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1. Adding Bank Account 

1.1 Click the ‘Administration’ tab, then click ‘Banking Details’ 

  

1.2 Click the Create button 
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1.3 Click ‘Existing Bank’, then click the magnifying glass by ‘Bank Name’ and enter 

your Bank Name in the box that appears, then click ‘Go’ 

 

1.4 Click the ‘Quick Select’ button next to your Bank name 
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1.5 Click ‘Existing Branch’ button, then click the magnifying glass by ‘Branch Name’

 

1.6 Click ‘Go’ 
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1.7 Click the ‘Quick Select’ button next to your Branch (routing) number 

 

1.8 Enter Account Number 
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1.9 Click ‘Show Account Details’ 

 

1.10 Enter ‘Account Type’ as either Checking or Savings, then hit ‘Enter, then Click 

Quick Select button 
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1.11 Click the ‘Save’ button 

 

1.12 You’ll receive the below message.  

 

1.13 Once approved you’ll receive an email like the below 
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