
 

Recurring Payments 
 
A taxpayer will always need to create an account to set up recurring payments or if they already have an 
account, they can use that. They simply need to log in. 
 
An account may be created immediately upon arriving to the site clicking the “Login to Your Account” buAon 
on the navigaBon bar.  Then clicking “Create New Account”. 
 

 
 
AlternaBvely, a Taxpayer can search for their item and will be prompted to login and create a new account 
before seEng up a recurring payment. 
 

How to start setup process 
 
AFer a Taxpayer has found the item they wish to pay, they can click “Payment OpBons”. In the dropdown 
they can select “Setup Recurring Payments”. 
 

 
 



 
 
Once they click “Setup Recurring Payments”, if a Taxpayer has not logged in, they will see the following. 
 

 
 
They can click on “Create New Account” to set up their account. Once an account is created, the Taxpayer is 
ready to set up the recurring payment.  

 
Setup the Recurring Payment 
 
The setup page contains the item informaBon as well as a form to schedule both the number of payments, 
the frequency of the payments and the amount to pay. 
 

 
 
 
 



Step 1: Select the frequency of the payment 
 
A payment can occur weekly, every 2 weeks, monthly on a specific date (ex: 1st of the month) and monthly 
on a specific day (ex: 2nd Friday of the month) 
 
 

 
 
 
Step 2: Select the day of the week for the payment and the first payment date 
 
AFer selecBng when payments should occur and the day or date, the “First Payment Date” dropdown will 
display date opBons corresponding to your desired schedule.  
 
 
Week Op'on 

 
 
 
Monthly (Specific Date) Op'on 

 
 
 
 
 



 
 
 
Monthly (Specific Day) Op'on 

 
 
 
Step 3: Select when the recurring payment will end 
 
The Taxpayer will select the payment end date or specify the number of payments. 
 

 
 
Step 4: Select the payment method 
 
The final step requires selecBng a payment method. A Taxpayer can use a payment method that has already 
been saved. However, if they are seEng up a new payment method, they can simply click “Add Payment 
Method”.  

 
 
If a Taxpayer chooses to add a new payment method, they will be directed to the following page, where they 
can select between credit / debit cards or bank account opBons. The payment method nickname is a 
required field to help differenBate between your taxpayer’s payment methods.  
 



 
 
 
 
 
 
Once a payment method is added the Taxpayer is directed back to the recurring payment setup form. 
 
Once back on the setup form, the newly added payment method will be pre-selected. AFer verifying the 
form is correct, the Taxpayer can complete the setup process by checking the terms opBon and click on the 
“Complete Setup” buAon. 
 

 



Once complete, an email confirmaBon will be sent to the Taxpayer confirming the setup. 
 
Email confirma'on sample for recurring payment. 
 

 
 
Manage Recurring Payments 
 
AFer successfully adding a new recurring payment, the Taxpayer will be redirected to the Upcoming 
Payments page. This page will list and allow them to manage any currently acBve recurring payments. This 
page may always be accessed by logging into their account, and clicking the “Upcoming Payments” opBon on 
the sidebar.  

 

 
 



 
Op?ons for Changing a Payment 
 

 
 
Under the “OpBon” buAon, a Taxpayer may Edit or Cancel the upcoming recurring payment. 
 
Update the Amount 
 
Update the amount for current upcoming payment or choose to apply to all future payments for the selected 
item. 
 

 
 
Change the Payment Method 
 
Change the payment method for an item, by using the searchable payment method dropdown and clicking 
“Save” buAon. A selected opBon will not be updated without saving. 
 
Any selec?on made will apply to all recurring payments for the item being modified.  
 
 

 
 



Change the date for an upcoming payment 
 
Change the date for current upcoming payment or choose to update the payment schedule enBrely. 
Modifying the date for the current payment will not impact the remaining payments on the schedule. 
 

 
 
Change the payment schedule 
 
Upda'ng the payment schedule from weekly to monthly. 
 

 
 
Skip a payment or Cancel a payment schedule 
 
Skip the current upcoming payment or cancel the enBre payment schedule. If the skip opBon is chosen, the 
current payment in the list will be replaced by the next payment in the series. 
 

 
 
All changes are followed up with an email confirma?on. 



Manage Payment Methods 
 
This page will list and allow the Taxpayer to manage any currently acBve payment methods. A Taxpayer can 
access this page by logging into their account, clicking on the “Your Account” buAon in the navigaBon bar 
and then clicking the “Payment Methods” opBon on the sidebar.  
 
From this area, a Taxpayer can add and delete payment methods. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


