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Step 1: Log into online banking
Step 2: Select the “Transfers & Payments” tab 
Step 3: From the drop down menu, select “External Transfers”

How to set up external transfers in online banking



Step 4: Select “Schedule External Transfer” 

Step 5: To add an external account, select “+ Add an Account”. (If the 
external account is already listed, please proceed to Step 9)



Step 6: Enter the requested information for the external account you would 
like to add



Step 7: Select “Continue” 

Step 8: After the account has been added, select “Schedule External 
Transfer”



Step 9: Choose the account you would like to transfer money from
Step 10: Choose the account you would like to transfer money to
Step 11: Enter the amount of money you would like to transfer



Step 12: Enter the date for the transfer to occur
Step 13: Check “Repeat” if you would like this transfer to repeat and enter 
occurrence and duration information requested
Step 14: Check “I agree to the Terms & Conditions”
Step 15: Select “Schedule Transfer”



Step 17: Select “Continue”

Step 16: After reviewing the information, select “Schedule Transfer”
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