Adding Additional MLS Accounts for
Payments to your Enrolled Portal Account

When registering to Great Plains Regional MLS’s Payment Portal, the user is
associating a MLS Agent ID with an username and password they’re creating. A user
can also associate additional MLS Agent IDs to make payments to those accounts.
This guide describes that process. We will assume that the user has already
registered and can login to the site.

1. Upon logging into the site, the user should click on “Profile” found within the left-hand menu or
click on “Profile” found on the dashboard:
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2. Clicking either of these options will bring the user to the Profile Menu. On this screen, the user
needs to click on the option for “Billing Accounts” either found in the left-hand menu or on the

main part of the screen:
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3. Oncein the Your Accounts screen, the user will see their preexisting account that they originally
registered with. Underneath that initial account will be an “Add” button the user should click:
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4. The user will need to enter an account nickname, the MLS Agent ID, and First 2 Characters of the
Agent associated with the MLS Agent ID and then hit “Save”:
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5. When the correct information is submitted and saved, the user will see this message at the top
of the screen:

Account has been added to the user

If the information doesn’t match, the user will see:

Invalid details

If failure occurs, they can edit the information and attempt to save again. However, once saved
successfully, they can now make payments towards those MLS Agent IDs. They can add as many
as necessary!



