
Logged in User Payment

1 Visit the Payment Link via the 
Authority's Website

2 Click on Log In

Start the Log In flow so the cus-
tomer can pay can log in to the 
Authority Pay portal to make pay-
ments, sign up for autopay, and 
access additional features.

3 A. Click on Email Address
B. Click on password field

Enter email address and pass-
word to access the user ac-
count.
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4 Click on Pay All Now

Choose Pay All Now to pay multi-
ple linked accounts at once in the 
embedded PayStar experience.

5 Select which accounts to pay 
and click continue.

Check or Uncheck Accounts you 
want to submit for payment. By 
default, the Payment Amount is 
prefilled with the balance on the 
account. You can choose to edit 
those amounts.

6 Select Payment Source

Select an existing payment 
source or add a new one for this 
payment. Continue to the final 
review after choosing a payment 
source.
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7 Click on Submit Payment

Submit the payment after re-
viewing the payment informa-
tion.

8 Click on Email Receipt

Email the receipt after the pay-
ment succeeds.

9 Click on Print Receipt

Print the receipt for the com-
pleted payment.
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10 To Pay One Account

Locate the account and click 
view details.

11 Click on Make a Payment

Start a one-time payment for the 
selected account.

12 Click on Continue

Continue into the embedded 
payment portal to choose a pay-
ment source.
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13 Click on Use New Payment 
Method

Choose to add a new payment 
method instead of using a saved 
one.

14 Enter Card Payment Information

15 OPTIONAL: Select Save this 
payment method for future use
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16 OPTIONAL: Type Nickname

Enter a nickname to identify this 
saved payment method.

17 Click on Continue

18 Click on Select a payment 
method

Open the list of saved payment 
methods in the wallet.
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19 Click on Continue

20 Click on Submit Payment

Submit the one-time payment 
using the selected saved pay-
ment method.

21 Click on Email Receipt

Email the receipt for the 
one-time payment.
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22 Click on Print Receipt

Print the receipt for the 
one-time payment.
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