
 
 

Online Payment Center Instructions 
 

Make a Payment 

Upon successful logon, you will be presented with a Welcome Message that includes: 

� First Name 

� Last Name 

� Last Time Used The System 

 

There are six (7) sections of the Make a Payment page, all of which are described below.   

 

1. Identification of Payer and Selection of Invoices 

� Upon successful log in, you will see your Tenant ID, which is assigned by your property manager. 

 

 

2. Payment Amount/Frequency 

� Select your payment date. 

� Enter your payment amount, which equates to the amount that will be debited from your account. 

� You can choose to pay a different by selecting the “Other” button and entering the amount. 

 

             

 

3. Payment Instrument  

Determine if you would like to use a Previously Used or New checking or savings account number.  

You will see the last 4 digits of your checking account number, if you have used the system before.   

 

Click Submit Payment 

 



 

4. Terms and Conditions 

Prior to submitting each payment, you will have to agree to a Payment Authorization and Consent to 

Electronic Signature and Records.  For recurring payments, you only need to agree once. 

5. Review and Confirmation  

Upon approval of the above terms and conditions, you will be directed to the Payment Review page 

where you will be asked to review your payment details.  Data elements displayed on this page will 

confirm information entered by you on the Make a Payment Page. 

6. Next, the Payer will be prompted to submit their payment. 

 

 
 

7. The Payer can select Print to print out the Confirmation page.  After submission of the payment, an 

email acknowledgement will be sent to your email address within 2 hours. 

 

          


