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Additional Resources 

If either scenario applies to you, please visit the BS&A Online Learning Center at https://www.bsasoftware.com/learning-

center/bsaonline/ 

o If you have not yet set up a BSAO Account, view the help doc entitled Creating an Account 

o This document does not get into paying the bill, but instead picks up at Step 3 – Review and Pay. If you’re not 

familiar with making a payment, view the help doc entitled Paying a Bill 

 

Availability 

Scheduled Payments are available for the following apps: Utility Billing, Tax, Delinquent Personal Property, and Delinquent 

(County) Tax  

 

Making a Scheduled Payment 

When making a payment, the BSAO user will see a slider control on the Bill Summary page if they would like to make a 

Scheduled Payment. The user can leave the slider off to make a live payment if they want to. 

 

If the Schedule Payment slider is enabled, the Take Payment screen will show a Payment Date field and the Schedule 

Payment button instead of Pay Now. The user can manually type the date or use the calendar button to select a future 

date. 
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The text below the Total will show the next payment and update if the user makes changes. 

 

When the desired date is selected, the user can click Schedule Payment to proceed. They will see the Payment Scheduled 

screen with the summary of the payment. 

 

The user will also receive email confirmation of the payment that was scheduled. This will come from 

noreply@bsasoftware.com, and includes the amount, payment date, receipt item type, and BSAO Unit name in the 

message. This is sent as soon as the payment is made. 

 

 

Viewing Scheduled Payments 

The user can also go to My Account> Bills tab to see any scheduled payments or delete them with the trash can icon. 

 

 

 

 


