
Online Banking FAQs  



 Once logged into online banking, click the             
to the left of your account balance and then 
click on Transaction History. 

To View Transaction History 

 Alternatively, you can click on the account 
number below the account sub type.   



To View Transaction History 

To view the next 
page of transaction 
history click on the 
next page number or 
click Next. 

 The current month’s transactions will be 
displayed. 

 To view a different time period click the down 
arrow to the right of This Month and select 
from the options. 

 To export the transaction history 
displayed, select the file type you 
would like the transaction history 
to open in.   

 Only the transactions displayed 
on the current page will be 
included in the export file.   

 To export subsequent pages of 
transaction history, click Next and 
select the file type to export.  



 To view an image of a cheque, in 
the Transaction History click on 
the down arrow under Cheque 
Image. 

 Select Front Image to view the 
front of the cheque. 

 Select Back Image to view the 
back of the cheque. 

 Note, cheque images prior to 
May 1, 2018, may not be 
available.  

To View Transaction History - Image of Cheque  



Extra Tools & Options  

By clicking on Extra Tools & Options on the left tool bar, additional features 
will be displayed.  

You have the ability to 
change your statement 
from paper statement to 
internet statement and 
vice versa by clicking 
Statement Options and 
then clicking Change as 
shown to the right. 

 If you select Paper Statements, statements will be printed and available for in branch pick up or can be 
mailed to you for a fee (contact the branch for further details regarding mailed statements).   

 If you select Internet Statements, your statement will be available on the 1st of the following month in PDF 
form by clicking on eStatements.   



Pay Bills - Add New Payee  

 Effective May 1, 2018, all members using online banking will need to re-enter their payee information for paying bills online.   

 If at anytime you would like assistance adding payees to your online banking, please contact either branch or bring your bills into the 
credit union and someone will be happy to assist you.   

To add a payee, click 
on Pay Bills and then 
click on New Payee.  

Select the Payee from 
the drop down menu 
or enter a word to 
search the Payee. 

 Enter the account number and a 
description/nickname for this bill.  Click Add 
New Payee. 

 You will then be asked to review the payee’s 
details and select Confirm to save.   



Transfer Money Between Accounts 

You can transfer money between your 
accounts at the Credit Union or send an 
Interac e-Transfer by clicking on Transfer 
Money  

Choose to send the 
transfer now, later or set 
up a recurring transfer. 

 Select where the transfer is from. 

 Select the destination account where 
the transfer will go to: 

 My Account is the account you 
are logged into. 

 By clicking on My Account, any 
related accounts set up for 
online banking transfers will be 
displayed.   

 If you would like to set up 
related accounts please contact 
the Credit Union. 

 Select which sub-account to transfer 
to. 



Online Banking from a Smart Phone 

Click the four lines to 
access the menu tab 
which contains the 
following options: 

 My Accounts  

 Transfer Money 

 Pay Bills 

 Extra Tools & Options 
 Click here to return to My 

Accounts. 

 Click here to log out of 
online banking. 

Click here to view 
transaction history. 


