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HOW TO PAY DUES AND MANAGE MY ACCOUNT 

 
  Configure Dues Auto Payment: 
 
To configure auto payment of your monthly dues on the IAFF SMART portal, please use the 
following steps: 
 
 
 
 

1. After logging on to the portal, expand the “My Member Toolbox” on the left hand side of the screen and 
click on the option “My Account/Pay”: 

 
 

2. You will now be viewing your “My Account/Pay” window.  In the top banner, you will see your current 
dues account balance and your current “Auto Pay” status (either “ON” or “OFF”).  You will also be viewing 
the “Transactions” tab which will show the transaction history of your account.   
 
Click on the “All” button to see all transactions (billings and payments) or the “Payments” button to just 
see the payments on your account: 
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3. You first need to add a payment method to your profile before making any manual payments or setting 
up AUTO PAY.  To do so, click on the “Payment Methods” tab and, once there, click on the “Add” button: 

 
 
 
 
 
 
 

4. The “New Payment Method” window will appear.  At the top, you can select whether you wish to enter a 
credit card or a bank account (electronic check) as your payment option.  Fill in the required fields based 
on the option you choose.   
 
In the “Name/Description” field, you can enter a name for the payment method (such as “My Visa Card”).  
If you wish to use this payment method for dues auto payment then, under the “Auto Pay” field, choose 
a recurring payment date (either the 1st, 15th or split between 1st AND 15th of each month).  Once you have 
entered all required information, click the “Add” button in the lower right-hand corner: 
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5. You will now be back on the “Payment Methods” tab; you will see the payment method you just 
entered listed there.  If you wish to edit any of the information associated with that entry, simply 
click the “Details” button in the lower left-hand corner which will take you back to the previous 
window in step #4 above.  You can add as many different payment methods to your profile as 
you want…….to add additional options, simply click the “Add” button in the upper right hand 
corner: 

 
 
 
You can also print your list of payment methods by clicking on the “Print” icon in the upper right-hand 
corner.  Or, if you wish, you can export your list of payment methods to Excel by clicking on the “Export” 
button in the lower right-hand corner. 
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6. Once you have added at least one payment method, you can turn on dues auto payment by going 

to the “Auto Pay” tab.  Once there, under the “Payment Method” heading, you will see check 
boxes listed for each payment method you have entered.  By default, the first check box labeled 
“I do NOT want to make automatic payments” will be checked.  To turn on dues auto payment, 
simply check the box associated with the payment method you wish to use.  You will then be 
prompted to re-confirm the Auto Pay (1st, 15th or split between 1st AND 15th) that you want to 
use for your recurring dues payment. 

 
 
 

7. To delete a previously saved payment method, go to “Payment Methods” and highlight the 
account you want to remove then click the trashcan icon in bottom left.   

 

 
 
 
 


