
autopay 
THE EASY WAY TO PAY RENT! 



STEP 1: 
Go to http://www.DixonLeasing.com/tenantportal

STEP 2: 

• If you are already registered

Proceed to sign in with your email/password and 
proceed to Step 4.  

• If you are a new user

Press “Click here to 
register” and complete 
the necessary fi elds.  

•  The “Registration Code” required during 
registration is your tenant number beginning 
with “t000xxxx”. If you cannot locate this 
number, please call 212.480.2626 and we 
will be happy to provide it to you.



STEP 3: 
Once you have fi nished the registration process, you will receive an email from us at the email address provided 
during registration. Click on the activation link in the email to confi rm your address. •

STEP 4: 
You are now presented with your online tenant account. To continue with the Auto-pay setup: 

Click “Payment Accounts” •

Depending on which 
account you wish your 
rent to be paid from,

•  Click “Add Bank Account” 
or 

• Click “Add Credit Card” 

WHY ACTIVATE 
YOUR ONLINE ACCOUNT?
The tenant portal is more than just a place to make payments. 
By activating your online account, you’ll get full access to all of your 
account information, any time, day or night.

MAINTENANCE 
REQUESTS
Submit simple maintenance requests 
and track their progress.

ACCOUNT 
HISTORY
Review previous rent payments, 
fees, or credits associated with 
your account.

STAY 
CONNECTED
Contact your property manager 
or check for updates or news from 
our offi ce.



STEP 5: 
•   Select “Auto-pay Setup” to automatically deduct rent from your account on your choice of date between the 

1st and the 5th of each month. Note—you should leave the “End Date” blank to ensure payments continue 
through the duration of your lease.

•  You can also make a one-time payment using the “Make a One-time Payment” option. 
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