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STRIPE INSTRUCTIONS
(Version 1.5)

Version 1.3 April 2022 Issued to WGCMA webpage
Version 1.4 April 2022 Issued to WGCMA webpage
Version 1.5 December 2022 Small changes — WGCMA personal emails deleted

Please forward all Landcare Portal enquiries and requests for assistance to your Landcare
network staff member or to ric@wgcma.vic.gov.au
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Stripe is the system that helps connect credit card payments from the payer to your
group’s direct bank account. Once you set up Stripe you will not have to regularly check or
change details unless you change your membership fee.

Benefits of Stripe:

o Members can pay instantly via credit card

o Money will be paid directly into the group’s bank account approximately every 7
days (the group will receive an email alerting them about the payment)

e Groups can also login into Stripe and see what payment has been paid.

e Membership payments can be automatically debited each year
Stripe also will work with Xero

Please note that there is a fee for using the Stripe service. At the time of writing this fee
was 1.75% plus 30 cents per transaction. Current fees can be found on the pricing section
of the Stripe website: Pricing & fees | Stripe | Australia

Create a Stripe account for your group

Fill in your groups’ details (you will need bank details and ABN)

Copy the 4 codes from Stripe into the membership portal.

Create the membership price in the group settings page in the membership portal.
This price must always match the price in the group’s stripe account.

OoOooo


https://www.xero.com/uk/partnerships/stripe/
https://stripe.com/au/pricing

Register a new account. Go to https://dashboard.stripe.com/reqister.

Fill out your email, full name and password.

You will receive an email in

your inbox asking to verify your

: : stripe
email address and confirm P
your account via your email.
Go to this and click Confirm
email address. Before you can start accepting live payments, you need to confirm

your email address.

Confirm email address

On the next page Click on

Activate payments stripe

Activate payments on your account

Fill out your business profile to start accepting payments. Any progress you
make will be saved, so you can always finish up later.

Activate payments > ESIUR01 nQy

You will then need to provide Stripe with information to
activate your account in order to connect it the system Business structure
to your bank account. This section will take 5 — 10

minutes to fill out. Business details

Business representative
Business executives
Support details

Bank details

Two-step authentication
Tax calculation

Climate contributions

Summary



https://dashboard.stripe.com/register

Business Structure
tab:

Enter your group
information.

Your type of business is
a Not-For-Profit (NFP).

In the business structure
choose if you are
incorporated or
unincorporated.

You can search if your
group is incorporated
here.

If interested, Here is
information about your
Landcare group
becoming incorporated.

Business structure
Business details
Business representative
Business executives
Support details

Bank details

Two-step authentication
Tax calculation

Climate contributions

Summary

Tell us about your business

The information Stripe collects about your business helps
us meet requirements from regulators, financial partners,
and our Services Agreement.

Registered business address

Australia <

1 Estuary View

Inverloch
Victoria <

3996

Type of business

Not-for-profit (NFP) <

Business structure

Onincorporated association <
Continue >



https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-associations/search-for-an-incorporated-association?q=gippsland+intrepid&pn=0&sz=20
https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-associations/search-for-an-incorporated-association?q=gippsland+intrepid&pn=0&sz=20
https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-associations/search-for-an-incorporated-association?q=gippsland+intrepid&pn=0&sz=20
https://www.landcarevic.org.au/resources/landcare-notes-managing-a-successful-group/incorporation-for-landcare-groups/
https://www.landcarevic.org.au/resources/landcare-notes-managing-a-successful-group/incorporation-for-landcare-groups/
https://www.landcarevic.org.au/resources/landcare-notes-managing-a-successful-group/incorporation-for-landcare-groups/
https://www.landcarevic.org.au/resources/landcare-notes-managing-a-successful-group/incorporation-for-landcare-groups/

Business
details tab:

Add in your legal
name and ABN.
You can search
your ABN here.

Information
about Landcare
GST and ABN
can be found
here.

Choose industry
as other
membership
organisations.

In product
description write
“Landcare
membership”

Activate your account

Business structure
Business details
Business representative
Business executives
Support details

Bank details

Two-step authentication
Tax calculation

Climate contributions

Summary

Legal business name
Gippsland Intrepid Landcare

The name you provide must exactly match the name associated
with your tax ID.

ifistralian business number TA&

Provided Replace

Doing business as Optional

Gippsland Intrepid Landcare

Registered business address

1 Estuary View

Inverloch
Victoria e
3996

Business phone number

AU & +61 42861967

Industry

Other membership organizations o]

Business website

Product description

/s~



https://abr.business.gov.au/
https://abr.business.gov.au/
https://www.landcarevic.org.au/assets/Uploads/5.5-GST-and-ABN.pdf
https://www.landcarevic.org.au/assets/Uploads/5.5-GST-and-ABN.pdf
https://www.landcarevic.org.au/assets/Uploads/5.5-GST-and-ABN.pdf
https://www.landcarevic.org.au/assets/Uploads/5.5-GST-and-ABN.pdf
https://www.landcarevic.org.au/assets/Uploads/5.5-GST-and-ABN.pdf

Business representative tab:
Fill out the details of a group executive.

Business executives tab:
Fill out the details of one of your group executives.

Support

. Business structure C t t d t 'I
Detalls tab: Business details ustomer suppor etails
Business representative This information helps customers recognize your business.
In the Your support information may be visible in payment

Business executives

Statement statements, invoices, and receipts.

Support details

deSC”ptor bOX Bank details

pUt In aname Two-step authentication Statement descriptor
'[O appear on Tax calculation @n
customer bank Climate contributions GI LANDCARE $340.00

EMBERSHIP

or Cl’edlt Cal‘d Summary Shortened descriptor
Statements LANDCARE A statement descriptor is the
ThIS aISO business name a customer will
. see on their card statements.
|nC|udes your Customer support phone number Choose a name that's.at least,
Shortened AU £ +61 428619671 five chéracters and easy to_
deSCI’Ip'[OI’ recognize to avoid potential

chargebacks.
e s e

Continue =

shortened
version.

Bank Details tab:

In the following sections enter your bank details.

Two-step authentication tab:
You can opt-in to two-step authentication via text or email.

Tax calculation tab:

Your tax calculation is General- services.

Climate contributions tab:

Click zero



Summary tab:
Review your details and push submit.

Once you have done the above steps you will need to create your product.

Click on the Products tab and then Add product.

Homs Payments Balances  Custo - ports Connect  More v

Products
® EILLNG

| Anproducts S =
Products are now more flexible and easier to use

Using the naw Prices AP, you can create products with ong-time and racurring prices that ars compatible with Checkour, invoices, and subscriptions. Leam more

Products

Available Archived

Developers  Test mode

¥ Filter LRI -+ Add product ’

Enter in your membership details

Product details

Name B Image B Optional

Membership Fee Test

—>
Name pl’OdUCt as Description B Optional N Upload
your membership
s

Additional options

Price information

Pricing details we oA

Pricing model &
Click recurring Standard pricing A Add in cost of

your membership

v
brice B /

A% 25.00 AUD ¢

\ One time Click yearly for
Billing period / reoccurring payme

nts

Yearly ¢




You will need to paste four bits of information into your group profile.

First, log back into the portal and click Manage group settings on your group’s homepage.

Administration

Members

. . Stripe Settings
Scroll down until you see the Stripe

information. There are 4 codes to
enter:

Note: Keys can only be saved, not viewed

Subscription Name @

e Subscription Name (this must
Price Identifier (&

be the same as the “Product”
in stripe) C

e Price Identifier Publishable
e Publishable | e
e Secret et

Now go back to Stripe. You will find

having two tabs open helpful for this. ©  Stripe keys are set {pk_Livers+s+++ / k_livassessrese

Subscription name:

To find the name of the Subscription Name, open the Products tab and click on the
‘Product’ for your membership fee.

e X T X

Developers ~ Test mode

Click product tab

Products

@ BILLING

| overview

Products are now more flexible and easier to use
Prices AP) - s with one-time and recurring prices that are compatible with Checkout nd subscriptions. Learm more

Products ¥ Filter 2 Exportprices | A Export products [ ]

4| Click on the
product you want




Go back to the Landcare portal and enter the product name in the Subscription Name box.
This must match exactly.

Pricing key/identifier:

To find and paste the pricing key copy the code in the pricing section (under API ID) by
clicking on the black copy symbol. Paste this into the price identifier box in the portal.

Home Payments Balances Customers Reports  Connect More Developers  Test mode

Products € PRODUCTS Stripe product name- enter this
| overiew Testproduct2 47| exactly into subscription name
Coupons $30.00 AUD / year

Shipping rates
Tax rates Updated MRR @
Feb 2 2022 50.00

Details 7 Edit

Name Test product 2 mage
prod_L4ibmkHoQUnyhy

Feb2

Pricing key, click on this to

Pricing / copy and paste in portal + Add another price

$30.00 AUD / year pr,ceg.:::;;zrgs:—,n::@ 0 active Feb2 @ Create payment link

Cross-sells Boost revenve @

Cross-sells to a

Publishable key:

To find the publishable key click > Developers (top right) > API keys > then copy by simply
clicking on the long code
Paste the publishable key into the “Publishable Key” section in the portal

Home Payments Balances Customers Products Reports Connect More /m Test mode

Click on developer’s tab

Developers API keys Learn more about APl authentication -
Overview
| APIkeys B Viewing live API keys. Toggle to view test keys. View test data
Webhaoks
Events
b Standard keys + Create secret key
0gs These keys will allow you to authenticate API requests. Learn more
NAME TOKEN LAST USED CREATED
C“Ck on API keyS Publishable key pk_live_8BxoUSIVnOnCZ70Theu7BuBROHCHKEYeS — Jul 16, 2019
Secret key Reveal live key — @ Jul 152019

Restricted keys

+ Create restricted key
For greater security, you can create restricted AP| keys that limit access anfi permissians for different areas of your account data. Learn more

NAME TOKEN LAST USED CREATED

Click on publishable key code
to copy and secret key to
copy. Enter into your

No restricted keys

membership portal.




Secret key:

To find the secret key, click on the “Reveal secret key” This will copy the code.
Paste the publishable key into the “Publishable Key” section in the “Secret” box in the

Cliclk-an-develaparatab
IO UTT UUVGIUPGI o (aAv
Home Payments Balances Customers Products Reports Connect More v > Test mode
Developers API keys Learn more about APl authentication -
Overview
| APl keys B Viewing live API keys. Toggle to view test keys. View test data
Webhooks
Events Standard k
b andard keys + Create secret key
0gs These keys will allow you to authenticate API requests. Learn more
NAME TOKEN LAST USED 'CREATED
CIICk on API keyS Publishable key pk_live_8BxoUSIVin0nCZ70Theu7BuBBBHCHKEYeS — Jul 16, 2019
Secret key Reveal live key — @ Jul16 2019
Restricted keys + Create restricted key
For greater security, you can create restricted API keys that limit access anfi permissions for different areas of your account data. Lear more
NAME . . TOKEN LAST USED CREATED
Click on publishable key code
No restricted keys
to copy and secret key to
copy. Enter into your

membership portal.

NOTE: If you are a Landcare Network Administrator using the same stripe account for
several groups, please ensure each group has a different secret key input into the Portal.

Once you have updated the Stripe settings, you can add in your group membership fee
into the portal. This must match so if you update your membership price in the portal, you
must go back into Stripe to update this as well.

Go to group settings and select new Price. Select the year and the price.

Group settings for Corner Inlet Landcare Group

General Membership Pricing
Name
EAR PRICE (SAUD)

Corner Inlet Landcare Group

Eml 2022 3500 B w

comerinlet@group.sglnnetau
Showing 1 results

Logo

w Change fee

Add a fee e.g. For next year

Stripe Settings

Note: Keys can only be saved, not viewed.
Subscription Name @

CORNER INLET LANDCARE GROUP MEMBERSHIP
Price Identifier ©

price_ IKWZQMLLBKXZgHD3ctBLFwzX

Publishable

10

(@ Stripe keys are set ( pk_liver**=*+*+* iskdliversstassss )




Receiving emails alerting to payments —and how to stop
them

Stripe will automatically begin sending you emails letting you know when payment will be
made into your bank account. You can select the link on this email to get more information
about the payment.

To change the types of emails you would like to receive from Stripe go to
https://dashboard.stripe.com/settings/user

stripe

Congratulations!

A payout for A$7.56 is on its way to the bank account for
Gippsland Intrepid Landcare.

We expect your funds to arrive before the end of the day on May
11, 2022.

The Stripe Payout ID for this payout is

G ich can be found in your Stripe

Dashboard.

Review details about your payout

If you'd prefer not to receive this email, you can unsubscribe by
deselecting "Payouts” from your email preferences.

You can find answers to the most common questions about
payouts in our payouts support article. If you can't find the answer
to your question on our support page, get in touch with us at
support.stripe.com. We're here to help you at any step along the
way.

Sincerely,
The Stripe team

Helpful information:
Stripe Secret Key Live Not Entered Correctly - YouTube

Stripe Support Help page

11


https://dashboard.stripe.com/settings/user
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DD2jDsqQHAkU&data=05%7C01%7CKathleenB%40wgcma.vic.gov.au%7Cf8c76a19d68c4faae04408da4e9d6fbb%7C08b101685b5d4bb599d6c5134c7f88fe%7C0%7C0%7C637908735349086763%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gxNjL4EGnC9zkhASVBAhPWn6molWjAnvlpZYCK61Pqk%3D&reserved=0
https://support.stripe.com/?referrerLocale=en-gb-au

