
Active Kids vouchers (where a membership has a requirement) 

 

When the approval has gone into ‘pending’ state: 

- The Voucher view will show the ‘Approve’ button shaded. This will not become available 

until requirements are approved and the approval has been released 

- The Membership details under ‘Usage’ will also be in a PENDING state 

- 6 days from the time of purchase is the time limit given to upload and approve required 

documents.  

 

 

 

 

 

 

 



IF NO DOCUMENT UPLOADED 

- If 6 days pass and required documents are not uploaded and verified in time, purchase order 

product enters a cancelled state. This will still show on the Vouchers view for the club 

admin, with the usage tab showing with no product 

 

 

 

- The incomplete order will show as cancelled under Entity home> Purchases for that member 

 



 

 

- The voucher is not redeemed, but will require Support@swimming.org.au  to remove the 

code from the members profile to re-use at the checkout 
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IF DOCUMENT IS UPLOADED 

 

- Club admin navigates to Entity Home > Documents and finds the correct doc to approve. 

Click verify to confirm approval 

 

 

- Once verified, Navigate to Approvals > Purchases to check the Purchase Order. This will drop 

out after a few minutes 

-  

 

 

 



- The completed purchase order also shows under Entity home > Purchases 

 

 

 

- Navigate to the Voucher details page, the ‘redeem’ and ‘Approve’ button will now appear. 

To redeem the voucher with Service NSW, select Redeem. If you can release funds from your 

club bank account, select Approve.  

 

 

 



 

 

- NB. Stripe charges a 1.5% fee to any approvals- this is total is provided + referenced under 

the Voucher Program Ts & Cs 

 

 

- Reference number will indicate the redemption has been received by Service NSW, 

clearance date will show when funds have left the bank account  


