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Step	
  1:	
  Go	
  to	
  HealthSourceRI.com	
  and	
  click	
  on	
  the	
  “Account	
  Sign-­‐in”	
  link	
  in	
  the	
  
upper	
  right	
  hand	
  corner.	
  	
  
	
  

• Log	
  in	
  by	
  using	
  your	
  login	
  username	
  and	
  password.	
  
	
  

	
  
	
  
	
  
Step	
  2:	
  Select	
  the	
  Payments	
  Tab	
  from	
  your	
  Home	
  page.	
  
	
  

• Select	
  the	
  Payments	
  Tab	
  from	
  your	
  Home	
  Page.	
  
	
  
	
  

	
  
	
  
Step	
  3:	
  From	
  the	
  Payments	
  Tab,	
  click	
  on	
  Set-­‐up	
  Recurring	
  Payment.	
  
	
  

• A	
  recurring	
  payment	
  allows	
  for	
  monthly	
  payments	
  to	
  be	
  automatically	
  withdrawn	
  from	
  your	
  
bank	
  account	
  on	
  the	
  18th	
  of	
  every	
  month.	
  	
  Prior	
  to	
  setting	
  up	
  a	
  recurring	
  payment,	
  you	
  must	
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  up	
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make	
  a	
  one-­‐time	
  payment.	
  	
  Once	
  this	
  payment	
  has	
  been	
  accepted,	
  you	
  may	
  then	
  proceed	
  with	
  
setting	
  up	
  a	
  recurring	
  payment.	
  

	
  
	
  

	
  

	
  
	
  

	
  
Step	
  4:	
  From	
  the	
  Pop-­‐up	
  window,	
  complete	
  the	
  Payment	
  Details	
  form	
  with	
  the	
  
following:	
  
	
  

• Account	
  holder	
  information	
  (Enter	
  the	
  Individual	
  Name	
  as	
  it	
  appears	
  on	
  your	
  check.)	
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• Routing	
  Number	
  and	
  Account	
  number	
  for	
  your	
  bank	
  account	
  (you	
  can	
  find	
  these	
  numbers	
  on	
  
your	
  check	
  book).	
  

	
  

	
  
	
  

	
  
Step	
  6:	
  Please	
  read	
  the	
  following	
  Important	
  Note	
  and	
  click	
  Next.	
  You	
  have	
  now	
  
successfully	
  set	
  up	
  Recurring	
  Payments.	
  
	
  
	
  

	
  
	
  


