you want to change it
you just type in a different e-mail

address

5. Click on “Send” in the top right corner

19



3.3 Payments: Mark an unpaid invoice as paid

1:28 % all = m
] '{ Butalnimgar ﬂ- |.
1 <CHTON =+
Lzl b=

L khetalning skantn

Elss Stone
L e

Transaktioner ﬁ i}

Alla Liicast Ghetalcia Hetalea

Rdesum
= Farfalodaban: 14 Not,

Tilk sysa Dahl

4. Click on “Mark as paid” at the bottom

5. The invoice will now be marked as paid

1. Go to “Payments”

Premium (bottom menu) -> Click on “Payments”

2. Select “Unpaid” under “Transactions”

3. Click on the invoice you want to adjust

1M:28 + il =
|| € 2ztalning Faktura |

(RIR R R BTN F R |

‘ 24 Mo 2020

Skapae: L7 Moy 2020, 1304

OBS!

You only do this when a rider has paid
using another option than paying
directly in the app. When the rider pays
in the app, the invoice will always be

marked as paid automatically.

MARKERA Z0M EETALD

20



1

Mn:2E~

'(: Belalningar

<OHTON

Lithetalning skantn
Elss Stone
[

Transaktioner

Alla LHicast Ghetalcia Hetalea

Ridesuim
= Farfallodabim: 14 Mo,
Tilk A Lanl

& O

150 kr

3.4 Payments: Automatic reminder

1. Automatic reminder will be sent two

hours before the invoice is due.

21



Mext sessions

10 Liza Watson

Flasy

My sbudents

CALEHDAR Wi el MEHTE
Total Movember Total Movembr

21h 45min 20 €

Urtamer TUR Abun Cirhoder A

FLE s Ot GOO% ws Don

GERCPEAD T | il Tl ] DEHA W oe

Oh 48min Oh QOmin
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4.2 Analytics: Revenue overview

11:28 all =
] Fremium |'
1| et sessions
1g Liza W

e LE00

1. Go to “Premium” in the bottom menu

Ry students

= o .f'& & ’ 2. Clicka on the square named “Revenue”

yillismn

“ALEMDAR i HoMENTE
Tetal Movember Tetml Movember

21h 45min 20 £

drtaimer Uik dbeun Carhober 2EL A

A GDO% s Do

'. J
. e —

3. Here you have a complete overview over (| € Arslys |
your revenue B G osee
You can choose if you want to see from Gversikt av inkomst Detelrrgar >
the past:

e 7 days

e 14 days

e Month Inga betainingar denna vacka

e Year

4. At the top you can also see your average
revenue per day and what you have earned

during the current week

HEDMST

23



5.1 Customer information & feedback

128+ al T R

| Premium |

Mext sessions
o [ 1. Go to “Premium” in bottom menu
Maow 1800 - 1G:00

My students

a 2. Below “My students” click on the student

you want to open to see more information

Wyilli=en

“ALEHDAR [ HeyMERTE =
Total Movember Tetml Movember

21h 45min 520 € 3. You can also search for your clients by clicking

drtader Uik diun Cithober ZELLE

a & £ o olf

Sk Srorch Troree o FroAl e

on the search-icon

A GDO% s Do

4. Here you will see your student’s

information

5. Further down you will see feedback you

previously have given

6. At the bottom you can see the total

revenue you have earned from your client

24



{1 g all T W
|

0 T 1

Have more questions? = - || | —

ls Liza Wanan
[T 15007 - 1F-D3

By students
!
- R L0@
W Bk Liea Katn A

or write to us on Facebook S [

Tl Ricwewer Towal Fcvember

Contact us through email:

hello@ridesum.com

21h 45min 520€
Gutabin 12h 450n Getubon 260

or Instagram.

A T Oa 2 SLFwOs

We are happy to help!

Kind regards,

The Ridesum Team

Tip!
Check out our social media and follow us to not miss the latest
equestrian news and take part of the inspiration!

www.ridesum.com

f Ridesum

@ridesum

RIDESUM

Training anywhere, anytime



