Auto Pay Enrollment Instructions — Quarterly MLS Fees

Step 1:

To enrollin the Auto Pay Service for your quarterly MLS fees, please visit the member portal
at https://spaarportal.ramcoams.net. You will log in with your portal login credentials.
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Step 2:

Once logged in, you will click on “Update your Profile”.
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Step 3:

Then on the left-hand side, you will click on “Payment Information”.
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Step 4:

No credit card on file: Click on “Add New Payment Profile” if you do not currently have a
credit card on file. Type in your credit card information and click on “Continue”. This will
save your information for future use.

Credit card on file already: Skip to step 5 if you already have a credit card on file but need
to update the information.
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Step 5: (already have credit card on file)

Click on “Payment Information”, click on “Update” and type in the credit card information
and click on “Continue” to save the updated information.
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IMPORTANT STEP! - After you have added your payment information to your member
portal record, you will need to fill out the Auto Pay Authorization Form which can be found
on SPAAR’s website at http://www.spaar.com. Please email the completed form to

billing@spaar.com.

Once the Association receives your signed form, you will be enrolled in the Auto Pay
Service for your quarterly MLS fees.

If you have changes to your credit card information such as expiration date, please visit the
member portal and make the appropriate changes under the “Payment Information”

section of your Member Profile.

If you do have any questions, please contact the Association office at 651-776-6000.



