
                   Step by Step guide on how to operate your Passport account.  

Menu : 

1. How to sign into your passport account 

2. How to turn off your two step authentication  

3. How to add your external bank account and confirm bank account accuracy 

4. How to add contacts to send them money 

5. How to add money to your passport account 

6. How to pay an external account in your contacts  

7. How to pay someone passport to passport 

8. How to do a quick transfer 

 

STEP 1: HOW TO SIGN INTO YOUR PASSPORT ACCOUNT. 

 

Top left enter your email that you have used and password.  

Then you will be brought to the dashboard screen.  

 



STEP 2: HOW TO TURN OFF YOUR TWO STEP AUTHENTICATION  

On your dashboard in the left lower corner on your menu bar you will see your first name’s initial.  

Click that as shown below and it will take you to the next screen.  

 

On the right side of the screen, see the SECURITY box and turn Multi-Factor Authentication to off 

 

 



STEP 3: HOW TO ADD YOUR EXTERNAL BANK ACCOUNT 

 Click the house on the left side bar menu . Then click on ADD NEW in the right upper corner 

 

Now add your external banking information. When this is completed, you will receive two micro-
deposits that Priority Passport will place in the account you added. Once you see the deposits in your 
existing bank account, you will go back to your external bank account menu page to verify you received 
the micro deposits. This is to ensure Priority Passport has the correct account connected. Click the house 

on the left side bar menu . Once you submit the verification please allow 48hrs to be approved. 
Then you can collect and send money to your external account. Please see screenshot below. 

 

 

 

 



STEP  4: HOW TO ADD CONTACTS AND SEND MONEY 

In the left lower menu bar, click on the 2 person icon . This will take you to your contacts page. 

Click on the Add icon in the right upper corner .  

 

Now you can add your business or individual contacts to send and receive money from them. Click ACH, 
WIRE AND CHECK for payment mode. Then add their information. See the next two screens below. 

 



 

Fill out all fields and where it says validate account leave on INSTANT VERIFICATION.  

Then add contact and you are done.  

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 5: HOW TO ADD MONEY TO YOUR PASSPORT ACCOUNT 

Click top right hand corner MOVE MONEY- Select Collect or Send 

 

 

Click Collect and you will be taken to the screen below 

 



Fill out the fields accordingly then select your external account to collect from. Once you are finished 
filling out all fields, click collect money at the bottom and you have completed this transaction. This will 
be the same for sending money to your external bank account.  

 

STEP 6: HOW TO PAY AN EXTERNAL ACCOUNT (NON-PASSPORT CONTACT) FROM YOUR PASSPORT 
ACCOUNT 

This step is for paying people from your passport account that do not have a passport account. The 
contacts are in your contact list with their external banking information. 

 

 

Click on contact or one time. 

Then add amount and purpose for sending funds. Search your contact in the next field. Pay with ACH 
then send money. They will receive funds within 48 hours. 

 

 

 

 



 

STEP 7: HOW TO PAY SOMEONE PASSPORT TO PASSPORT  

If your contact has a passport account, select book then fill the fields and send money. This function is 
like a Zelle or Venmo between two Passport accounts.  

 

Quick transfer on the right side: Works with contacts that have Passport accounts. Make sure they give 
you their payment id number to enter in the field.  

Example of a payment id number Payment ID: mufasarolex@ppi 

 


