
 

How to update your payment plan 
The following screenshots represent what you will see if you are accessing OSF MyChart through a computer 
or tablet using an internet browser window. Note: If you are on a mobile device or are accessing your 
account through the OSF MyChart app, images may look slightly different. However, overall functionality 
will remain the same. 

1. How to sign up for automatic payments 
 Once logged in to OSF MyChart, navigate to your menu and select “Billing.” Note: You may already have a 
billing shortcut saved as an icon at the top of your home screen. 

 

 

 Select “Sign up for automatic payments.” Do not select the “Make a payment” button. Doing so will result 
in an error.  

 

 

 Review the information that imported from the previous billing system. First, confirm that your balance 
and monthly payment amount are accurate. Then select “Review payment method.”  

 



 

 You can choose an existing payment method if one is listed. Please verify that the information is still 
accurate and select “Review plan.” If you need to add or change a payment method, select the “New 
Payment Method” toggle button. Then select the toggle button next to your preferred option.  
 

 
 

Bank account (example screen)  
 

       

 

Credit/debit card account (example screen) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 Review the next screen to ensure everything looks accurate based on your previous selections. Then 
select “Update plan.” 

 

 

 Upon reaching your confirmation screen, select “Back to Billing Summary.” 

 

 

 Now that your automatic payment plan is configured, you will be able to use the “Make a payment” button 
if you choose to make payments to your plan in addition to your automatic monthly schedule. 

 

 

2. How to enable paperless billing 
 Return to the “Billing” screen from your main menu or home screen. 

 

 



 

 

 Select “Get started” within the blue banner near the top. 

 

 

 Toggle the paperless billing slider to “on.” (It will turn green.) 
 

Paperless billing off (example screen) 
 

 

 Be sure to select the “Save changes” button, 
shown at right, to confirm your selection. 
 

 

 

3. How to review and update your contact information 
 From the screen above, select “Review communication preferences.” 

 

 

 Review the email address and mobile phone number listed. If updates are needed, select “Review contact 
information” to edit. Once your information is correct, select the “Billing” option in the right-hand column. 

Paperless billing on (example screen) 

 

 

 

 

 

 

 

 

 

 



 

 

 

 Select the “Advanced settings” bar to view all options. Review each section carefully to determine 
whether you prefer to receive an email, text message, push notification or all of the above. To enable an 
option, select the toggle so it turns green. To disable an option, select the toggle so it turns gray. Be sure to 
select the “Save changes” button in the left-hand column once you have completed your selections. 
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