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Step Objective Action 

1 Setting up recurring 
payments 

A Setup Recurring Payment link may be found on the CourtNet receipt page or  in the 
e-mailed receipt received after submitting a manual payment to CourtNet.   

1. Click the link to display the Setup Recurring Profile page.   

2. Enter a desired password in the New Password and Confirm Password fields, 
then enter the displayed security code in the Enter Security Code field and click 
<Login>. 

 
3. An activation message appears, informing you to check your email for an 

activation link.   

 
4. Open the displayed email account, find the Recurring Payment New User 

Activation email, open it, and click the link within to continue.   
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Note: All payments are 
made on the 8th of each 
month. Setting a 
custom final payment 
date after the 8th, will 
make the final payment 
on the 8th of the next 
month.  

5. The LexisNexis Profile Information screen displays. Select security questions and 
provide the answers in the associated fields, then click <Continue>. 

 
6. The Payment Method screen displays your existing payment method by default, 

with the option to setup a new payment option. Click <Continue>. 

7. The Setup Schedule screen allows you to customize a recurring payment 
schedule. To do so, follow these steps. Enter a Nickname for the schedule. 
Payment frequency defaults to monthly; the first payment date is set to the 8th of 
the next month. To enable setting a custom Last Payment Date, first uncheck the 
Until canceled box, then enter the desired date in the Last Payment Date field.   

 
8. Click <Complete> when finished. 

9. The Confirmation screen displays an overview of the recurring payment 
schedule. Click the tabs at the top to return to those screens to edit information.  
When satisfied, click <Go to My Accounts>.  An email will be sent to your email 
address, confirming the recurring payment was successfully established.   
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