Website and On-line Services: Sheffield Credit Union
At Sheffield Credit Union, you can now manage most of your everyday account needs through the on-line
area of our website. This guide tells you how to apply for a loan whether you are a member or not, and how
to join and apply for a loan if you are not a member already.

Even if you are not yet a member, you can join and apply for a loan this way.
If you know you would like to apply for a loan, click on “Apply for a Loan” – if you are not a member, it will
take you through the joining process first. Have your passport or driving licence ready, if you have one. You
are less likely to have to provide more information to the office if you have either of these. Use the “Join us”
link instead if you simply want to join to save.

When you have clicked to apply for a loan online, you will be taken to a screen where you need to indicate if
you are a member already. If yes, you will need to provide your member number. If no, you will need to
provide your National Insurance Number. If you do not know your member number, please ring the office
on 0114 2760787 or email admin@sheffieldcreditunion.com.

If you are a member, you will be able to progress straight to the loan application

You will need to work through each step, and click on “next” when you have completed that page. You can
click back if you realise you need to amend anything through the process. If you aren’t sure about anything
– such as the loan term or loan amount, please enter the values you feel would be most suitable for you.

You will need to complete all of the required fields, or you will not be able to progress to the next step.

In the income and expenditure section, you will need to enter something in each box, even if this is zero.
Whichever column you choose to fill, the other columns should auto-fill with the equivalent amounts.

Where you are ticking to agree to terms and conditions, you will see a link to click to read the guide or
information that is being referred to before ticking .

Please make sure that you follow the instructions to email, send or drop in your bank statements and proof
of income, as we cannot assess your loan without this information.

If you are not already a member, you will need to follow the instructions to join as a member before
completing the loan application shown above.
When you have applied, you will receive an email receipt for your application and an email showing the
information you have submitted. Please check your junk box if you do not see these.

JOINING AS A MEMBER TO ACCESS SAVINGS, LOANS AND OTHER SERVICES
Please note, the membership fee must be paid in order to apply for any of our products and services,
including loans.

Enter your Driving Licence number or Passport number very carefully. If this passes the ID check, you will
not need to bring further ID to the office. If you would rather join in the office and bring your ID and proof
of address, this can be done, and the joining fee will then be only £2 plus £1 savings deposit.

Next of kin is required – this should be somebody who you would wish to leave your savings to should
anything happen to you.

The additional information is useful to us. If you select “do” accept marketing and wish to have statements
by email, we will only send this from Sheffield Credit Union. We do not send marketing from other
companies. This helps us to keep you informed, and reduces the damage to the environment.

Once you have completed your application, you will be invited to apply for a loan straight away. Please
complete all the fields and follow the instructions, or simply close the screen if you simply wish to join and
save at this point.
Again you will receive a receipt for your membership application and a copy of what you have submitted in
an email, along with reminder instructions of how to pay your membership fee. Please check your junk box
if you do not receive these.

On-line Services: A Guide to your 24-7 account access
So, you are a member and you want to access your balances, make withdrawals and see your transactions
on-line. How do you do this? Click on “ONLINE SERVICES”

Click to “Register Here” if it is the first time you have visited the on-line area.

Complete all parts of the simple registration form and click the blue button at the bottom to register.

Once you receive your email confirmation, you can go back to “ONLINE SERVICES” and log on by entering
your details. Make sure you keep your passwords and PIN number safe, and do not tell these to anybody
else.

Complete your details on the screen, clicking NEXT and entering your password at the next screen, then
“LOGIN”. If you have forgotten either your password or your PIN, follow the instructions on the screen.

At the summary, click to continue.

You are now in your secure area. On the right is a list of what you can do here. Click on each one to explore
your account and the functions that are available.

From the Balance Enquiry screen, you can click on “View Statement” to see your transactions. The following
sections will take you to another part of our website, where you can find the information or form or make
the application you require:




Downloadable forms
Loan application
Loan calculator

Contact Us will bring up a separate box for you to send a secure enquiry to us. We will contact you in
response as soon as we can.

The most popular use of the on-line area is “Withdrawal request”.
You can withdraw from your Share 1 and Share 2 accounts. You must enter the bank sort code and account
number very carefully as we will send your money to the details you enter here. Do not enter a reference
unless you have a Building Society roll number. Any other reference will be regarded as a bill payment and
you will be charged £2. If you have registered a bank account with us, this will appear in your “stored
accounts” box.
We hope you find the on-line area easy to use. If you need any further help or information, please call 0114
2760787 or email admin@sheffieldcreditunion.com.

