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1.  Go to www.greenstonefcs.com and click on  
My Access in the upper right corner.

2.   Login with your My Access username and 
password. If you do not have a My Access 
account, click here to learn how to create one. 

     You may periodically be asked to update your 
username, password or security questions for 
added safety.

3.   Welcome to the home page of online banking! 

You will see the three tabs for online banking - 

accounts, transfers and profile.

Welcome to our online banking system user guide. We believe you will find the system to be intuitive 
and easy to navigate, but if you desire more detailed instructions, this handy guide is for you!

OPENING ONLINE BANKING



1.   Account Summary is an overview of all your accounts. 
To see account activity, click the “Account Nickname” 
or the second drop down under the accounts tab. 

2.   Account Activity shows recent account 
transactions. Select the appropriate radio button 
for the time period you would like to view. Click on 
“Spreadsheet” to download as a Microsoft Excel file.

3.   Under Account Details you will see the Account Name 
and Account Nickname, along with other details. 

4.  If you would like to add nicknames to your accounts, 
click on “Change” to update the account nickname. 

Enter new nickname and “Save.”

5.   Click on eStatements under the Accounts tab.  
Select “Click Here” to view your electronic statements 
(eStatements), which are a summary of transactions 
during that period. Click on the dropdown to select 
different years.

6.   A Stop Payment option is available for revolving lines of 
credit accounts only, and allows you to stop payment 
on a single check or a range of checks. Enter the 
payment account, the check number and amount and 
click “Submit.”

ACCOUNTS



7.   WebConnect allows online banking to link to accounting 
software systems QuickBooks and Quicken. Click 
“Account Name” and “Start and End Date” to begin 
download. Additional, more detailed resources about 
WebConnect are available on My Access. 

8.  PayNow is a feature allowing you to pay loans from 
an external account. You will be able to use this 
once the loan has a bill generated and pending 
amount due. Click on “PayNow” to open a payment 
window like the one below. The feature defaults to 
selecting all; select only the accounts to which you 
would like to transfer funds.

ACCOUNTS (CONTINUED)



1.   Select the “From Account” and the “To Account” 
appropriate for your transfer. Enter the amount and 
scheduling option, as well as a description of the transfer.

      Once all required information for the transfer has been 
entered, click “Submit.”

      Please note: Using the new Online Banking System, 
the external transfer amount will arrive in destination 
account the business day following the scheduled 
transfer date. Please note that external transfers do 
not occur on weekends or federal holidays, so please 
schedule transfers accordingly. Internal transfers will 
take place on scheduled date.

     Examples:

     •  If your funds need to arrive to an external destination 
account on Wednesday, December 2, schedule the 
ACH transaction for Tuesday, December 1 before 5:00 
p.m. Eastern time. Funds will debit from your account 
on December 2.

     •  If you need funds to arrive to an external destination 
account on Monday, December 7, schedule the ACH 
transfer for Friday, December 4 before 5:00 p.m. 
Eastern time, which is the business day prior to the 
date funds must arrive in the destination account. 
Funds will debit from your account on Monday, 
December 7.

     •  If you need funds to transfer to an internal 
GreenStone account on December 2, schedule 
transfer for December 2 before 5:30 p.m. Eastern 
time. Internal transfers take place on the scheduled 
date if done before 5:30 p.m. Eastern time.

2.  Review your current scheduled transfers and the 
transfer history of your accounts. If you have 
pending scheduled transfers, you will be able to edit 
by selecting the “pencil” icon. Rejected and canceled 
transfers can be viewed in the lower section. 

3.   Unlinked Accounts are other GreenStone accounts 
that are not linked to your account. Choose “Account 
Type” in the drop down, enter Account Number and 
confirm it. Add Account Nickname if desired. 
Click “Continue.” 

     Please note: for unlinked accounts, the only available 
activity is transferring funds to the account.  

 

4.   External Accounts are accounts held with financial 
institutions other than GreenStone. To edit, click on 
the “pencil” icon to the right. To delete, press the 
“trash can” icon. To verify the account, click the 
green verify link.

TRANSFERS



5.   To add an external account, click on the “Add 
External Account” button. Enter the routing number, 
account number and account type, which can be 
found on your bank check. Then click “Submit.” 

6.   As a security feature, to ensure the external account is 
established properly, two microdeposits (under $1.00 
each) will be added to your external bank account 
from Farm Credit OLB - Trial Dep. Enter the amount of 
the new deposits when prompted to complete external 
account enrollment. This is a security account feature 
added for your safety.

TRANSFERS (CONTINUED)



1.   Profile Updates include options to activate biometric 
features for your mobile device, which include Face 
ID for iOS or Touch ID for Android. While new devices 
must be added through the mobile app, mobile Touch/
Face ID settings can be updated here.

     To remove a mobile device from your account, press 
the corresponding “trash can” icon.

2.   Fast Balances is a feature allowing a quick and 
convenient glance of account balance and 
transaction history on the mobile app home screen.

3.   To utilize Text Banking, add a mobile number by clicking 
the “Add Phone” button. Click on “Mobile Nicknames” 
button to designate primary mobile device for text 
messaging. Send a text message to the number 60464 
to receive alerts. 

4.   User Activity allows you to review your past online 
banking activity, such as times logged in, transfers, etc. 
This is an enhanced security feature for your safety.

5.   Accepted Disclosures provides the history of past 
disclosure activity. Click on the “magnifying glass” 
icon to review the entire disclosure document.

PROFILES



6.  Users is a view of current authorized users on your 
account. To add another user, including third parties 
such as accounting or payroll vendors, click on the 
“Add User” button.

7.  Once you click on the “Add User” button, you will be 
prompted to fill out the user details below to establish 
their login credentials. Please make sure to begin 
the User ID with the “@” symbol. Complete the 
form and press “Save.” 

8.  The Entitlements feature allows you to establish 
appropriate permissions for added users, such as views 
and transfers.

PROFILES (CONTINUED)

We hope this guide has been helpful in learning to use our Online Banking system! If you need additional 
assistance, please contact the GreenStone help desk at MyAccessHelp@greenstonefcs.com or at 855-895-2761. 
Help Desk hours are Monday - Friday 7:30 A.M to 8:00 P.M. and Saturday 9 A.M. - 3 P.M. Eastern time.


