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ClassWallet Registration
Once you are identified as a qualified provider for 
the UFAS program, you will receive an email with a 
link to the ClassWallet website. Your registration 
will NOT be deemed complete until you create 
your ClassWallet account and verify your bank 
account.

Click on the “CREATE AN ACCOUNT” button to 
get started.

The first step is a short online enrollment to create 
your account and the second step will be to link 
your bank account once your account is set up. 

Please be sure to have your bank account and 
routing number and a W-9 form that will be 
provided online.
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ClassWallet Registration: Enrollment
When you click the “Create Account” button you will be directed to a quick 5 step sign-up wizard: 

1. Provide information about your company. Please ensure the information entered here is exactly as entered on your 
Qualifying Provider application. Your ClassWallet registration will not be deemed complete if the information does not match 
your application.

2. Accept the terms and conditions.
3. Set up your account. Provide your name and family point of contact email and set up your password and security question.
4. Review and submit your information. If anything requires a correction, simply click the edit button.
5. Once complete, click “Accept” to log in to your account and finish the enrollment process.

Click here to view more information: https://kleo.force.com/classwallet/s/article/Enroll-DirectPay-Vendor

https://kleo.force.com/classwallet/s/article/Enroll-DirectPay-Vendor


Linking Your Bank Account
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Link Bank Account
In order to receive payments, you need to link your bank account within your ClassWallet account. Click 
the “Link Account” button to begin linking your bank account. This will start another wizard.

Steps 1- 5: Enter your bank account information (account number, routing number, bank name, name on 
account, and display / nickname for bank)

Step 6: Complete the W-9 Form

Click here to view more information: https://kleo.force.com/classwallet/s/article/Link-bank-account-DirectPay-Vendors

https://kleo.force.com/classwallet/s/article/Link-bank-account-DirectPay-Vendors


Receiving Payments

8



Invoice Guidelines
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To receive payment approval, a complete invoice must be provided for UFAS recipients.
The invoice must be uploaded into ClassWallet by parents in PDF, JPEG, or PNG file format.
No handwritten documentation will be accepted.

Documentation must include the following:

● Scholarship Student’s Full Legal Name: The invoice must include the full, legal first and last name of the 
scholarship student(s). The student's full legal name may be in an itemized line item OR at the top of the 
invoice.

● An invoice may only have approved items or services related to the scholarship students named. 
● Name of the Qualifying Provider: Provider that offered the services or materials.
● Date(s) of Service: Dates when the educational service was provided or when the educational material was 

purchased.
● Invoice Date: Date on which the invoice was created.
● Itemized List of Scholarship Expenses: Provide a detailed description of each expense related to the educational 

service or material. The invoice may not include any items or services that are not an approved expense. If the 
item is prohibited, or if pre-approval was required and not obtained, the invoice will be denied in ClassWallet.

● Total Amount Due: Clearly state the total amount that is due for the educational services or materials provided. 
Taxes and fees are included.

● Payment Due Date: Include the date by which the payment is due.
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Visible and Ready for Payments
Within 24-48 hours of verifying your bank account, your business will be made visible to parents and they can 
begin issuing payments. Parents will be required to provide an invoice and/or other required documentation as 
outlined by the UFA Program Manager, ACE Scholarships. View the UFA Provider Handbook.

If you wish to view the process 
as a parent user, you can:

• view step-by-step instructions 
here: 
https://classwallet.my.site.com/
classwallet/s/article/How-to-pa
y-a-vendor

• or watch a short 2-minute 
video here: 
https://youtu.be/vt0oLysesB4

https://ufascholarship.com/wp-content/uploads/2024/02/UFA_Provider-Handbook.pdf
https://classwallet.my.site.com/classwallet/s/article/How-to-pay-a-vendor
https://classwallet.my.site.com/classwallet/s/article/How-to-pay-a-vendor
https://classwallet.my.site.com/classwallet/s/article/How-to-pay-a-vendor
https://youtu.be/vt0oLysesB4
https://youtu.be/vt0oLysesB4
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Vendor Settings | Vendor Profile
As a DirectPay vendor, you will be able to view how your Company name is listed on the platform and add your company’s 
website.

DirectPay vendors can add a description that will enable customers to have a better understanding of what product and/or 
services your company offers.  You may also update your business and billing addresses and choose whether those addresses 
are visible to users.
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DirectPay User Management

The DirectPay User Management tile 
allows DirectPay vendor 
owners/administrators to add and 
manage users. Vendor account 
administrators can invite other team 
members to access the vendor account 
and control their level of access by 
designating them either as an 'Admin' 
or 'User.' 

Admin: Acquires all of the User 
permissions, plus the ability to Invite 
other Users and Administrators, update 
the linked bank account for payments, 
and manage vendor profile information.

User: Can view Payment Reports and 
manage their own Credentials. 
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Records for Approved Payments
When a payment is approved, you will receive an 
email confirmation from ClassWallet it will contain 
a link to all the images that the user has uploaded. 

This link will expire in 7 days.
   

A more permanent record is available in the ClassWallet 
vendor application:

• Log in to your ClassWalllet account at 
vendor.classwallet.com

• Open the payment report
• Click on the row of the transaction and the image will be 

available under the order info.

https://vendor.classwallet.com/
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Processing Fee

ClassWallet payments for Direct Pay vendors are subject to a 2.5% processing fee which 
is applied to the entire payment amount.

   

Amount For Services/ Goods Total Invoice Amount to User $500.00

Processing Fee* 2.5% $12.50

*2.5% of $500 = $487.50 settlement amount

Example:

*More information on the 2.5% processing fee can be found here. 

https://classwallet.my.site.com/classwallet/s/article/2-5-Fee-information-for-Direct-Pay-Vendors-Processing
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View and Access Reports
We have updated the transaction report to include a transaction ID, processing status and last updated date to 
the existing report. Upon ACE Scholarships approval of the payment, the provider will receive confirmation, along 
with any uploaded documents. Most transactions settle to the bank account linked within 2-10 business days.

1. Queued =  These transactions are being readied for processing.
2. Initiated =  These transactions have been sent to our processor.
3. Processing = Funds are moving between accounts. User Account -> Processor Account -> Your Account
4. Settled = You should see the deposit in your bank account

Transactions can be cancelled or 
returned and that will show up in the 
status as well.

All banks receive the transaction ID 
when we send an ACH. Not every bank 
will display it conveniently (though most 
do). That said, you should be able to run 
a report and get it from them.
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General Questions About Security

We highly value your security. We have complete SOC1 audits and spend a great deal of effort to ensure 
that our platform is secure.

Sharing Information and Files
All data at ClassWallet is stored securely and classified according to the data classification policy.  
ClassWallet is SOC compliant and subject to annual reviews by third-party auditors with regards to our 
data security and privacy policies.  All data transmitted over public and wireless networks is encrypted 
with strong encryption techniques. 

Our partner stores the bank account information independent of any personal information about the 
user. What they do store is never stored anywhere other than their encrypted, vault-like servers that are 
protected both physically and electronically. Most of their storage servers are not connected to the 
internet and can only be accessed by a single IP address that allows them to send withdrawal and deposit 
requests directly to the bank. This limits the exposure of ClassWallet users financial information.

View more information here: General questions about security

https://kleo.force.com/classwallet/s/article/Why-your-data-is-super-secure-when-you-apply


Contact ACE Scholarships for questions 
related to:

● Program administration
● Application process
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Contact Information for Questions

Contact ClassWallet support for questions on:

● Anything related to your ClassWallet 
registration, account, and payments

● Start a live chat or view ClassWallet’s Knowledge Base 
at https://classwallet.my.site.com/classwallet/s/

● Email: help@classwallet.com

Customer Support Hours:
Monday - Friday: 6 AM to 6 PM MST

Saturday: 8 AM to 2PM MST

● Website: https://ufascholarships.com
● Email: support@ufascholarship.com
● Call: (385) 503-8327

Customer Support Hours:
Monday - Friday: 6 AM to 6 PM MST

https://classwallet.my.site.com/classwallet/s/
mailto:help@classwallet.com
https://ufascholarships.com
mailto:support@ufascholarship.com


Thank You!


