
How do I make a payment in MyWESTLINCOLN? 
Below are step-by-step instructions for how to make a credit card payment in your MyWESTLINCOLN account. There is a 
1.75% service charge to process credit card payments that is charged by our third-party processor. The Township does 
not keep this fee. For all other available payment methods, refer to our tax and water payment pages. 

Example pictures have been provided to help guide you through the process and make it as easy as possible.  

1. Find the account that you wish to pay. If there is an outstanding balance on the account, an amount will appear in 
the balance field. 

2. If you wish to pay your balance in full and it is $1,000 or less, click the Pay button and it will bring you directly to the 
payment processing page.  

3. If you wish to pay less than your full balance (partial payment) or if the balance you wish to pay exceeds $1,000, 
follow these steps: 

a. Click the balance for which you wish to make a payment. 

 

b. You will be taken to a page where you can specify the amount you wish to pay towards each of your 
accounts, which may differ from the account balance amount. Enter the amount(s) for each account in the 
Payment Amount field(s). The maximum payment amount in a single transaction is $1,000. 

 

c. Remember to click the check box above the account that you wish to make a payment towards. The total will 
be updated to reflect the total amount of your payment you are making towards your Township account(s).   

4. No matter which way you process your payment as described in steps 2 or 3, once you select the Pay button, you 
will be directed to our third-party payment processing site.  

5. On the Enter Account Information page, enter your email address to which you wish to have your receipt sent. 
This email does not have to match the email on your account. If there is pre-populated information, please leave it as 
is. Click the Continue button.  

https://www.westlincoln.ca/en/living-here/paying-your-tax-bill.aspx#:%7E:text=To%20make%20a%20payment%2C%20please,you%20can%20make%20separate%20payments.
https://www.westlincoln.ca/en/living-here/paying-your-water-bill.aspx


 

6. Next, you will input your information on the Enter Payment Information page. The black circled fields as shown 
below are mandatory. The red circled field will let you pick which payment method you want to use and then you can 
enter your credit card details. 

 

7. On the Confirm Payment screen, you will verify your payment details. You will also see the third-party service 
charge amount that will be included in your payment. Click off the box to authorize payment, as shown in the red 
circled field below. Select the Pay button to process payment.  



 

8. You will receive a receipt on-screen verifying your payment details and you will also be emailed a receipt shortly 
afterwards.  

9. If you wish to make another payment (for example, your intended payment exceeds the $1,000 maximum), you can 
return to your Account Listing page, and repeat the above steps to process the remaining payment.  
 
Note, if you are making multiple payments with the same account and amounts, you may receive a warning 
notification indicating ‘duplicate payment’. Please ensure that you are not making an unintended duplicate payment 
on your account. If you are intentionally making another similar payment towards your account, you can ignore the 
notification and click the Continue button.  

 


