BS&A Payments: Enrolling in Utility Billing AutoPay and/or
Paperless Billing

If you have not yet set up a BSAO Account, please see the document entitled BS&A Online: Creating
an Account

This document does not get into paying the bill, but instead picks up at the stage where you can
enroll in AutoPay, then gets into enrolling in Paperless Billing. If you're not familiar with making a
payment, please see the document entitled BS&A Payments: Pay a Bill

Enroll in AutoPay

1. On the Take Payment window, fill in your payment information and check Enable Automatic Payments

Services -~ My Account BS&A Payments Demo Unit

BS&A Payments Demo Unit

Take Payment

= Use existing payment method Payment Summary

3728 Pine

& Enter new payment method ada M 49301 - Bryan Jone
da, M 293¢ ryan Jones

Total $44.55

Card number

Utility Billing Record Options

q\:k e A

4111 19111111 111 wisa

£ Gusrarnecd safe & secure chackout

Security cox
e wEE® -

Billing Address

Full name

try or region

2. Click Submit Payment

14965 Abbey Lane

Address line 2

Apt., suite, unit number, etc. (optional)

City
Bath

State Zip code
Michigan v 48808

Save Payment Method Fer Future Use

.“ Submit Payment

3. The Payment Successful window pops up, and here is where you can continue with enrolling in Paperless Billing.
(Enrolling in both can also be done after the fact through your Bills window; see the end of this document.)

bsaonline.com (855)272-7638 BS&A

PAYMENTS
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Enroll in Paperless Billing

1. On the Payment Successful window, click Enroll in Paperless Billing

BS&A Payments Demo Unit

v Payment Successful _

$137.01
$4.54

Amount

Service Fee

$141.55

Total

"_" Enroll in Paperless Billing

2. Enter your name as it appears on your utility bill and click Submit

Paperless Enroliment Settings

iy Utility Billing
474 Pine
Account #2763
Paperless Enroliment

Please enter your name as it is displayed on your bill in
order to edit your paperless enroliment settings.

Name*
Mitch Hedberg| l

3. Check Use Paperless Billing > enter your email > Save Changes

Paperless Enroliment Settings

B Utility Billing
474 Pine
Account #2763
Paperless Enroliment

Use Paperless Billing

Email Address *

BS&A
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Enrolling in Either Following Payment Submittal

On your Bills window...

For AutoPay, click Enroll in AutoPay > fill out Set Up AutoPay > Save Changes > Bills window will reflect your

enrollment
Zo3sa  Home Services - My Account BS&A Payments Demo Unit ~
Bills Payment History Payment Preferences Record Access Transactions Favorite Records Account Settings
2 s .
Bills Filter By Unit Filter By Payment Type

[
=1 Enroll In Autopay =
l

1

B Utility Billing

$0.00 due

474 Pine {j
Account #2763

Pay Now Edit Paperless

Set up Autapay

B1 Utility Billing
474 Pil

Saved Payment Methods

Viga eses 1171 Expires Jan 2026

OR

Add New Faymant Mathod

Motification Settings

o Email

<63sa  Home Services ~ My Accoul BS&A Payments Demo Unit ~

Bills Payment History Payment Preferences Record Access Transactions Favorite Records Account Settings
.
Bills Filter By Unit Filter By Payment Type
B¢ Utility Billing o Enrolled In Autonay _/
Paying TBD Using Visa 1111 Scheduled for (CUERRP]
474 Pine "
Account #2763 Edit  Cancel

- BS&A
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For Paperless Billing, click Edit Paperless > enter your name as it appears on your utility bill > Submit > Use
Paperless > email > Save Changes

Bills Payment History Payment Preferences Record Access Transactions Favorite Records Account Settings
Bills Hiter By Unit w  Filter By Fayment Iype w
B Utility Billing Enroll In Autopay =

B ——

Paperless Enrollment Settings

B¢ Utility Billing

474 Pine
Account #2763

Paperless Enrollment

[[] Use Paperless Billing
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