BS&A Online — AutoPay and Paperless Billing

BS&A Software, Inc. | bsaonline.com |

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.

£e3sa Home Services~ City of Port Washington ~ Currently Not Signed In ~
Sign In

Find Property Records in City of Port Washington

Search our collection of records for utilities.

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.

Create a new account X
Already Have One? LogIn

Creating a BS&A Online account is free and easy! Accounts allow you to
enjoy endless property lookups, claim properties, and easily pay and
manage bills.

Username *

Your username is what you will use to log into the site

Email Address *

Confirm Email Address *

Password * Q
Re-enter Password * pod

| agree to the BS&A Online Terms of Use

Account Information (Optional) N

Check the box below to verify you are a human. This security feature
helps prevent automated programs from registering accounts.

™

I'm not a robot
reCAPTCHA
Privacy - Terms

Create Account
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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'.

For Gitizens and Professionalz
All Services
popular Resident An

Pay a Bill Advanced Record Search
Pay utility bills. Scarch for records across multiple departments
of a given municipality.
Pick Bill Type Find Your Bill Review and Pay

Pick Bill Type

Utility Billing
Make Payments for Utility Billing.

BS&A Payments AutoPay Checkout Enroliment

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.

.
BS&A Payments Demo Unit
Take Payment
@® Use existing payment method Payment Summary
STRIPE TEST BANK ««++ 6789 v
O Enter new payment method Amount $238.34

Service Fee $3.00

Total $241.34

Utility Billing Record Options

[[) enable Automatic Payments

a Guaranteed safe & secure checkout
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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'.

<B3an Home Services~ My Account BS&A Payments Demo Unit ~

ecord Access Transactions Favorite Records Aceount Settings

Bills Payment History Payment Preferences

Bills Filter By Unit ~  Filter By Payment Type
E TaxBill
Parcel #051-480-005-00 Sele<.:t to
configure
Autopay
B/ Utility Billing |
Enroll In Autopay >
$0.00 aue
Account #2641 Pay Now Edit Paperless
B Utility Billing | ‘
Enroll In Autopay -
$271.80 aue E@TENELLZS
Account #2721 Pay Now Edit Paperless
Select to
- - configure
By Utility Billin
¥y 9 50 00 aue Enroll In Autopay = Paperless
Pay Now Edit Paperless

Account #0715
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