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Point & Pay is one of the fastest growing companies in the payments industry and we 
welcome you as our newest partner. We are confident that your organization will 
quickly reap the benefits of doing business with us and promise to provide an 
unparalleled level of service and support to both your staff and customers. 

We are pleased to present you with this BillPay User Training Manual, User Edition. 
This training manual has been designed by the Point & Pay Customer Support Team 
and will provide you with information and guidance as you learn to use your online 
payment portal. 

As always, should you have any questions or concerns, please reach out to the Point & 
Pay Customer Support Team agencysupport@pointandpay.com.

Welcome to  
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Logging In / Logging Out
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Step 1: To log in, navigate to the BillPay URL created for your organization.

Step 2: Enter your email address and password.
If you do not have an account, you can create one by selecting  either option: Create one, Sign in with 
Facebook or Sign in with Google  from your billpayer homepage.
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Step 3: To log out, select the Gear icon in the upper right-hand corner of the screen, then select Log Out.

Throughout the rest of this manual the information will be presented as logged in.

Logging In / Logging Out
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Paying a Bill

7



Customer BillPay
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Step 1: To view and/or pay your utility or property tax bill, go to the Web URL assigned to your 
organization. 

Step 2: You can search which bill you would like to pay, or if you already have an account, you can 
also sign in to view/pay your bill.  
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Customer BillPay
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Step 3: Search for your bill by name, parcel number, or address. 

Step 4: Select the amount you would like to pay and then press ‘Add To Cart’.
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Customer BillPay
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Step 3: After reviewing your card, you can select a ‘Method of Payment’. Note: Services fees will differ 
depending on method of payment.
Step 4: Fill out all fields.  
Note: If the ‘Save My Payment Information’ box is checked, this will prompt you to create an account.
Step 5: Once all fields are properly filled, select ‘Continue’.
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Customer BillPay
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Step 6: Before submitting your payment, you are able to review your order details.
 Note: If desired, you can also schedule your payment for a later date by checking the “schedule my 
payment for a later date” box.

Step 7: Once you have reviewed your information and agreeing to the terms & conditions, select ‘Submit 
Payment’.
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Customer BillPay
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jsmith@pointandpay.com

Step 8: After your payment has been made, you will receive an email with your confirmation number. 
               Note: (Optional) You may also print your confirmation.
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Turn On & Edit Recurring 
Payments 
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Turn On & Edit Recurring Payments 
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Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process) 
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login.
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Turn On & Edit Recurring Payments 
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Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard’.
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Turn On & Edit Recurring Payments 
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Step 5: Go to your ‘Dashboard’.

Step 6: Turn on ‘Recurring Payments’.
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Turn On & Edit Recurring Payments 
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Step 7: Choose the 
amount you would like 
to pay. Next, click ‘Add 
New Payment 
Method’.

Step 8: Select when the 
recurring payments will 
start. Click in the ‘I'd 
Like My Payments To 
Start On’ field to open 
the calendar. 

Step 9: Before saving, 
you must agree to the 
terms & conditions
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Turn On & Edit Recurring Payments 
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‘Recurring Payments’ has be turned on successfully.

To edit ‘Recurring Payments’ information click the three dots and a drop down menu will 
app



Setting Up Installment 
Payments
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Setting Up Installment Payments
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Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process) 
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login.
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Setting Up Installment Payments
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Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard’.
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Setting Up Installment Payments
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Step 5: Click the three dots and a drop down menu will appear. Select ‘Set up Installments’.
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Setting Up Installment Payments
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Step 6: Choose the total payment about, number of payments, frequency of payments, and start date. 

Step 7: Select a ‘Payment Method’. 
Note: If you do not have a saved form of payment you will be need to fill out all required fields.
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Setting Up Installment Payments
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Step 8: Once a 
‘Payment Method’ is 
selected and/or 
added, ‘Payments to 
Schedule’ will be 
displayed with the 
date, amount, and 
processing fees. 

Step 9: After 
reviewing your 
information, select 
‘Schedule 2 
Payments’ 
Note: Number of 
Payments will differ 
depending on your 
selection. 
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Setting Up Installment Payments
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Installment Payments can be viewed and canceled under your ‘Account History’.  
Note: To view more information, click the ‘<’



Turn On Paperless Billing
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Turn On Paperless Billing
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Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process) 
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login.
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Turn On Paperless Billing
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Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard’.
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Turn On Paperless Billing
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Step 5: Click the ‘Paperless’ option. 
Note: After selecting the option, you will be directed to an ‘Authorization and Agreement’ page. Once 
confirmed, ‘Paperless Billing’ will be activated. 
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Setting Up SMS & Text2Pay
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Setting Up SMS & Text2Pay
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Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process) 
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login.
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Setting Up SMS & Text2Pay
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Step 3: Once on your account ‘Dashboard’, click ‘More Actions’ and select ‘Add a phone number for SMS’. 
Note: To successfully add a phone number you are required to agree to the terms and conditions.
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Setting Up SMS & Text2Pay
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(800)867-5309

Step 4: Enter a mobile phone number and click ‘Submit’.
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Thank 
You!


