Setting up a direct debit via the members portal.

—

—

Step 1: Log on to your members portal. If you do not have access to the members portal
please contact Tracy on: helpdesk@coworkz.co.uk

Login

Welcome to coWorkz
Our onlineaccount

paulda ‘

managemént platform

For'use by customers of coWorkz North Liverpool, Pioneer House and coWorkz Sealand

Step 2: An email containing a link will be sent to your registered email address. Click on
the ‘Log In’ link.

NorthWest Industrial Estate B Inbox - Exchange ~ 09:54
" Welcome back! Here is your login link.

To: Paul Smyth,

Reply-To: piers_goodall

Dear Paul Smyth,

Welcome back to NorthWest Industrial Estate. Please use the link below to access your account:

This one-time link will expire 15 minutes after it was requested.

If you have questions, please contact us. Our team is available to help.

Kind Regards,
coWorkz

NorthWest Industrial Estate
piers_goodall@pioneer-house.co.uk
07920476333




Step 3: Click on the ‘Billing & Payments’ option

© coWorkz North Liverpool v/

Book a Space

Welcome back Paul E Billing & Payments See All
4 -
Outstanding Invoices

£55.60

Billing & Payments
B3 coWorkz North Liverpool

Booking History
Pay Invoices O Autopay Off

Configure Amenity
Support

No upcoming bookings

Move-in Manager Book a desk, room, or office to see it
here once confirmed.
Wi-Fi Book Now >

Teams

Subscription

Book a Space -
BI"Ing & Payments 3= Account Settings

Billing & Payments

Booking History Filter by Property

Gl alelilinel s & Prepayments 5 Pending Charges Ste 4 C |_| C k ont h e
coWorkz North Liverpool v/ £55.60 £0.00 £0.00 p )

‘Accounts Setting’
Support -— ta b

< Invoices Credit Notes Payment History

Configure Amenity

Move-in Manager

Wi-Fi Download PDF Ledger &3 Send PDF Ledg

Teams

D Invoice $ Status * Created on $ Due Date $ Total $
Subscription

202600001382 Jun 02, 2026 Jun 07, 2026 £55.60




Step 5: Click on the + Add New Payment Method’ tab.

© coWorkz North Liverpool

c Visa Debit H
Book a Space = 2931 Company Visa Debi
[Z] Billing & Payments eeee 5014 Company Visa Debit H
Booking History sese 5071 Company Visa Debit H
2 Confi Al it
== Configure Amenity eses 5196 Company Visa Debit H
Support
¢ @ XXXXXO0061 Bank Account H
Move-in Manager
+ Add New Payment Method v

= Wi-Fi

Company Debit/Credit Card
g Teams

Direct Debit Account Show History

& Subscription

Auto Pay

By enabling Auto Payv, vou agree to have funds automatically withdrawn from vour

Step 6: Complete all sections below, click on the tick box
to confirm you accept the terms & conditions.

BACS Direct Debit
MASON PARTNERS

ACCOUNT INFORMATION

Email Address*

Name on Account*

Sort Code*

Account Number*

Confirm Account

BILLING ADDRESS

Country*

Address Line 1*

Address Line 2

City*

Postal Code*

United Kingdom

The Com Exchange

Liverpool

L20P)

Tel: 01513700116

Email: piers_goodall@pioneer-

house.co.uk

Number*

Bank Name*

(7] 1 understand that "Mason Partners" has partnered with Stripe, who collects Direct Debits on
behalf of "Mason Partners" and confirm that | am the account holder and the only person required to
authorize debits from this account. By providing your bank account, | authorize "Mason Partners” to
send instructions to my bank to debit my account in accordance with those instructions.

Fields marked with (*) are required.

@DIREC_T
BB Cancel

Your payment s protected by the Direct Debit Guarantee

Continue to setup confirmation

Step 7: Tick the ‘Continue to Setup Confirmation’.




Step 8: Now switch on the ‘Auto Pay’ toggle. This will
allow payments to be collected.
coWorkz

< My Account Settings

Payment Methods
Debit ending in 2011
Debit ending in 0011

+  Add New Payment Method >

Auto Pay

B cCard endingin -

PS
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