MEMBER INFORMATION GUIDE - PERFORMING COMMON TRANSACTIONS
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HOW TO PAY A BILL

1. To make a bill payment to an existing payee, hover your mouse over the “Transfers &
Payments” tab along the menu bar and select “Pay bills” under the “Payments” section
on the righthand side of the drop-down menu.

Note: A CUA staff member will need to add your first payee to your account. You can
do this by visiting your nearest branch or calling CUA’s Customer Contact Centre at
902.492.6500. Thereafter, you can add or remove payees by selecting “manage
payees” under the “Payments” section of the “Transfers & Payments” menu.
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2. From the ‘Pay Bills’ page select the account you would like the payment to be made
from.
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Would you like to make payments on a regular basis? Select the “Recurring Payments” option.
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2.1 To make an immediate, one-time payment, 1) select the ‘Make Payments’ icon in
the middle of the page (this is the default selection). Next, 2) enter the amount you
would like to pay and 3) the payment date next to the associated payee(s). There is
no limit to how many bills can be paid at once. The total amount of funds being paid
will be displayed at the bottom of the screen. Next, 4) click ‘Continue’ at the bottom
of the screen.
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2.2 To set up recurring payments, 1) select the ‘Schedule recurring payments’ icon
in the middle of the page. Next, 2) select a payee, as well as a 3) payment amount,
4) frequency and a 5) start and 6) end date for the recurring payment schedule.
Once you've entered all the information, 7) click ‘Continue’ at the bottom of the
screen.
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3.

In both cases, you will then be asked to confirm your payment details. If everything
appears correct, select ‘Continue’.

Note: To edit the information, select ‘Back’. You can also select ‘Cancel’ to navigate
back to the home page.
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4. After confirming your payment details, you will be brought to a confirmation screen
stating your payment was successfully completed. You then have the option to print
or export the page for your records. You are also able to add this as a favourite
transaction or navigate to a different page.
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HOW TO TRANSFER FUNDS BETWEEN ACCOUNTS

1. To send a transfer, hover your mouse over the ‘Transfers & Payments’ tab along the
menu bar and select ‘Transfer Funds’ under the ‘Transfers’ section on the lefthand
side of the drop-down menu.
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2. You will then be brought to the ‘Transfer Funds’ page. First 1) select the account you
wish to transfer the fund from.

To transfer funds between your accounts, 2) select ‘My account’ within the ‘Transfer
to’ box and 2.1) choose the account you want the funds transferred to from the
dropdown menu.

To transfer funds to another CUA member select this option and enter the
recipient’s CUA account number.

Next, in the ‘Transfer details’ box, 3) enter the amount you would like to transfer. 4)

Then, choose an immediate transfer, to schedule a transfer for a later date/time, or

set up a recurring transfer (e.g., moving funds to savings account biweekly, sending
rent payment monthly).
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You can also choose to add a memo before 5) selecting ‘Continue’ to proceed to the
confirmation page.
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3. You will then be asked to confirm your transfer details. If everything appears correct,
select ‘Continue’.

Note: To edit the information, select ‘Back’. You can also select ‘Cancel’ to navigate
back to the home page.
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4. After confirming your transfer details, you will be brought to a confirmation screen
stating your transfer was successfully completed. You then have the option to print
or export the page for your records. You are also able to add this as a favourite
transaction or navigate to a different page.
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HOW TO DOWNLOAD A VOID CHEQUE

1. To download a void cheque, hover over the ‘Accounts’ tab along the main menu.
Select ‘Download void cheque’ under the ‘Cheques’ section on the right-hand side of
the drop-down menu.
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2. From the ‘Download Void Cheque’ page, begin by 1) selecting the account you want
the details of your void cheque to reflect. Then, 2) select ‘Export’ at the bottom of the
page. Your void cheque will automatically download as a pdf document. You can
then email or print the document as needed.

Note: This is sensitive information and should not be stored on a public computer.
Please ensure you store this document in a secure location.
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HOW TO DOWNLOAD A VOID CHEQUE (MOBILE APP)

1. To download a void cheque on the mobile app, select the ‘Activity’ option in the
bottom-right-hand side of the screen.
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2. From the ‘Activity’ menu, select ‘Download Void Cheque’ from the list.
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3. From the ‘Download Void Cheque’ screen, begin by 1) selecting the account you
want the details of your void cheque to reflect. You can move through your various
accounts by pressing the arrow on the right-hand side of the account box. Then, 2)
select ‘Export’ at the bottom of the page. Your void cheque will automatically
download as a pdf document. You can then email or print the document as required.

Note: This is sensitive information and should not be stored on a public device.
Please ensure you store this document in a secure location.
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