Employer's guide
to the customer
portal.

How to order Reka Money credit
for your employees.
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1 Introduction

In your personal profile on the Reka customer portal, you can easily manage the distribution
of Reka Money credit: you record your employees' personal data and update entries and exits.

After completing all the necessary steps, we send your employees a letter with QR invoices.
With these, they can obtain their Reka Money credit. Alternatively, we can carry out the Reka-
Card loading for you as requested.

It is possible that certain functions described in this guide are not available in your customer
portal. This depends on the offer provided by your company.

2 Login

Access the customer portal as follows: Log in on reka.ch at the top right under «Login»
with your e-mail address and password. Your login details were sent to you by e-mail after
the contract was finalized.



3 Overview

The home page provides an overview of your offer, news, outstanding invoices or direct access

to the main functions.

Quotas Current month: February 2026

5 Reka-Pay FW Reka-Lunch

200/ Reka-Lunch is means of payment

0 Company share earmarked for catering that can be used
in many restaurants, takeaways and
bakeries all over Switzerland.

Open invoice amount
CHF 0.00

Activate Reka-Lunch —>

To quotas —>

Information
20/01/2026

Communication templates
From now on, you can find new documents for download in the dashboard under
the tile “Communication templates for Reka credit”.

Display all —

Active standing order ()
Bonus payments - all forms of Reka Money

STAFF AMOUNT/EMPLOYEES TOTAL AMOUNT TYPE

"+ Reka-Rail+
Reka-Rail+ is earmarked for use and

exclusively redeemable at public
transport acceptance points.

Activate Reka-Rail+ —>

Bonus payments
Current month: February 2026

Reka-Pay

Reka-Lunch

Reka-Rail+

't Reka Money

Communication templates for Reka credit

Would you like to inform your employees about accessing Reka credit or remind them about it? Use

our practical templates for internal communication.

View templates —>

Employees ()
Search employee

Show all employees —

Q 0 birthdays this month

Order birthday bonus

@ Register departure

Birthday bonuses recorded ()
Bonus payments - all forms of Reka Money

NUMBER OF EMPLOYEES AMOUNT/EMPLOYEE

TOTAL AMOUNT

No data was found

No data was found

Display all —>

Invoices (open)
All forms of Reka Money

INVOICE DATE INVOICE NUMBER AMOUNT STATUS

Display all —>

Letzte Bestellungen
Ereigniszahlungen

DATUM v BETRAG .SU?S °

ERNEUT ZUWEISEN

No data was found




4 Profile settings

You have a «Company profile» and a «My profile» where all your master data is recorded.
You can change this by clicking on the «Edit» button. Under «<Admin management», you can
add additional users and assign permissions.

Main data Address Newsletter and telephone
Company Street Subscribed to Newsletter
Lunch Testfirma Neuengasse 15 No
Customer number Post office box Email
11947 Postfach testial@reka.ch
Status Zip code Telephone number
Active 3001

Town

Bern

Country

Switzerland

Process

Main data

Customer name User-ID

Birthday

Email address

Process
Your registered email address

Mobile number

Process
Your registered mobile phone number

Security setting

Process
«/ Authenticator app activated

Language
Process
Your registered correspondence languat

Password

Process
Your registered password

Address
]

Schweizer Reisekasse (Reka)
Genossenschaft
Neuengasse 15

3001 Bern

Process



5 Reka Money types

Under this menu item, your active offers are displayed. Additional money types can be activated
or an existing offer can be extended.

"y Reka-Pay "] Reka-Lunch & Reka-Rail+

This form of Reka Money is active in your company This Reka money form is not yet activated for your This Reka money form is not yet activated for your
with the following terms and conditions: company. You can activate this form of money at any company. You can activate this form of money at any
time. time.

Staff quotas: CHF 1,500.00

i More information — More information —
Company share: 20%

Possible quotas:

- CHF 960.00 with 50% company share

- CHF 960.00 with 75% company share

- CHF 1,200.00 with 50% company share
- CHF 1,200.00 with 75% company share

Possible quotas - CHF 1,800.00 with 50% company share Possible quotas

- CHF 750.00 with 20% company share - CHF 1,800.00 with 75% company share - CHF 1,000.00 with 20% company share
- CHF 1,000.00 with 20% company share - CHF 2,160.00 with 50% company share - CHF 1,000.00 with 50% company share
- CHF 3,000.00 with 20% company share - CHF 2,160.00 with 75% company share - CHF 3,000.00 with 20% company share

6 Employees

In the «<Employees» menu, your employees' data is imported. Either for individual new entries
via the «Add employees» button or for multiple employees using an Excel template via the
«Import employees» button. Please ensure you use the template provided by Reka. This can
be downloaded from the customer portal at any time. The completed file can then be uploaded
using the import function.

Here you can manage your employees who are entitled to the Reka offer, you can enter new and departing employees or change addresses.

Depending on the order situation, it can take 1 — 2 working days for the employee data entered to be processed and displayed in the list of employees. Many thanks for your patience.

R il

Status Post-processing
Employees () ! ‘
Active ¢ Al = Search employees Q
STAFF NUMBER LASTNAME A FIRST NAME STREET zP Ty REKA-CARD AVAILABLE

No data was found

Enures perpage | 10 ¢

Screenshot nicht identisch mit D



After uploading, records with missing or invalid entries are displayed in the «Invalid» tab.
Changes to the entries can be made directly in the customer portal by clicking the pencil icon
(red framed) behind the respective record. You will then see which entries have errors and
which mandatory fields need to be completed. Once the erroneous records have been correc-
ted, complete the process with «Confirm import». Complete and error-free records can also be
reviewed and edited in the «Valid employee data» tab before confirming the import.

Ungiiltig (1)  Giltig (0) Unbeachtet (0)

Daten der Mitarbeitenden

°\J
°\J
°\J

PERSONALNUMMER NACHNAME A VORNAME GEBURTSTAG KOSTENSTELLE REKA-CARD VORHANDEN

The data of your employees can also be changed under this menu item. Using the search
function, you can find the respective employee. You can then edit the master data.

If an employee leaves your company, record the exit in this register.

Manage departures

Departures recorded ()

STAFF NUMBER SURNAME A FIRST NAME TOWN DEPARTURE DATE ESR DECISION




7 Quotas

In the «Quotas» menu, you assign the desired quotas to your employees or renew them if

needed.

Quotas

Would you like to open new quotas for your staff? Kindly upload the datafile under the tab «Staff» and the function «Import employees». Reka will then open the quotas for you.

To Import employees —>

Status

Assigned quota ()

Al s Search Q
DATE A NUMBER OF EMPLOYEES QUOTA FORM OF REKA MONEY STATUS
14/10/2021 1 Reka-Pay Processed <
02/11/2021 1 Reka-Pay Processed

Entries perpage | 10 &

In the «Reka-Card loading» menu, you assign the desired amount to your employees and carry
out the loading. The amount will be credited to your employees the following day.

Charging the Reka-Card

From here you manage your Reka Money transactions yourself - just the way you want. Please note that authorized orders are always processed on the following day. Loading for your staff
members takes place the following day.

To birthday bonuses-overview — To standing orders for charging the Reka-Card —

Choice of Reka Money form

(®  Reka-Pay (7] Reka-Lunch

Assign new amount Birthday bonus payment
Description Amount per staff member in CHF Amount per staff member in CHF
Next Next

Record new standing order

Description Amount per employee
Periodicity Execute on In the period from To First version Last version Number of payments
Monthly ¢ 1. 200052026 | () 20072026 | 7] | 01/06/2026  01/07/2026 2

Note: payments will always be made prior to Sundays and holidays

Next



8 Sending to employees

After triggering an order, the deliveries to your employees are processed by Reka and the postal
dispatch is initiated. This happens twice a week. Deliveries to employees are sent on Tuesday and
Thursday.

Your employees receive:

- Reka cover letter with login data for the customer portal, including an excerpt from the GTC
- QR invoices to obtain Reka Money credit

- Flyer

9 Event payment

For extraordinary performances, service anniversaries, weddings or retirement, the «Event pay-
ment» function allows for one-time Reka-Card loadings. For recurring orders, set up a standing
order.

Bonus payment

Whether it's for extraordinary performance, a service anniversary, a wedding or retirement, you can't go wrong with Reka's holiday and leisure benefits. It corresponds one to one to the Swiss
franc and can be used in a wide variety of ways.

To birthday bonuses-overview —> To the standing orders for event payments —>

If you have activated several Reka Money forms, select the Reka Money form required for the event payment.

Reka-Pay Screenshot nicht identisch mit D
Allocate a new event payment Birthday bonus payment
Description Amount per staff member in CHF Amount per staff member in CHF
Next Next

Register new standing order for bonus payments

Description Amount per employee
Periodicity Execute on n the period from To First version Last version Number of payments
Monthly s 1 ¢ 20/05/2026 0 20/07/2026 ol 01/06/2026  01/07/2026 2
Note: payments will always be made prior to Sundays and holidays
Next
Status
Allocated bonus payments ¢
All : Search Q

DATE v NUMBER OF EMPLOYEES BONUS PAYMENT REKA MONEY FORM STATUS REASSIGN
26/01/2022 1 TEST 3041 Reka-Pay Completed \g @
21/12/2021 1 test pit Reka-Pay Completed E L
21/12/2021 1 test pit Reka-Pay Completed E Lo

- Entries perpage | 10 ¢



10 Invoices

The monthly invoice will be posted on your customer portal. You will be informed by e-mail.

Postal dispatch is no longer carried out.

Invoices

You will receive a monthly invoice for the Reka credit drawn. All billings and relevant details are accessible here.

5 Reka-Pay

Open invoice amount

CHF 0.00

Invoices Reka-Pay o Fered

Current year 2026 ¢

INVOICE DATE v INVOICE NUMBER TEXT AMOUNT STATUS INVOICE

Search

INVOICE DETAIL

No data was found

Annual reference list

11 Support

Entries per page | 10 ¢

The support section contains answers to the main questions and a tutorial that explains the

main functions of the customer portal.

If you have any questions, we are happy to help: +41 31 329 66 69 or business-support@reka.ch

10



