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Creating a BSAO Account 

Before you are able to enroll in AutoPay or Paperless billing, you will first need to create an account through BS&A Online 
that registers the property to your account. To do so, go to: bsaonline.com/Home/MunicipalityHome?uid=3147

Use the 'Register' drop down on the right to create your new account.

Fill out all required fields and select Create Account. Be sure to sign up with an active and accessible email address 
because you will be sent an activation link.  

https://bsaonline.com/Home/MunicipalityHome?uid=3147
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After the Account has been Created 
BS&A will send you an email with a link to verify the account. This step MUST be done to activate the account. Once you 
have done this, you will be able to login, make a payment, and enroll in autopay.

Go back to BS&A's website. Select the 'Pay' button under "Pay a Bill'. On the next screen, click 'Utility Billing'. It will 
prompt you to enter your account number (including the dashes) followed by a pin number. The account number and 
pin number can be found on the top right of your bill. Your address should then populate. If it is accurate, choose the 
button to 'Review and Pay'.

BS&A Payments AutoPay Checkout Enrollment  

As a resident user, you can enable Automatic Payments in the checkout flow. After filling out your payment information 
on the left, select the 'Enable Automatic Payments" checkbox in the Payment Summary screen on the right. Click 
'Submit payment'. This will pay the current bill and enroll you in auto payments for the future.
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Review Bills - Edit Autopay and/or Paperless

Once a bill has been paid, it will be displayed under the My Account > Bills tab. 

On the right-hand side will be a autopay button. If you followed the instructions above, it will say enrolled. If you 
have not enrolled but want to, you will have the option to click 'Enroll in Autopay'. If you need to change your 
autopay, this is where you would do it.

Paperless enrollment can also be edited here if you so choose by clicking 'Edit Paperless'.




