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User Guide

Your Digital Chequebook
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Welcome to brige
We're going to help you write and receive digital cheques whether you are a company or an individual. Use 
this guide to learn key tasks and get up and running as fast as possible.

All kinds of help 

Help from brige is built into our cloud app. From the main menu, choose Help from the left navigation menu.
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Terminology

Below are the words that brige uses.

User Account A specific person that has created an login account for brige and is 
attached to one or many profiles.

Profile A legal entity that is with the bank. (Jane Doe or Acme Inc.)

Bank Account The bank account that you have at the bank.

Transit # This is the branch # of your bank. It is 5 characters long.

Routing # or Institution # This the bank #. It is 3 characters long.

Transactions Whenever you create a cheque.

Mail Delivery One of the options for delivery. The cheque will be mailed to your receiver.

Mobile Deposit One the options for delivery. Receiver prints cheque and takes a picture on 
their mobile bank app. 

Remote Deposit One the options for delivery. We delivery the cheque to the bank on behalf 
of the receiver.

Signing Officers (Signer) The people (user account) that are attached to each bank account who can 
sign the cheque.

Profile Manager A person who prepares the cheques and manages the profile. They 
normally do not have signing authority but can.

User Verification An email is sent to the email of the user account to verify it is a legit email.

Account Verification Verifying the bank account to ensure that it is legit.

Invite Invite a user to be attached to a profile. Either a Profile Manager or a 
Signing Officer.

Manual Cheque A cheque that you have entered all the receiver’s information (Name, 
address and E-mail). This type of cheque will automatically be mailed to the 
receiver.

Contact List Cheque A cheque that you have selected the receiver from the drop down list of 
your Contacts. This type of cheque will allow the receiver to select the 
Delivery Method of how they want to receive the cheque.
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Create/Edit a User Account

1. To create a User Account, click on the Register button on the Login Page.

2. Enter your email address and a confirmation E-mail sent to you for verification.
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3. Once you receive the E-mail, click on the link inside the E-mail. The link will open your web browser 
and will display the following page.

4. Please fill out the required fields and Agree to the Terms and Conditions of brige. You can find our 
Terms and Conditions at https://www.brige.cloud/terms.html.

1. The PIN is important to remember, since it is used to reset your password as well as approve 
(SIGN) Cheques.

5. Click the Continue button to Create a Profile (See next Section).

https://www.brige.cloud/terms.html
https://www.brige.cloud/terms.html
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Edit your User Account Section:
You can edit your user account, click your initials at the top right corner and select Edit User.

There are 3 areas to manage your User Account
1. User Info - To manage your contact information regarding your User Account.
2. Change Password - To change your login password for your User Account.
3. Change PIN - To change your PIN used to sign, if you are a signing officer or to change your 

password.



� � Page �  of �9 32

Edit your User Info Section:
You can edit your user information, except your E-mail address.

Change your Password Section:
1. You can change your password at anytime. Enter in your current password in order to change to a 

new password.
2. Click the Change Password button when completed.
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Change you PIN Section:
1. You can change your PIN at anytime. Enter in your current PIN in order to change to a new PIN.
2. Click the Change PIN button when completed.
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Create a Profile

1. To create a Profile, select the Profile Type that matches your circumstances. A Personal or Business 
Profile.

4. Please fill out the required fields.
1. Ensure that the Profile Name is exactly as it appears on your bank account or cheque. 

brige matches that name to image that you upload. Your bank account could possible 
be rejected if it does not match.

2. The Notification E-mail is uses to get notifications from brige regarding receiving cheques or 
any communication that brige sends to this Profile.

5. Click the Continue button to Create a Bank Account (See next Section).
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Create a Bank Account

To create a bank account, follow the instructions below.

1. Select the Province that your bank is located. This will shorten the list of Banks on the next drop down 
list.

2. Select your Bank from the list. Once you have selected the bank, the institution number will be 
displayed in the picture of the cheque above.

3. Enter the Branch number located on your cheque. This number in Canada is 5 numbers long. Include 
all zeros even if they precede another number. (e.g. 00123)

4. Enter your account number without any spaces. (e.g. 123-4567 means you enter 1234567)
5. Enter the starting number of the next cheque you want to start with. An option is create a different 

number system for the digital cheques than your paper cheques.
6. Optional fields are:

1.  Account Designation - This used to name your bank account (e.g. Main, Payroll, Mortgage, etc.)
2. Cheque Number Prefix - This option is only available for Business bank accounts. (e.g. GF for 

General Funds)
7. Upload a copy of your cheque or Bank Statement so brige can view and approve this bank account. 

This verification can take up to 48 hours. Your bank account will not be approved with out a copy. This 
is used for security purposes.

8. Enter the required signing officers that you setup with the bank. If you enter 1 and you setup your bank 
account with 2 mandatory signatures, then it fail at the bank when depositing cheques from you 
account. 

9. Select whether or not you are Authorized Signing Officer for this account and you will presented with 
the ability to create your signature. If you are a Profile Manager, then do not select this option.

10. Click the Save button when have completed.
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Invite a Profile Manager / Signing Officer

To invite a Profile Manager (someone that can create and manage cheques, but not sign them) to be 
attached to this Profile, follow the instructions below.

1. Click on the drop down list from your initials at the top right-hand corner and select Edit Profile.

2. Select Profile Access option.
3. Click on the button called “Invite Profile Manager”.
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4. Enter in the Manager’s/Signing Officer’s Email and a password that is strictly to join this profile. There 
are some important points to remember.

1. The Email that you use to send the invite has to be the one that the person receiving the invite 
uses. If they create an account or login with a different Email, then they can’t be attached to this 
profile.

2. The Password is used strictly to confirm the connection with this Profile. This is used for security 
purposes and is not the password for them to login to brige.

5. Click the Send Invitation button.

The receiving of the Invite
1. When the person receives the email to be invited to this Profile, all they have to do is to click the link on 

the Email.
2. If the receiver has not created an account, then they must create a user account (See Creating a User 

Account above).
3. Once they have created an account, then they are presented with a Pending Invitations screen.
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4. They click the Accept button within the Profile box.

5. Enter the password that the sender of the invite sent to you.
6. Create your signature. Once you are satisfied with your signature, click the Accept button. A signature 

is only required if this was a Signing Officer invitation.
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You are now connected to this profile and it will display in the Switch Profile section.
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Write a Cheque

You can write a cheque to someone using two ways:
1. Manual Cheque - You enter all the information of the receiver and the cheque will then be mailed to 

them.
2. Contact List Cheque - You select the receiver for the list by doing that their information will then 

populate the cheque. This option is cheaper for you as well as easier for the receiver.

1. Select one of the options for Cheque Type (Contact List or Other). Other is a Manual Cheque.
2. Select a Frequency. By default it is Once. You can change this to accommodate future recurring cheques.
3. The Start Date is set to today. If you change the date to a future date, then it will create a record in the 

Post Date Section on the left side of the page.
4. Select the Account from the list, Only Approved Bank Accounts will display here as well as the attached 

Signing Officers that match the required number of Signing Officers for the bank account.
5. If you have selected Other as a Cheque Type, then you must fill out the Receiver’s required information. If 

you have selected Contact List as a Cheque Type, then select the Receiver’s name from the list and 
there information will populate the page.

6. The Cheque Number displayed will be the next cheque number in sequence for this bank account. You 
can change this number to suit you.

7. Enter the amount of the cheque.
8. The memo field is used for any information that you want displayed on the cheque. For example Vender 

Account #, Invoice #, etc. You can auto-populate this by entering in your Account # in your Contact List of 
this receiver.

As you can see, the cheque image below displays all the fields that you have entered before you click the 
Submit button.
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Sign a Cheque

Signing a Cheque can happen in two ways.
1. You are Signing Officer and have created a cheque.
2. You are a Profile Manager and have created a cheque.

You are a Profile Manager:
1. Create the cheque as per the instructions in the previous section.
2. Once you clicked the Submit button, it will send out notifications to all the Signing Officers attached to 

the bank account used for this cheque.
3. The Signing Officers will receive an E-mail to login to brige and Approve (SIGN) the cheques.

You are the only Signing Officer on this bank account:
1. Create the cheque as per the instructions in the previous section.
2. Once you clicked the Submit button, a dialog will appear for you to enter your PIN. This will confirm 

that it is you create this cheque and place your signature the cheque.
3. A notification will be sent to the E-mail address of the receiver that a cheque has been created for 

them.
4. The cheque will located in the Transactions section for you to view.

You are one of many Signing Officers on this bank account:
1. Create the cheque as per the instructions in the previous section.
2. Once you clicked the Submit button, a dialog will appear for you to enter your PIN. This will confirm 

that it is you create this cheque and place your signature the cheque.
3. A notification will be sent by E-mail to the other Signing Officers attached to this bank account for 

them to login and Approve (SIGN) the cheques. This approval process is first-come first served basis. 
Meaning if you have 4 Signing Officers attached to this bank account, but only require 2, then once 
there are 2 signatures, then the cheque will be delivered (See Signature Waiting Section below).

4. The cheque will located in the Transactions section for you to view.
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Signature Waiting Section:
You can sign a single cheque or multiple checks at once.

Sign a Single Cheque
1. Click the Approve button beside the cheque that you want to sign.
2. A dialog appears for you to enter your PIN.
3. Once your PIN matches to your account, then it will disappear from the list. This does not mean that 

the cheque has all the signatures and is sent to the receiver. It just means that you have completed 
your task of signing that cheque.

Sign a Multiple Cheques
1. Either click the Check box at the top of the list of cheques or click multiple Check boxes beside each 

of the receiver’s name.
2. Once you have selected all the cheques to approve, then click the Approve Selected Cheques button 

located near the top of the page.
3. A dialog appears for you to enter your PIN.
4. Once your PIN matches to your account, then it will disappear from the list. This does not mean that 

the cheque has all the signatures and is sent to the receiver. It just means that you have completed 
your task of signing that cheque.
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View Who Signed Section:
You can view who has not signed a cheque and notify that user.

1. Click the Notify Signing Officers button.
2. All the cheques that have not signed will be displayed and green checkmark beside the name of the 

signing officer who has signed and a red X beside the ones that have not.
3. You can press the Notify button to send a reminder E-mail to that person to login and sign.
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Receive a Cheque

You can receive a single cheque or multiple checks at once. The key to remember is how you want them 
received. A group of cheques can only be delivered ONE way.

1. Either click the Check box at the top of the list of cheques to select all or click multiple Check boxes 
beside each of the sender’s name.

2. Once you have selected all the cheques to be delivered, then select a delivery method from the 
Delivery Method list.
1. Mobile - A PDF file will be downloaded to your Downloads Folder with all the cheques that you 

have selected so you print them on your printer on regular paper and take a picture to deposit of 
each one within your Bank Mobile App.

2. Remote - brige deposits your cheque(s), on your behalf, into the bank account you provided.
3. Mail - brige will print and mail the cheque(s) to you based upon the address that is within your 

profile.
3. Repeat these steps till you have received all of your cheques.

Important Notes:

1. Ensure your bank supports Mobile Deposit through their mobile app. There are deposit limits attached to 
each bank and to each bank account (Please check with your bank). We can not reprint a cheque if this 
happens.

2. If you bank with a Virtual Bank (e.g. Simplii, ZAG Bank, Tangerine, etc.), we can not perform a Remote 
Deposit for you. You must select Mobile Deposit as your method of delivery. We can not reprint a cheque 
if this happens.

3. Please allow 24 hours if you have selected Remote as your delivery method for your cheque to show up 
in your bank account.
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Add People/Businesses to your Contact List

You can attach any person or business to your Contact List by searching by name or brige ID.
To add them all you have to do is click the brige Me button located under their Profile Name.

You can manage them by clicking the List word and entering your account # in the field provided.

What you can not do is edit their contact information. They control that information. This means that you have 
the most current information about that person or business.

It is your best interest to search and connect to the people or businesses you write cheques to since this can 
lower your delivery costs.
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Manage Your Profiles

Manage your Profiles is easy. You can be attached to as many Profiles as you want. Your business, your 
personal accounts and/or any joint accounts you might have.

Profile Section:
The list of Profiles that you attached either as a Profile Manager or as a Signing Officer are displayed once 
you login. If you are only attached to one Profile then it will display the Dashboard of that Profile.

1. To select a Profile for the Profile Selection page, click on the name of the profile you want to view.

You can also create a new Profile from this page as well. Follow the Create Profile Section above.

To enter the Edit Profile Selection, click your initials at the top right corner.
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There are 3 areas to manage your Profile
1. Profile Info - To manage your contact information regarding this profile.
2. Bank Account - To view all the bank accounts and Signing Officers attached to this Profile.
3. Profile Access - To manage user accounts attached to this Profile and what permissions those users 

have.

Profile Info Section:
The Profile Info page displays the address information as well as your brige ID. The brige ID can be used so 
people and businesses can find you easier.

To perform any changes, click into the field and perform the change and then click the Save button below.

For security reason we do not allow you to change your Profile Name. In order to change your Profile Name, 
you must click the Change Profile Name button and follow the steps. This procedure is outlined on the next 
page.
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Profile Info Section:
A Profile Name Change can happen when you legally perform a name change, either personally or for your 
business. You must remember to perform this action with your bank before you do this on brige. 

1. To perform a Profile Name Change click the button and a dialog will appear.
2. Enter the new Profile Name. This MUST be the same as you have registered at the bank.
3. Upload a cheque or bank paper so brige can verify the new Profile Name.

Ensure that your existing bank accounts, within brige, with your bank are supported under this new Profile 
Name or create new bank accounts to move forward inside brige.
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Profile Bank Accounts Section:
All your bank accounts are displayed in a list on this page. You can add a bank account (See Create Bank 
Account Section above)

To view the Signing Officers for each bank account, click the arrow beside the account to expand.

From this page, you can perform the following:
1. You can invite a Signing Officer to this bank account. (See Invite Profile Manager/Signing Officer 

Section above)
2. Change your signature.
3. Disable a Signing Officer from accessing this account. BE CAREFUL WITH THIS ACTION. You 

might not be able to process your cheques.
Each bank account can have independent Signing Officers. This means that you will potentially have to invite 
the same person to each bank account.  
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Profile Access Section:
this section displays the users and their permission that access to this Profile.

From this page, you can perform the following:
1. You can invite a Profile Manager or a Signing Officer to this bank account. (See Invite Profile 

Manager/Signing Officer Section above)
2. Remove a user from accessing this account. BE CAREFUL WITH THIS ACTION. You might not 

be able to process your cheques.
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Post-Dated Cheques

To create a Post-Dated Cheque, all you have to do is create a normal cheque, but change the date to 
sometime in the future.

You can manage all Post-Dated Cheques by clicking the Post Dated option on the Left side.

Once you are viewing the list of Post-Dated Cheques, you can perform the following:

1. Filter by the account.
2. Search by Date Range.
3. Search by Pay To.
4. Delete a Post-Date Cheque.

Once a cheque is ready to send when today’s date matches the Transaction Date, it will then be placed in 
your Signature Waiting area for you to Approve (Sign) the cheque. It will then be sent to the receiver.

Remember, if you do not Approve the cheque, it will stay in your Signature Waiting area and not be released 
to the receiver.



� � Page �  of �29 32

Transactions

This module is to view your cheque registry of all transactions received and sent.

You can manage your registry by performing the following.

1. Filter by the account.
2. Search by Date Range.
3. Search by Status of Cheque.

1. Waiting Signature - All cheques that have not been Approved (Signed)
2. Approved - All cheques that have been signed and sent to the receiver.
3. Cheque Received - A cheque that you have received.
4. Invoiced - This transaction has been invoiced and counted towards your monthly count with brige.
5. Processed - A cheque has been received and has processed by either the receiver or brige.

4. Search by Amount range.
5. Search by Cheque number range.
6. Show All Transactions.
7. Export the list shown to PDF or Excel.

When performing a Search, you must select an account using the Sent From field.

**NOTE:
You will only see received cheques if the sender has linked to your Profile. This is why you should 
communicate to all your connections your brige ID.
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Invoices

This module is to view your invoices that you incurred and payable using brige.

You can manage your registry by performing the following.

1. Search by Invoice Number.
2. Search by Month and Year.
3. Show All Invoices.
4. Download the list shown to PDF.
5. View a specific Invoice by clicking the View Invoice button beside the Invoice Amount.
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Tickets

This module is to view your Tickets that you have sent for assistance utilizing brige. This module can be used 
for how-to as well as issues that have arisen using brige.

The first screen displays all the Tickets that you have sent to brige for assistance. You can perform searches 
to narrow the Tickets shown or click the Show All button.

Create a New Ticket:
1. To create a new Ticket click the Add New Ticket button. 
2. A dialog will appear for you fill out the fields describing the issue that your having. You can also upload a 

screen shot of an image showing the issue as well.
3. Once you have filled out the fields, then click the Submit button and we at brige will respond by email 

within 1 business day.
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View a Ticket:
1. To view a Ticket click the i button on the top right side of the issue record. 

2. This will display all the information about this Ticket and the status of it.

3. You can add a comment to this Ticket to give us at brige better clarification on this issue.

• Click the Submit button when you are completed.


