[EXTERNAL] How to Add a New &
Category for Categorizing Transactions = " &roe™™

1 Step 1: Log in to online banking or the mobile app using your credentials.
online.vermontfederal.org

Step 2: Select the Account

» Choose the account that contains the transaction you want to update.

* Click on the specific transaction for which you want to change the category.
Step 3: Edit the Category

* Click on the blue hyperlink that shows the current transaction category.
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Step 4: Add a New Category

* Click the plus (+) icon to add a new category.

* Type the name of the new category and press Enter.

A This is a crucial step—pressing Enter confirms the new category.
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Step 5: Apply to Future Transactions (Optional)
If you want this new category to be automatically applied to all future transactions
with the same description:

» Check the box labeled something like “Apply to all future transactions with this
description.”

* Click Save
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If you have any questions or need further assistance, please reach out to the call
center team (888) 252-0202. Thank you!



