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Visit the registration page and choose your

credentials - The email you use will  become your

login username.

The registration access code will  be supplied by a

MazumaGo representative. If you do not have an

access code, contact your representative or

support@mazumago.com.

Ensure you enter your mobile phone number, as

you will  receive a security validation code each

time you login to your account.

REGISTRATION

Creating your account

3



Option 1: Login Online

If your bank supports single sign-on, you can simply

connect your account by logging in with your online

banking credentials.

Note: Not all supported banks are displayed - try to

search your institution using the search bar.

Bank accounts can also be added by entering routing

information manually. You can find your routing info on

a void cheque or direct deposit form provided by your

bank.

This step is required before you can make your first transactions.

There are two options for you to set-up a bank account: 

Option 2: Enter routing info

Scroll down for detailed instructions on each option.

ACCOUNT SET-UP (1/6)

Adding a bank account
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Select your bank from the menu - use the search

bar if your institution is not displayed.

1

2

Click on the 'Bank Accounts' tab on the left-hand

menu of your MazumaGo dashboard

Click 'New' in the top right corner of the

dashboard and select 'Login online'

3

Once the bank connection is completed, we will  email you a copy of

your PAD (Pre Authorized Debit Agreement). The first account you

connect will  be used for your monthly MazumaGo bill ing.

Log in with your online banking credentials - we

do not store your login information!
4

Option 1 :  Login Online 
ACCOUNT SET-UP (2/6)
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Fill  in the information on the form as provided

on a void cheque/direct deposit form provided

by your bank and click 'Add Account'

1

2

Click on the 'Bank Accounts' tab on the

left-hand menu of the dashboard

Click 'New' in the top right corner of the

dashboard and select 'Enter routing info'

3

Once the bank connection is completed, we will

email you a copy of your PAD (Pre Authorized Debit

Agreement). The first account you connect will  be

used for your monthly MazumaGo bill ing.

Option 2:  Enter Routing Info
ACCOUNT SET-UP (3/6)
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Click on the account icon on the top right corner

of the dashboard and 'Edit profile'

Adding a name will  help your colleagues know who they

are working with. You can change it at any time.

Add or change your name by fil l ing in the fields

and click 'Save'.

Adding or changing your username

1

ACCOUNT SET-UP (4/6)
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Copy the code and send it to your colleague.

They will  receive an email and they need this

code to accept the invitation and create their

account.

Click 'New' on the top right of the Users

overview page.

1

2

Click on the tab 'Users' on the left hand side of

your dashboard.

You can provide co-workers with secure access to your

MazumaGo payment dashboard.

3 Enter the email address of the employee you

want to add and click 'Add user'

ACCOUNT SET-UP (5/6)

Adding users to your account
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Click 'Select image' and choose a .jpg 

or a .png file of your logo to upload.

1

2

Click on your account icon in the top right corner

of the screen and 'Edit company'

By uploading your company logo, it will  be displayed on your

custom payment page for customers when they check out.

Once you select the file, click ‘Upload ’  to

confirm. You will  see a preview of your

custom payment page below.

ACCOUNT SET-UP (6/6)

Uploading a company logo
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Send a payment request to your customer by email. They can pay directly

from their bank account by clicking the link in the email.

Payment links are ideal to include as a payment method in the

invoice you send to customers.

There are 4 different ways of requesting payment with MazumaGo:

Recurring payments are useful to collect yearly, monthly

or weekly subscription payments, such as rent.

Request money via payment link 

Request a recurring payment

Request money via email

TRANSACTIONS (1/11)

1 .Requesting payment

This feature allows you to collect a group of receivables

from different individuals using a CSV file upload.

Request a group of payments through CSV upload
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Click 'New' in the top right corner and select

'Create Link'

1

2

Click on the 'Transactions' tab on the left-hand

side of the MazumaGo dashboard

Payment links are ideal to include MazumaGo as a payment

method in your invoice.

3 Select the account you want the money to be

deposited into and enter the amount you want to

send. You can also customize the bank description

statement to match your invoice number and add a

note to your customer.

TRANSACTIONS (2/13)

Requesting payment via payment l ink (1/2)
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We will send you an email notification once the

payment has been initiated and deposited into your

bank account. You can also monitor your payment

status in real-time on your Transactions dashboard.

4
Click ‘Create Link ’  and copy the link to include in the

invoice you send to your customer. When they open the

link, they are prompted to complete the payment by

authorizing with their online banking details.

TRANSACTIONS (3/13)

Requesting payment via payment l ink (2/2)
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Select the account you want the money to be

deposited into and enter the amount you want to

send. You can also customize the bank description

statement to match your invoice number and add a

note for your customer.

Click 'New' in the top right corner and select 'Send

Email'

1

2

Click on the 'Transactions' tab on the left-hand

side of the MazumaGo dashboard

Send a payment request to your customer by email. They can pay

directly from their bank account by clicking the link in the email.

3

TRANSACTIONS (4/13)
Requesting payment via email  ( 1/2)

13



We will send you an email notification once the

payment has been initiated and deposited into

your bank account. You can also monitor your

payment status in real-time on your Transactions

dashboard.

4 Your customer will  receive a payment request via

email. From there, they can accept the request and

pay right away by authorizing with their online

banking details.

Requesting payment via email  (2/2)
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Select the account you want the money to be

deposited into and enter the amount you want to

request. Select a start and optional end date, and 

 the frequency of the recurring plan.

Click 'New' in the top right corner of the dashboard.

1

2

Click on the 'Recurring Plans' tab on the left-hand

side of the MazumaGo dashboard

Recurring payments are useful to collect yearly, monthly

or weekly subscription payments, such as rent.

3

Your customer will  receive an email with the recurring

payment request. We will  send you an email

notification once your customer has authorized the

request and for every following payment. 

TRANSACTIONS (6/13)

Requesting a recurring payment 
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Enter your payment information. Choose which

account the money should be deposited into, then

add a customized Bank Statement Description.

Click 'New' in the top right corner of the dashboard.

1

2

Click on the 'Payment Order' tab on the left-hand

side of the MazumaGo dashboard

Payment orders are especially useful for Venture Capital

companies collecting from a large number of investors.

3

Upload CSV file directly from computer formatted 

as such: name, email, amount (lower case). Click

'Submit CSV file' when finished.

TRANSACTIONS (7/13)

Requesting money via payment order ( 1/2)
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We will send you an email notification once the

payment has been initiated and deposited into

your bank account. You can also monitor your

payment status in real-time on your Transactions

dashboard.

6
Your customer will  receive a payment request via

email. From there, they can accept the request and

pay right away by authorizing with their online

banking details.

TRANSACTIONS (8/13)

Requesting money via payment order (2/2)
5 Once you've submitted the CSV file, your

administrator can review, then approve

the order. 
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You can onboard a supplier via a one time invite email. They need to accept your invite

before you can send money to their account (scroll down for instructions)

Before you can send money to someone, you need to complete a few steps:

Send payment to your suppliers directly from your bank account to theirs.

Add a supplier to your contacts

Send money

For security reasons, you are not authorized to send money by default. 

We kindly ask you to fil l  out this form and we will  set it up for you right away.

Fill  out the authorization form

TRANSACTIONS (9/13)

2.  Send money
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https://airtable.com/shrtSlxDZjjLz2u0P


Fill  in your supplier's name and email address and click

'Invite supplier'

Click 'New supplier' in the top right corner of the Contacts

page

1

2

Click the 'Contacts' tab on the left-hand side of your

dashboard

3

Copy the code that appears and send it to your supplier

(e.g. via email, phone, text). They require the code to accept

your invitation.

We will notify you once they accept your invite. You can also see the status of the

invite on the Contacts page. Once your supplier accepts the invitation, you can

start sending money to their account.

4

TRANSACTIONS (10/13)

Adding a supplier  to your contacts
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Fill  in the information and select a supplier from the

dropdown menu.

Click 'New' in the top right corner and select 'Send money'

Click the 'Transactions' tab on the left-hand side of your

dashboard

Accept the Terms and Conditions and confirm the payment. You will

receive an email confirmation when your payment is completed. You

can also track the status of your payment in real-time on your

Transactions dashboard.

TRANSACTIONS (11/13)

Send money
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To transfer money between your own accounts, you need to have at least 2 bank accounts set up

on your MazumaGo account. Follow the add bank account instructions (see page 4) to add another

bank account.

Before you can make an internal transaction, you need to complete a few steps:

Seamlessly move money between your own accounts at different institutions.

Add at least 2 bank accounts

Make internal transaction

For security reasons, you are not authorized to transfer money internally by default. 

If you haven't already done so for sending payments, we kindly ask you to fil l  out this form and we

will authorize your account right away.

Fill  out the authorization form (if not completed before)

TRANSACTIONS (12/13)

3.TRANSFER MONEY INTERNALLY

21

https://airtable.com/shrtSlxDZjjLz2u0P


Select the two bank accounts from the dropdown menu and

customize the bank statement description. 

Click 'New' in the top right corner and select 'Create internal'

Click the 'Transactions' tab on the left-hand side of your

dashboard

Accept the Terms and Conditions and confirm the payment. 

You will  receive an email notification when your transfer has 

been initiated and deposited. You can also monitor the status of

your payment in real-time on your Transactions dashboard.

4

TRANSACTIONS (13/13)

Transfer Money internally
1

2

3
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When using MazumaGo, you will  often be asking your customers to process payments

using the MazumaGo payment page. Understandably, we have found some of our client's

customers require some additional encouragement to use and trust MazumaGo with their

high-value payments.

We recommend you introduce MazumaGo to your customers when you first request a

payment from them using MazumaGo. To make it easier for you, we templated

introduction emails and invoice notes that you can simply copy and paste. You can also

send them an info sheet or our security protocols when you introduce

Email & invoice note templates

MazumaGo info sheet

RESOURCES (1/2)

Email  templates
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https://help.mazumago.com/collection/75-resources-templates


To make it easier for your customers and suppliers to use MazumaGo right away, you can

attach instructions for them on how to pay / how to accept a payment using MazumaGo.

Note: Your customers and suppliers are not required to sign up for a MazumaGo account.

You can also attach our Security info sheet or redirect them our security protocols on our

website for a more detailed description.

For Suppliers: How to get paid with MazumaGo

For Customers: How to pay an invoice with MazumaGo

Security info sheet

RESOURCES (2/2)

Guides
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https://www.divdot.com/security
https://s3.amazonaws.com/helpscout.net/docs/assets/5f29ec5c04286342d763c26f/attachments/5f444b542c7d3a352e914da1/How-to-get-paid-using-MazumaGo.pdf
https://help.mazumago.com/article/102-for-customers-how-to-accept-a-payment-request
https://s3.amazonaws.com/helpscout.net/docs/assets/5f29ec5c04286342d763c26f/attachments/5f444bc0042863444aa0c7a3/MazumaGo---Security.pdf


CONTACT
MAZUMA•GO
532 1/2 Fisgard St.

Victoria, BC 

Canada, V8W 1R4

PHONE
+1 (844) 784-5267

EMAIL
support@mazumago.com

FOLLOW US

VISIT OUR HELP CENTER

BOOK A CALL

Need some help getting started?
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https://www.facebook.com/DivDot-1804716219825729/
https://www.instagram.com/divdot/
https://twitter.com/divdot
https://help.mazumago.com/
https://meetings.mazumago.com/meetings/matthew242/15-minute-demo
https://twitter.com/mazumago

