
Set Up Recurring Payments for the school-year, 

please see screenshots below to reference once 

you log into your parent account. 
 

1. Select “your student” button 

 
2. Select “Manage Recurring BASP Tuition Payments” button under 

the OTHER option 

 
 



3. Click the “ADD” button 

4. Select B/ASP Tuition Payment from the ITEM drop-down menu, 

enter the amount you want processed each month 

5. START DATE – this should be on the due date or before the 

tuition due date 

6. END DATE – Must be AFTER the start date, not on or before 

(i.e. – if your start date is the August 3rd, your end date should be 

May 4th) 

7. PAYMENT INFORMATION – The card or account that will be 

processed each month, expiration date, your street address and 

zip code. 

8. Please remember to select the SAVE button 

9. Your payment setup will show underneath the “Add” and “Item” 

button if you successfully set this option up. 

 
 

 


