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My Account

Overview

My Account is the hub for overseeing your Voila account. This section lets you access and review

your account particulars and comprehensive billing data.

This guide outlines how to modify your account information, including your Company Name and
Password. It also delves into essential topics such as Charge Rates, Credits, Shipment Tracking,
and the process of extending invitations to new Users within your account's purview. Lastly, it

provides a step-by-step walkthrough on accessing, downloading, and printing invoice details.

Account Details

Navigating to your account page involves selecting "My Account" from the menu situated on the

left-hand side.

The first highlighted section is the "Company Name" field. This field contains the name you
provided during your account registration on the Voila platform. To modify this, click the "Edit
Company Name" button. This action prompts a window to emerge, allowing you to input a new

company name. Once entered, you can save the changes.

Similarly, the subsequent highlighted section allows you to alter your password. Much like the
process above, clicking the "Change Password" button triggers the display of a window. This

window permits the configuration of a new password for your account.

Click to Play or Pause the Video

Users



You can extend invitations to other users, granting them access to your account's data. It is
beneficial when you want individuals from your business or affiliated enterprises to view request

logs and related information.

To initiate the invitation process, navigate to the "Edit Users" section and select "Invite New User."
Input the recipient's email address, choose the user level, and proceed by clicking "Send Invite."
Opting for the "Administrator" role confers complete platform access, while the "Limited" role

permits viewing access without the ability to make alterations.

Please beware that using an already registered email account in the system might yield an

error, as each user must have a unique email address.

Upon dispatching the invitation, an email will be forwarded to the specified address, marking the
invitation's status as "Pending." You can "Delete Invite" or "Resend Invitation Link" through the

adjacent icons, particularly if the initial invitation email wasn't received as expected.

Once the recipient receives the email, they should select "Accept & Create Account." This action
leads them to the Voila registration page. Here, they can input an account and company name and

set a secure password for their account.
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Credits and Shipment Tracking

In the section labelled "Charge Rates," you'll find a breakdown of the credit costs associated with
each API task. It enables you to estimate your monthly credit requirements. For instance, if
creating a label consumes one credit under a monthly plan, and you anticipate generating 100

labels within a month, your credit needs will amount to 100 credits solely for label creation.

Moving on to the plan details, you can determine whether you're enrolled in a monthly subscription
or utilising the "pay as you go" model. Additionally, you'll have insight into the remaining credits

available for the ongoing cycle.



e Pay As You Go: By opting for this choice, you can purchase additional credits whenever
you exhaust your current balance or at any time you deem fit. It can be done by simply
selecting the "Topup Credits" option.

e Monthly Subscription: If you select the monthly subscription, you'll be charged a fixed fee

every month. This will grant you access to a specific allocation of shipments per month.

Furthermore, the "Shipment Tracking" section lets you turn this tracking feature on or off according
to your preferences. For more comprehensive information regarding the tracking functionality,

please consult the "How to Set up Tracking on Voila" document.

Lastly, the invoice history section lets you review and download your invoice details. To do so, click

the download icon adjacent to the relevant invoice entry.

\9 Your Account

Manage your Shipping account.

Account Details Your Plan

Despatch Cloud H Growing Rapidl!
10,000 Credits g Rapidly?
System ) R To avoid overage charges speak to your account manager about
Edit Company Name () 9,614 Credits Remaining upgrading.
[mm] Demao Client
democlient@despatchcloud.com More products from Despatch Cloud
(Y Ghange Passwond
Unlock for Streamline your Returns in
22 Channels Returns.
1 i ]
e growth today! minutes! s
b4 0 Active Users Supercharge your business sales by opening new markets With our Returns portal you can give your clients an easy-to- e
Eiiaera and new territeries in one simple to use platform. Our use returns experience in minutes, offering convenisnce
= Channels product connects to over 200 marketplaces and e = across the World. Connect your sales channels and Courier romics
[=5] commerce platforms around the world allowing you to sell by contract to allow customers to quickly chose what they are N
24/7. Rest sasy knowing we have your inventory levels returning and how they want to return it. Set your manual
System Default Units covered over all platforms at once while you get on with retumns processes free today and join the simple returns
@ running your business. revalution, e
cm, kg, GBP f1io0) e
% Edit Units Find out more
Shipping Addresses
See Invoice History ~
© You do not have any shipping
@ addresses saved
Invoice Due Date Status exVat Total
Add Shipping Addresses
#110650000000673047 - 15th June 15th June 2022 Pending £208.33 £250.00 3
#1106500000004653001 - 15th May 15th May 2022 Pending £208.33 £250.00 E3
614 #1106500000004634001 - 15th April 15th April 2022 Pending £208.33 £250.00 E3
® #110650000000616001 - 5th March 15th March 2022 Pending £208.33 £250.00 &


https://shipping-documentation.despatchcloud.app/books/knowledge-base-MSm/page/shipment-tracking-dashboard-on-voila
https://shipping-documentation.despatchcloud.app/uploads/images/gallery/2025-03/my-account.webp

