
Setting up a direct debit via the members portal.

Step 1: Log on to your members portal. If you do not have access to the members portal
please contact Tracy on: helpdesk@coworkz.co.uk
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Step 2: An email containing a link will be sent to your registered email address. Click on
the ‘Log In’ link.



Step 3: Click on the ‘Billing & Payments’ option

Step 4: Click  on the
‘Accounts Setting’
tab.

PAGE 02



Step 5: Click on the ‘+ Add New Payment Method’ tab.
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Step 6: Complete all sections below, click on the tick box
to confirm you accept the terms & conditions.

Step 7: Tick the ‘Continue to Setup Confirmation’.



Step 8: Now switch on the ‘Auto Pay’ toggle. This will
allow payments to be collected. 
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