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1 From the Payment Portal, select the Edit button to 
the right of AutoPay - OR - from the My Profile menu 
at the top of the screen, select AutoPay.
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3 On the setup page, verify that the correct account 
is selected, as well as the correct invoice type and 
the desired payment method.  Then click Save this 
AutoPay Setup.

* The AutoPay registration is not complete 
until you select Complete Registration.  

5 After clicking on the Complete Registration link in 
the email, you will be directed to a confirmation 
page where you can login to the Payment Portal. 
The dashboard appears showing the green check 
confirming the user’s AutoPay sign up.
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From the AutoPay page select New AutoPay Setup.

Next, you will receive an email to complete the 
AutoPay registration. The email notification 
contains all of the Terms and Conditions, the 
Electronic Signature Disclosure and a link 
you must click on to complete the AutoPay 
registration. 


