
Year End Forms Instructions 
 
Go to your name and click the drop down and select “Institution Profile.” 
 

 
 
 
Click the “Add New Contact” button above the Directors, Officers, or Stockholders section to add a someone. 
These will be pulled over directly to the yearend forms. 
 

 
 



 
Enter the Director, Officer, or Stockholder information and click submit. 
 

  

 
  



 
 
Click the Banking Portal dropdown and select “Year End Forms.” 
 

 
 
 
Click the “Create” button. 
 

 
 



 
 
Read through the instructions and click next 

 
 
The Directors, Officers, and Stockholders will be filled in from the contacts added in the Institution Profile.  Fill in 
the rest of the fields. 
 
Click “Save” at the bottom of the page. 
 
To print forms, scroll up on the page and select the print button in the category  
 

 
 



 
 
When signed and notarized, scan the Year End Forms and save to your computer. Once this is completed, go back 
to the “Year End Forms” under the Banking Portal 
 

 
 
 
Find the saved Year End Form and click the dropdown arrow to the far right of the form. Select “Edit.” 

 
 
Scroll to the bottom of the form and click “Attach Forms.” 

 
 



 
 
Click “Choose File” and select the saved Year End Form. Click “Attach.” 
 

 
 
 
Click “Submit.” 
 

 
 
 


