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Return to Main Menu 

Returning Users                                                                                                        

                                                                                                                     
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Sample of Activation Code e-mail 

 

 

Returning User: 
Enter Username and Password 
from previous system  

 

To confirm your identify, an 
Activation Code will be sent to 
your e-mail address on file 

If you do not receive the 
Activation e-mail, contact 
Customer Service at  
(212) 291-4106. 
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Return to Main Menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

New Users 

 
 
 
 
 
 
 
 
 
 
 
 
 
 Click the “Register” 

button  
 

Complete the fields in red of 

the Register Page 

 Create new password 

 Establish Security 
Questions 

 

Creating a Registration is a 4 
step process. 

1. Click the “Register” 
button 
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Return to Main Menu 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 
Sample of Activation Code e-mail 
If you do not receive an e-mail, please contact Customer Service at (212) 291-4106. 

2. Complete the Create User 

Profile Page 

3. Create a password and  
         establish Security     
         Questions for password  
         reset 
 

4. To complete the registration, enter the 
Activation Code sent to your e-mail 
address  
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Return to Main Menu 

Forgot Username      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Select “Forgot Username” 

link 

Enter e-mail address 
 
An e-mail with your 
username will be sent to 

your attention 

If you don’t receive an e-mail, please contact customer support at (212) 
291-4106 

 
If you get an invalid e-mail message, this indicates that we don’t have 

your e-mail address on file and you must register as a new user 
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Return to Main Menu 

 
 

Reset Password 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Select the “Forgot 

Password” link 

Enter Username 
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Return to Main Menu 

 
 
 

 

Bank Account  

 

Adding Bank Accounts 

 
 
 

 
 
 
 
 
 
 
 

Answer Security Question 

Create new password 

Select “Update Bank Accounts” from 

Account menu 

Select “Add Bank Account” 
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Return to Main Menu 
 

 
 

 

 
 

Changing/Deleting Bank Account 

 

 
 
 
 
 
 
 
 
 
 

Enter Bank Account 

Information 

The banking 
information has 
been saved.  
 
Additional bank 
accounts can be 

added if needed. 

Select “Update Bank Accounts” from 

Account submenu 
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Return to Main Menu 
 

 
 

 
 
Editing Banking Information 
 
 
 
 
 

 
 

 
 
 
 

Important Information: 
 The Bank Account Numbers will be  masked  at all times and only the 4 last digits will 

be visible 

 In the Bank Account Edit Option, only the Account Holder Name can be changed 

 If a bank account has to  be changed, the user will have to delete the old  bank 
account and add the new one to the user’s profile 

User can view, edit or delete bank  

account information 

Update bank account: 
 
Only Account Holder Name 
can be changed 

Delete bank account: 
 
Select “Confirm” and bank 
account will be deleted 
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Return to Main Menu 

User Profile 

 

Update User Profile 

 

 
 
 

. 
 
 

 

Payments  

 

Making a Payment 

 
First thing a user must do in order to make a payment is to add a bank account to the system.  
Once you have created a bank account in your profile, there are three ways to make a payment:  
 

1 Making a payment without a property saved in your profile  
You can simply log in and make a payment without saving a property to your profile settings  
 
 

Select “Update Profile” from Account 

submenu 

The Profile page allows update of password, contact information 
and security questions.  Please note that a username cannot be 

changed or deleted. 
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Return to Main Menu 
 

2 Making a payment with properties  saved in your profile – you can search and save properties in 
your profile allowing you to save time next time you come back to the site by simply accessing 
just those properties that you’ve saved in your profile. 
 

3 Setting Up Auto Debit  or Annual pay – you can save properties in your profile and have them 
set up to automatically be paid with a bank account on file either quarterly (Auto Debit)  or 
Annually. 

 
 

Making a Payment without a property saved in your profile 

 
 

 
 
The Properties Profile Page will be displayed 
 

 
 

 
  

Select “Make a Payment” from 

Payment submenu 

Click on “Make a Tax Payment” 

button 

Select check box ”Pay Taxes for a 

Property not in Profile” 
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Return to Main Menu 

 
 
The property with the address will appear. Check the “Select” box and click on “Continue” 
 

 
 
 

 
 
 
 
 
 

Search for your Property by Borough 
number or address.  
If not sure about your BBL. Use the 
“click here” link that will redirect to a 

Property Address Search web site. 

Property with the address will be 
displayed. If the address is correct, 
check the “Select” box and click on  

“Continue” button 

The payment page allows you 
to filter by tax type and/or 
period to pay. The amount due 
will be calculated based on 
these selections. 
 
To make changes to the 
payment amounts and due 
dates, click on the check box 

to expand the grid 
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Return to Main Menu 
 

 
 
 

 
 

 

 

To view Payment Details go to the Payment History Page 

 

Payment Verification Page allows 
the review of the payment 

information before final submittal 

Payment Submission 
Confirmation Page confirms 
payment was successfully 

processed and scheduled.   

Dates and amounts 
can be changed 
and updated in the 
grid 
 

Click on “Continue” 
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Return to Main Menu 

Making a Payment with properties saved in your profile 

 
 
 
 
 
 
If you have not saved properties to your profile, see How to add properties to your profile 
 
 
 

 
 

 
 
 

 
 
 
 
 
 
 

Select “Make a Payment” from the Payment Menu Options 
The Property Tax Payment Page with the saved properties will be displayed 
 
.  

Select one, 
multiple or all 
properties 
from Property 
Tax Payment 

Page  

From 
Properties 
Profile 
Page, 
click on 
“Make a 
Tax 

Payment”  
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Return to Main Menu 
 

 
 

 

 
 

 
 

 
 
 
 
 

Select the applicable 
Payment Method, 
taxes and the system 
will display the total 
amount due. 
 
Click on “Continue” 

Review Payment 
Details and click on 
the “Submit” button  
to process the 

payment  

The Payment 
Submission 
Confirmation Page 
will provide status of 

the payment  
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Return to Main Menu 
 

Setting up Auto Debit or Annual Pay 

A user can choose to set the system up to automatically pay their taxes either quarterly (Auto debit) or 
Annually (Annual Pay) 
  

 
Go to your Property Profile and select the Properties you wish to set up for Auto or Annual Pay by 
checking the check box in the first column of the table and click the “Edit” Button 
 (If you have not added a property to your profile see how to add a property  

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Make sure you select the tax types you would like to AutoDebit or AutoPay, otherwise the system will 
automatically pay any tax types assigned by the City of New York.   

Click the  
“Edit” 

button” 

Please note that only Annual 
or Auto Debit can be selected. 
To make your selection, click 
on Annual Pay or Auto Debit 
Option and click the “Save to 
Profile” button 
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Return to Main Menu 
 

Deleting or Cancelling a Payment 

Below are listed the criteria for cancelling a payment: 

 Only payments in “scheduled status” can be deleted.  

 Payments must be cancelled before 6:00 pm ET one day prior to the due date 

 Fedwires and ACH credit transactions are processed immediately and cannot be cancelled. 
 
To cancel a payment, go to Payment History and pull up the payments.   
 
 

 
 
 
 

 
 
The “Cancel Payment Confirmation” will provide a confirmation number which is proof that the 
payment has been successfully cancelled. 

A red “Cancel” 
button indicates 
if  a paymentcan 

be cancelled 

Review 
payment 
before 
selecting 
“Continue” 

button 
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Return to Main Menu 

 

 

In Process/Rejected Payments 

 

 
 

 
 

 
 

Cancel Payment 
Confirmation number 
is proof payment was 

successfully cancelled. 

On rare occasions, 

a payment may fail.  

To view in process or rejected 
payments, select In 
Process/Rejected Payments from 
the “Payment” submenu  

To view 
reason of 
failure, click 
on “Failed” 

link “  
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Return to Main Menu 
 
 

 
 
 
 
 

 
 
 
 
 

 

 
 
 
 
 
 
 
 

Explanation of failure will 
be displayed 
 
Recommendation is   to 
resubmit payment. 
 
Please note that only one 
payment can be 
resubmitted at a time. 

Check the 
check box of 
the payment 
(s) you want 
to resubmit, 
and choose 
“Submit”. 

 

Review 
payment detail 

and resubmit  
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Return to Main Menu 
 

Making a Fedwire/ACH Credit Payments 

 
Follow the make a payment instructions.  
 

 
 
 

  
                           
 
 

Payment History 

 

 

ACH credit/Fedwire Options are 
available on the Property Tax 

Payment Page 

For ACH Credit and Fedwire, Wire Date and Wire 
Number are required. 
Wire number format should be: 
 
ACH Credit: 
Sample: CONAME:TEST 
COMPANY/COID:9999999999 
 
For FedWire:  
 Sample Wire 20140504B1Q8C153COOO460 

To view Payment History, select 
Payment History from Payment 

Submenu 
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Return to Main Menu 
The Payment History screen will be displayed.  The User can search by: 

 Status: All, Processed or Pending 

 Date Range: Up to 365 days into the past 

 Confirmation Number 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Enter Search Filter Criteria 
and click on “Submit “ button to 
view History or” Print “ button to 

view in Receipt  Format 

Payment History is displayed  
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Return to Main Menu 

Payment Submission History 

 

 
 

Payment Receipts 

Upon successfully completing the payment and receiving a confirmation number, you will be receiving 
an e-mail summarizing the total dollar amounts submitted in a payment batch. To view individual 
payment details, please access the Payment History Screens 
 
 

 
 
 
 
 
 
 
 
 

Payment Submission 
History Page displays the 
last 10 Payment 
submission requests and 

the results. 
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Return to Main Menu 
 

Returned Payments 

On rare occasions a debit payment may get returned by the receiving bank. In this situation, you will be 
notified via an e-mail which will list the payment confirmation number, payment amount and the return 
reason. 
 
Please contact your bank for more details on the return and make arrangements to submit the payment 
with a different payment method. 
 
 

 
 
 
 

Properties 

 

Adding a Property 

 
 
 
 
 
 
 
 
 
 
 

Select “Add” from Property 

Submenu  
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Return to Main Menu 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

User can search for Property by 
Borough or Address.  
 
Please note that an exact match 

is required. 

Once the correct 
property has 
been identified, 
click on the “Add 
to Profile” button  
and the Property 
will be saved to 
your profile 
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Return to Main Menu 

Uploading a File 

 
Multiple Properties may be added to your profile, by using the file uplaod feature. 
 

 
 
The file format layout  is available  by clicking the “file format” link 
 

 

 

To access the upload file option, select 

“Upload” from Property Menu 

Click on “Browse” button to download file 

Select the file you wish to upload from your 

computer and click on “Open” button 
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Return to Main Menu 
 
 

 
 
 
 

 
 

 

Message will 
confirm if 
upload was 

successful  

Click on ”File Refresh“  
button to view status of 

uploaded file  

If upload is successful, 
the properties can be 
viewed in the Properties 
Profile Page. 
Please note that upload 
will delete existing 
property profile and 
replace – information 
will never be appended 
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Return to Main Menu 

Upload File Layout Format 

 
Acceptable file formats are: 

 a comma-separated, CSV file (.csv)  

 or .txt file as long as it is comma-separated in the required format 
 
The file must contain these column headings (indicated by bold black text) in the order listed 
below.  
 
eFile RETUserName  (Your NYCeFile Real Estate Tax Payment Service login ID) You can  
   only upload properties under your OWN profile and UserName.  
 
Borough   (1, 2, 3, 4, or 5)  
 
Block    (Numbers only)  
 
Lot    (Numbers only)  
 
Easement   (Blank or A, B, E, F, G, H, I, J, K, L, M, N, P, R, S, U)  
Note: Although the following column headings are required, bank account row data is not 
required because you may make payments using Fed Wire transfers. However, if bank account 
information is completed for one field, all corresponding bank account fields must also be 
completed for that row.  
 
ACH ABA   (Routing Number) (a valid bank routing number or blank)  
 
ACH Account Number (Numbers or blank) Note: For security reasons, the bank account  
        number is truncated.  
 
Account Indicator  (Savings or Checking) (S for savings, C for checking, or blank)  
 
Account Name  (Characters or blank)  
 
Auto Debit   (Y for yes, N for no, or blank. If Y, there must be bank information  
   specified.)  
 
Annual Payment  (Y for yes, N for no, or blank.) 
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Return to Main Menu 

Editing/Deleting Properties 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

To edit or delete a 
property, select a 
property and click the 
“edit” button from the 
Properties Profile 
Page  

This page allows you 
to delete and edit a 
property. Add a saved 
Bank Account, Auto 
Debit or Annual Pay 
and add Tax Types  


