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How do | order a Corporate Annual MCard on the website?

1. Go to the MCard website R —

(WWW_ M-Card_co_ uk)_ CARD Cards&travel Wheretovuy, — To.icceus

He's got Christmas travel
covered. Have you?

rom £5 with MCard DaySavers

2. Click on the sign in/ register button at
the top of the screen

3. Reqister for a new account.

Home / Signin m, 0 &‘
) 2

O
Sign in to your account & ‘; 4&

Signin Not

Items marked ™ arerequired. Registered?
Youwill need toregister an

Email Address

account with us.

Password
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http://www.m-card.co.uk/

How do | register for an account?

4. Registration form rgivtar Qg:cPJ [___&
You must input your N
e First Name, Your details
e Surname, — —
e Postcode (use the post code look — —=
up to find their address), — L
e Date of birth, -

e Email address and confirm email

Dateof birth . ~ v ~

address — o
e Password (twice for confirmation). e ==
e Read and accept the Privacy e
Statement e

Then click Register button. —

Accpt Privacy satement - () Yex No

Staying in touch

Opein Yo @re

&S

NOTE —
o The password should be eight characters or more, and should include at least
one number and one upper case (capital) letter.
o First Name, Surname and DOB cannot be changed online once entered. If
these fields require changing the Employee will need to go to a Travel Centre

with proof of the change
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Applying for a new Corporate Annual MCard

What the Icons Mean

5. Apply for a Travel Card - this will show
you what type of cards you are able to apply for
(age related) This is where you will apply for
your Corporate Card
Manage Travel Cards - this is what cards
you have (live cards) and if you are able to
replace or renew
Update Account Details - you can
amend your details here i.e. change of address
Register a dependant - this is if you have
a family member who is eligible for a pass i.e. a
parent who is entitled to a senior pass, or a child

who requires a school bus pass, you can order
one for them on their behalf

6. Cards For Me this shows all the
cards you are eligible to apply for
7. Click on Apply for Corporate Annual

Working in partnership
with the West Yorkshire
Combined Authority

ENTERPRISE

LEEDS CITY REGION
PARTNERSHIP

Home / Account Options

My account

%

What would you like to do?

w @ A&

Apply for a Travel
Card >

84
=

Manage Travel
Cards >

Update Account
Details >

Registera
Dependant >

D Give us your feedback >

Cards for me

Corporate Annual

Annual MCard

Senlor Pass

MCard (Pink)

Blind and Disabled

Cards for Dependants

West
Yorkshire

Combined
Authority
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Organisational Details

8. You must input your

Myaccount | SigRou

Cards & Travel Where to buy Contact us

e Payroll Number (personnel -
Home / TheCards / Corporate Annusl MCard / Corporate Annusl * < &

number on your payslip) e Y L_Q,

e Organisation reference number —
UNI1

Ploase artter your staff ID/Payroll Number

e Organisation Name — University of

Plaase anter your unique arganisation reference numbar

Leeds

Please add your organisation name

e Select the right ticket type (use the
zone map link to check you have : .
selected the right ticket type) :

9. Click Next

NOTE
o Allfields are mandatory and incorrect information will lead to a delay in
approving your application.

o If you get an error message, then check the right Organisational reference
number and Name has been entered or speak to your Co-Ordinator in the Staff
Benefits Team on 0113 3433966.
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Application Details

10. The application details will be pre- M b S

Cards& Travel Wheretobuy  Contactus

populated with the information

rome ; TeACET ; CorporstaAnruhCam [ Corporeeseral

already entered at registration Corporate Annual ‘e L_g_——é

Plesa complete your detils ememarked * are required You will then be zble in 2pphy for, and mansze, vour travel cards through this
scoount.

‘You are apphying for a Corporate Anmual Bus Only card

11. The address shown is your home

address. .
Your details
12. For Delivery Address - .

The card will be delivered to your S R

Addressfine 1 020

home address s

Pestcode + 51108

Delivery address:
Enter your home address

Delivery Address

Is your delivery address the same a5 your registered address

v @

Address fine 1 & Havwrttoaltar Drbon
Address fine 2 Anarfor =l
Click Next Ao
Town/city LEEDS
County WESTYORKSHEE
Postcode: LE22 34T
Next
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Photograph

13.Click on Browse to find the =)ty e .
1 Photo
photo.(you will need to have a Conmes st st . . e

photo stored on your device)

14.Ensure that the photo is a full-face < i
passport quality photograph and no

more than 12 months old

15.Use the edges of the rectangle to

could lead to your application being rejected,

Ensure that the face of the applicant i

tangle. U the it . You can

it the bottom of the page

Choose a photo

28

it You

zoom in so that the face is clearly

visible

Photo

You must upload afull-face passport quality
could lead to your application being rejected.

scarves, except for religious reasons). Failure to do so

move tl

the face of the i

ctangle. U of the rectangle ¢ image. You can

16. Click next once the photograph is
correct.

NOTE - If an unsuitable photo is used
it can result in your application being
rejected

Choose a photo

learl
draggingit. You the image using the buttons at the bottom of the page

* Select Browse > (7]

Terms and Conditions

17.Read and accept the terms and conditions
18.Then click Next

NOTE - these Terms and Conditions
are in addition to any agreement that
you have signed with your employer
for payment of your MCard

with the West Yorkshire

Working in partnership
Combined Authority
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Terms and Conditions Agreement

I apply for an Annual MCard and certify that the details given in thi:
conditions of use.

rectand | agree tocomply in every respect to the

1 thatif | need t of ticket during the lifetime of this card | will contact my Co-Ordinatorand a new 12 month
card will be ordered and a new payment agreement set up with my Organisation.

Ilunderstand that should | lose my Annual MCard, | am able to obtain a replacement card, however I'will be required to payan
administration charge. | will be allowed only one replacement card per year.

1f I pay for my Annualin instalments to my Organisation, | understand that should | leave before the agreed amount has been paid that my
Organisation will recoup any monies owed.

Full MCard terms and conditions can be found here
v | I have read and confirm acceptance of the above Terms and Conditions

Next >

West

Yorkshire

Combined
Authority



Review of Order

19.The order review screen will show

Your Details

and confirm the delivery address Tite M=
First Name Elizabeth
Surname ‘Woalton

20.If the details are correct click the next

button

Delivery address

21.Use the back button if you need to

Address line 1 WWest Yorkshire Combined Authority
Change any detalls Address line 2 Wellington House

Adress line 3 40-50 Wellington Street

Town/city LEEDS

County West Yorkshire

Postcode LS12DE

Company

‘Organisation name Ve Undertaker:

Ticket type Corporate 4

22..A confirmation web page will then be

displayed and the application will be CordsdTravel  Wheretolbuy  Contactus

sent to your co-ordinator in the o (- &
Corporate Annual “H g Lc_

Staff Benefits Team for approval.

Your application has been submitted, you will receive notification once your application is approved by a Co-ordinator.

Tincidunt integer eu ausue augwe nunc elit dolor, luctus placerat scelerisque euismod, iaculis eu lacus nunc mi elit. vehicula ut laoreet ac,
aliguamsit amet justo nunc tempor, metus vel.

23.You will also receive confirmation of

Back to your acoount

the application via email
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