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MuliPay Starter Guide

Welcome to MuliPay — let’s get you set up!
Start here and learn the basics to manage your payments confidently.

Click any article above to jump into step-by-step guide.

Disclaimer: MuliPay Pty Ltd ABN 54 670 681 213 holds Australian Financial Services Licence (AFSL) No. 552726. Any financial advice provided by MuliPay is general in nature and does not
consider your personal circumstances and may not be suitable for you. Please refer to our Product Disclosure Statement to assess if our products or services are suitable for you

https://www.mulipay.com/fsg-and-product-disclosure-statement/


Get real-time overview of your
payments, income and more.

Dashboard

View your business profile and
settlement and billing accounts.

Profile

Add and manage team members.

Team

Configure transaction limits, fees
and more.

Settings

List of payment options available to
your payers.

Payment Methods

Create and manage checkout
pages for one-off payments.

Checkout Forms

Set up recurring payments.

Payment Plans

View and manage upcoming and
past payment schedules.

Payment Schedules

Monitor transaction activity and
required actions.

Transactions

Review disputes and respond when
action is needed.

Disputes

Export transaction data.

Reports

Track account activity.

Activity Log

Access your personal profile, settings,
notifications and log out option.

Top-right Profile Menu

Add and manage payers.

Payers

MuliPay Starter Guide

Overview of your MuliPay Dashboard
Your MuliPay dashboard is where you manage payers,
create payments and track activity — all from one place.

Return to the main page



Go to Payers from the
left‑hand sidebar navigation.

1

Click Add Payer.
2

Enter the required 
payer details.

3

Click Save. The
payer will appear in
your payer list. 

4
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How to add a payer

Note: Payment schedules
can only be created after
the payer has been added.

Return to the main page



Go to Checkout Forms from
the left‑hand sidebar
navigation.

1

Click Create.
2

Enter the payment amount
and transaction details.

3

Search and select a payer
from your payer list or enter the
payer details manually.

4

(Optional) Add any additional
information if required.

5 Click Save. The checkout
page will appear in your
Checkout Forms list.

6

Locate your newly created checkout
page in the Checkout Forms list. 

Click the View Form button beside
the form to preview what your
customer will see, then copy the
payment link from the browser URL
to share.

7

(Optional) Click the QR Code button
to download a scannable QR code
for the checkout page.

8
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How to set up payments

Generate a secure, one-time payment link with all
details pre-filled. Each link is unique and directs your
customer to a MuliPay-hosted checkout
to complete the payment.

Creating a payment link (checkout page)



Go to Payment Plans from
the left‑hand sidebar
navigation.

1

Click Create.
2

Enter the payment details
and select the payer from
your payer list.

3

Select the payment plan type:

Count and Requested Amount – Enter the
number of payments and amount per payment;
total is calculated.

Count and Total Amount – Enter the number of
payments and the total amount; each payment is
calculated.

Requested Amount and Total Amount – Enter the
amount per payment and total amount; number of
payments is calculated.

Flexible Schedules - Enter the payment dates
and amounts for each instalment. Add additional
schedules as needed.

4

(Optional) Allow the
payer to modify certain
details. If not, skip.

5

Click Save. The new
plan will appear in
your Payment Plan
list.

6

Locate your newly created
payment plan in the Payment
Plan list.

Click the View Form button
beside the form to preview
what your customer will see,
then copy the payment link
from the browser URL to share.

7

Return to the main page

MuliPay Starter Guide

How to set up payments

Automate payment collection. Recurring payments
can be scheduled weekly, fortnightly, monthly or
more.

Setting up recurring payments (payment plan)

Note: You’ll need to add the
payer first before creating a
payment schedule.



Go to Reports from the
left‑hand sidebar navigation.

1

Click Payouts.
2

Search using a keyword and/or
select a date range. The failed
payments for that period will
appear in the list.

3

Locate the payout in the list
and click to open the details.

4
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How to download payout report

Click the Download button, then choose your file
format (PDF, CSV, QIF or PFX). The file will save
to your computer.

5

You can also send a
copy to your email by
clicking the Send
button.

6

Note: The report will be
sent to the merchant’s
registered contact email
address, not the
currently logged-in team
member.



Go to Reports from the
left‑hand sidebar navigation.

1

Click Failed Payments.
2

Search using a keyword and /
or select a date range. The
failed payments for that period
will appear in the list.

3

Locate the payout in the
list and click to open the
details.

4
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How to download failed payment report

Click the Download button, then choose
your file format (PDF, CSV, QIF or PFX).
The file will save to your computer.

5

Return to the main page
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How to edit your profile as a team member
Click your account name
in the top‑right corner.

1

Select Profile.
2

Update your details (First
name, Last name, etc.).

3

Upload your profile photo by
clicking Upload New.

4

Click Save.
5

Return to the main page



Go to Team from the
left‑hand sidebar navigation.

1

Click Add Team Member.
2

Enter First Name, Last Name,
Email, Mobile Number and
select a Role.

3

Click Send Invitation.  An
invitation will be sent to the team
member via email.

4

MuliPay Starter Guide

How to invite a team member 

Note: The team member
invitation expires after 14
days.

Return to the main page
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As always, if you have any questions or
concerns while getting set up, message us

at support@mulipay.com! 

Questions? Visit our Help Centre.

Disclaimer: MuliPay Pty Ltd ABN 54 670 681 213 holds Australian Financial Services Licence (AFSL) No. 552726. Any financial advice provided by MuliPay is general in nature and does not
consider your personal circumstances and may not be suitable for you. Please refer to our Product Disclosure Statement to assess if our products or services are suitable for you

mailto:support@mulipay.com
https://www.mulipay.com/help-centre/
https://www.mulipay.com/fsg-and-product-disclosure-statement/
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