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HOW TO CONSOLIDATE BUSINESS 
ACCOUNTS IN DIGITAL BANKING
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CONTACT THE SIGNERS FOR YOUR ACCOUNTS

The first step in consolidating accounts is to contact the signers who 
manage those accounts to login to the new digital banking experience. 
They will need to create their own username and password before they 
can access the accounts they’re responsible for.
Once that is complete, your signers can proceed with consolidating 
multiple accounts under a single login.  

Note: Each signer for a business membership can have up to 5 consolidated 
accounts within business digital banking. 
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1. LINK A MEMBERSHIP

When logged into digital 
banking, go to the left 
panel menu:
✓ Select Services
✓ Select Consolidate Memberships

When the page loads:
✓ Click Link a Membership
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2. ENTER CREDENTIALS

Add required information 
for the membership you 
wish to link:
✓ Enter username
✓ Enter password
✓ Click Continue

Note: the membership you’re linking 
must already be set up in our new 
digital banking experience.
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3. REVIEW AND CONFIRM

Check the membership 
information is accurate

Click Confirm

You may be asked to enter 
a one-time security code.
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4. VIEW CONFIRMATION

Click Transaction Details 
to see information about 
the membership you have 
just linked.

Click Back to Consolidated 
Memberships to see all 
linked memberships.
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5. UNLINK MEMBERSHIP 

If you need to unlink 
a membership:
✓ Click Unlink beside the name 

of the membership you wish 
to remove.

✓ Click Confirm
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5. UNLINK MEMBERSHIP 
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6. VIEW BALANCES FOR ALL ACCOUNTS

Click Home in the left panel 
menu to see a summary of 
your accounts.

Click the drop-down menu to 
view all account balances.
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7. TRANSFER MONEY 

To transfer money between 
linked memberships:
✓ Click Transfer Money in the left 

panel menu
✓ Choose the accounts you are 

transferring money to and from
✓ Enter the amount of money 
✓ Choose how often to transfer 

the money
✓ Click Continue
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FREQUENTLY ASKED QUESTIONS

What’s a signer?
A signer is an Authorized Signatory 
who is authorized by your business 
to sign binding agreements, access 
accounts and perform transactions, 
make changes to the business 
relationship with the credit union, 
designate Authorized Users, and 
designate delegates (typically your 
staff) to carry out daily banking 
transactions.

A Signer can access and manage 
accounts with the credit union. There 
are two types of signers: Authorized 
Signatories and Authorized Users.

Authorized Signatory
An Authorized Signatory is a 
person authorized by the 
business to:

✓ Sign binding agreements 
on behalf of the business

✓ Access accounts and 
conduct transactions

✓ Make changes to the 
business relationship with 
the credit union

✓ Designate Authorized Users
✓ Appoint delegates

Authorized User
An Authorized User is 
appointed by an Authorized 
Signatory and can:

✓ Access account information
✓ Perform day-to-day banking 

transactions and account 
maintenance activities

✓ Appoint delegates

Authorized Users cannot 
make fundamental changes 
to the business relationship 
with the credit union.
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FREQUENTLY ASKED QUESTIONS

How can I get someone to do my banking for me?
Both Authorized Signatories and Authorized Users can appoint delegates to assist with 
account management. Delegates can be assigned 1 of 2 access levels:

✓ Read Only: View account information only
✓ Initiator: Initiate transactions that require approval from an authorized signer before processing

If you hire an accountant, a bookkeeper or even a family member to keep your business 
finances in order, you may find it helpful to give them access to digital banking.

With business digital banking, you can authorize a delegate to view your account 
statements online at their convenience, without the hassle of paper statements. You can 
also authorize delegates to initiate transfers and bill payments. They start the process; 
you finish it by approving or declining each one. See our guide: How to set up Delegates.
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FREQUENTLY ASKED QUESTIONS

How many memberships 
can be added?
Each signer for a business 
membership can have up to 5 
consolidated accounts within 
business digital banking.
Signers will only be able to view 
the consolidated accounts they 
own (e.g. personal bank 
accounts) and/or the accounts 
where they are listed as a signer 
for the membership.

How do I remove a 
membership?

1. Click Services

2. Click Consolidate 
Memberships

3. Click Unlink on the account 
you wish to remove

4. Click Confirm
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Why am I being 
prompted so often for a 
one-time passcode?
You may notice more prompts if 
you're new to online banking, 
while the platform learns your 
typical login behaviour. Saving 
your device as a preferred 
device will reduce how often 
you’ll be prompted for a one-
time passcode.
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FREQUENTLY ASKED QUESTIONS

What else is changing that I should know about?
1. Ask your signer to login and set up their 

new username and password.

2. You’ll need to set up delegates again if you prefer to assign 
people to carry out your daily banking. Delegate information 
was not carried over into the new digital banking experience. 
See our guide: How to Manage Delegates.

3. You may need to re-connect any accounting software you 
previously used, such as QuickBooks. If you try reconnecting 
and experience issues, please report this to the company 
that makes the accounting software. 

What are the benefits of 
the new business digital 
banking experience?
In addition to benefits available to 
all members, business members 
can add up to five consolidated 
memberships and an unlimited 
number of delegates. 
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