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BS&A Online is a collection of municipal services that provides instant and convenient access to various kinds of important 

information held at your local government. This document is intended to help users of the site to identify Favorite Records 

– records that they may visit frequently (lookups; payments). This feature is only available to residents who have created a 

BS&A Online user account. 

The following records may be saved as Favorites: Utility Billing, Building Department, Miscellaneous Receivables, Tax, and 

Assessing. 

 

Adding a Record to Favorites 

1. Find the record using the search method of your choice. 

2. Click the Click Here to Add… link. 

 

3. When the page has refreshed, the link you clicked will look like this: 
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Viewing Favorites 

You may view your favorites either through the drop down menu on the Banner, next to your user name, or from the My 

Favorite Records widget, accessed through your My BS&A Online page (see below). 

 

 

 

Adding the My Favorite Records Widget 

The widget can be added either from a record that is marked as a favorite, or from the My BS&A Online page. 

FROM A RECORD 

1. Click the Info icon on the far right of the section, then click the Add Favorite Records Widget button: 

 

2. Click Ok to clear the Success prompt. 
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FROM THE MY BS&A ONLINE PAGE 

1. Go to the Home menu and select My BS&A Online. 

 

2. Click the Add Widgets link, located on the right. 

 

3. Scroll through the available choices and click the Add This Widget button. 

 

4. Click Ok to clear the Success prompt. 
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5. Click your browser’s back button or the Back to Page button at the top to return to your My BS&A Online 

page. 

 

 


