
 

How to Schedule Autopayments: 

• You must be logged into your account to set up automatic payments. 
• Select Saved Payment Details from the main page. 

 
 

 
• Click on Add Autopay details for AOP 

 
• Choose the auto payment method and enter payment details. 
• In the bottom section, choose to auto-pay on due date or a specific date each 

month, set termination date for autopay, a minimum or maximum amount to auto-
pay, and the types of invoices applicable to auto-pay. 
If you set a maximum amount to $250, then any invoices over $250 will not be 
included in the auto payments.  
If you only want contract invoices included in automatic payments, then you’ll only 
select contract. Any sales or service invoices will not be included in auto payments. 



 
• Select Submit Auto-Pay 
• You will see your scheduled auto payments in the saved details. 
• You can change payment details, cancel or remove the payment details at any time 

by clicking on the applicable button. 
• When you click on Change Payment Details, you will be able to see the payments 

that have run under this auto payment. 



 
• Once an autopayment runs, you will receive payment receipt confirmation via email.  

 

 


