Getting started with ONLINE BILL PAY for your City utility bills
After clicking on the “Online Bill Pay” button on our website, www.halsteadks.com you
will be directed to PSN and see the following screen:

Click on “Register”
If you have already
registered, login to
make payments.

After clicking the “Register” button, this screen should appear:

1. Enter your account number
(found on your City bill or call
City Hall) in the format XXXXXXXXXX.

3. After clicking
“Search”, results that
match what you
typed in will be
shown. If multiple
customers are found,
make sure to only
register the customer
ID that matches your
account number,
name, and address.
Click on the
“register” button to
proceed.

2. Enter your last name or
business name (must be as it
appears on your bill).
Then click on the “Search”
button.
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Getting started with ONLINE BILL PAY for your City utility bills
After clicking “Register” by your customer record the following screen should appear:

This should match your name on your bill.

Enter your email address and create a
password to setup your future login
credentials for the next time you use
Online Bill Pay. Then set up your secret
question and answer and click the
“continue” button.
***Note that the City does not have
access to your password nor do we keep
it on file, this is handled by PSN***

After clicking the “Continue” button, you should receive a confirmation email at the email
address you entered and the following screen should appear:
Follow the onscreen
prompts to setup an
online payment. You
have the option to do
one time payments or
to set up auto pay
with either e-checks
or debit/credit cards.
Convenience fees of
$1.00 for e-checks or
2.75% for card
transactions will
apply.

Your balance due will
appear here. Please
Contact City Hall with
balance questions.

Payments can take up
to 48 hour to reflect
on your bill.

The City of Halstead is pleased to offer this convenient service to our utility customers. Normal
utility due dates still apply and fees will be assessed if payments are not received on time. Payments
in person, over the phone, and by ACH are still available. For any questions or concerns please
contact City Hall at 316-835-2286.
Page 2

