
FREQUENTLY ASKED QUESTIONS

USING THE SYSTEM 
Do I have to enter an email address to make a payment? 
Yes, an email address is required so the payment confirmation can be delivered to your email inbox. 

Do I need to register to pay a bill? 
No, registration is not required for one-time payments. However, by registering you’ll be able to view prior history, set up automatic
payments and store payment information, if desired. 

I forgot my password, how do I access my account? 
Click on “Forgotten Password?” at the bottom of the login screen. You will need your account number and email address to retrieve your 
password. If you’re unable to locate this information, you may call us and after verifying your identity, we will be able to assist you. 

PAYMENT 
What are the fees to use Payrazr? 
To pay a bill using your credit card, checking/savings account there is NO CHARGE. 

How will I know that my payment has been accepted? 
After you submit your payment, you will see a payment confirmation screen. You will also receive a confirmation email after 
your transaction is submitted. 

How do I change my account information? 
Simply log into your account and change any of your personal information under the Preferences tab. 

If I choose not to use BillingTree’s Payrazr solution, what other payment options are available? 

• In person: You can pay by cash, check, money order, credit card, or debit card in our office during normal business hours. You may also
deposit a check (no cash) into our drop box, which is located under the second window from our door.

• By phone: You can pay with a credit or debit card by calling (216) 529-6820 and choosing Option 2. We accept Visa, Master Card, Discover,
and American Express.

• By mail: You can mail payments made by check or money order to our office directly or to our PO Box. If your bank offers a bill payment
service, we can accept payments via this method—but please be sure to include your account number (as printed on your bill) 
in the memo section.

• Bank Draft: Please call (216) 529-6820 and choose Option 2 for more information.

ADVANCED FEATURES 
What is AutoPay? 
AutoPay is a convenient option in which bills will be paid automatically each billing cycle on their due date using your default credit card or
bank account. Login to your account and click on "Enroll in AutoPay." A confirmation email will be sent to complete your enrollment. 

Can I cancel AutoPay? 
Yes, simply login to your account and click on the Autopay "View Plan" button. Next select "Cancel Autopay" and "Continue". 
This will cancel the Autopay. 

I’m signed up for AutoPay but do not see anything showing under “Upcoming Scheduled Payments.” 
The AutoPay date will not appear on the home page under Upcoming Scheduled Payments. However, when on the Scheduled Payments
page, AutoPay will show. 

What is the di�erence between AutoPay and a scheduled payment? 
AutoPay is an automated process which pays your balance in full each billing cycle based on the rule selected. Scheduled payments are
manually entered by you for the date you choose. These are typically a Weekly, Bi-Weekly or Monthly Payment Term. 

SECURITY 
Is my information secure? 
BillingTree uses the highest standards in Internet security. Account information displayed within the payment portal is truncated to protect
confidential data. Any information retained is not shared with third parties. 


