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Register your payer information. 
 
The email address is a required field.  Your email address will function 
as your username. 
 
The Mobile Phone field is optional.  However, if you enter a phone 
number, it must be a mobile number or the system will not let you 
proceed to the next screen. 
 
Choose a 4 digit PIN which will function as a password. 
 
Set the Frequency and the Day in which you would like to receive your 
payment reminders. 
 
The option to Text a Payment Link will be grayed out unless a valid 
mobile number is entered above. 

 

 

 
Enter in the amount of your payment and add a payment 
method. 
 
Click Cancel to be redirected to the payer portal. 
 
Click Make Recurring to set up scheduled payments. 
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Select the Payment Method Type and enter the required 
information.  (sample screenshot shows Bank Account fields) 
 
If any fees apply, a message will display at the bottom. 
 
Save your payment method information. It will be available 
for you to select next time. 

 
 
 

 

 
Review the confirmation page. 
 
Click Confirm. 
 
 
 
 
 
 
 
 
 
 
After you click confirm, a confirmation message will 
display and a receipt will be emailed to you.   
 
Your email receipt will contain a unique reference number 
to be used if you have any questions concerning that 
payment. 
 
There are links provided at the bottom to access your Payer 
Portal and to see your Payment History.  
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(Mobile View of Portal Home Page) 

You can access the Payer Portal by 
clicking the link at the bottom of the 
confirmation page or in the email 
receipt. 
 
From the Payer Portal you can:  

• review your Payment History 

• edit your settings  

• set up scheduled payments  

 

You can quickly Make a Payment by 
clicking the green button at the top. 

 
(Mobile View of Payment History) 

 
 

 
 
 
From the home page, click on 
Payments. 
 
On the Payments page, you can: 

• see your payment History 

• create and manage your 
Scheduled Payments 

• manage your payment 
methods 

 
 

 
 
You can also access Payment 
Methods by clicking on the Methods 
button on the home page. 
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(Mobile View of Payment Methods) 

 

 

 
(Mobile View of My Settings) 

 

 
From the home page, click on My 
Settings. 
 
In the My Info section you can update 
your name, email address, or phone 
number. 
 
You can also reset your PIN.  
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You can also access your Notification 
Preferences by clicking on the 
Notifications button on the home 
page. 
 




