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INSTRUCTIONS FOR USING THE ONLINE BILL LOOKUP/BILL 
PAY 

 
Updated:  
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August 2010 
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June 2013 

 
1. In your web browser’s address bar, please type in: www.windsorlocksct.org. 
 

 
 
 
2. On the Windsor Locks home page go to: “Tax Collector.” From here click on “Online 
Look Up + Bill Payment.” 
 

 
 
 
3.  Click on the blue hyperlink that says, “To look up what you owe and pay your bills 
online, please click here.” 



Page 2 of 10 

 

 
 
 
4. You will come to this page: 
 

 
5. From here, you can use the drop box on the left to search by name, property location, 
bill number, unique ID, or link number. (We suggest using your name so everything, cars 
and real estate, comes up.) 
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6. The results will come in showing different columns which include the bill number, 
name/address, property/vehicle, paid, outstanding, options, and pay. 
 

   
 
For any bill of which there is a balance due, click on the green shopping cart to add the 
bill to your cart.  
 

 
 

7. This screen will once again show you what you are paying and the amount of the bill.  

 
 
Please note that pay in full will pay both the first and second installment. Pay current due 
will pay only the current installment due. Also please note that although under “Pay in 
Full” there is a line which says “Discount,” we do not offer any discounts for paying in 
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full, this is a feature that is found within the program and we are working on having it 
removed to avoid any future confusion. 
 
8. Once you have decided what bill to pay, click on the “Add to Cart” button.  
 
9. After adding to the cart, you will be given the opportunity to add other bills. If you 
would like to add bills, repeat steps 5-8. In the top right corner, you can see how many 
bills are in your cart and what the total is. 
 
10. To check out, click on the yellow tab. From here it will drop down box showing you 
the bills you are paying and the balance on each bill. To pay the bills, click on 
“checkout.” 

 
 

11. The next screen is provides a disclaimer regarding delinquent Motor Vehicle bills. 
Once again, everything you are paying on will be presented for your approval. If you 
decide you do not want to pay something, click on the red “x” to remove the bill. To pay, 
click the “Pay Tax Bills Now” button. 
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12. You will now be directed to the actual payment website. For first time users, you will 
be required to register by clicking on the underlined blue “Register Now.” 
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13. Please fill in the registration form carefully and accurately. Ensure the email you 
provide is accurate as this is where your confirmation will be emailed to. 
 

 
14. After clicking to continue, you will get another chance to review your information. 
Please ensure everything is correct then read the disclaimer at the bottom of the page. If 
you need to change anything click on “Change a setting.” If you have read and 
understand the disclaimer click “I accept, Create my account.” Press Cancel if you want 
to stop your registration. 
 

 
 



Page 7 of 10 

 
 
15. From here, you will set up an account by clicking on the underlined blue “Add a bank 
account.” 
 

 
 
16. Please enter in the correct information and click “Continue” after you have ensured 
everything is entered accurately.  
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For your routing number and account number, please examine your checks as follows. 
 

 
 

17.  Next you will be required to verify your bank account information. Please carefully 
review the terms and conditions. After reading and understanding them, click the box and 
then click “Continue.” 
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18. The next screen will confirm that a bank account has been added. To make a payment 
on the bill(s) you originally selected please click on the underlined blue “Make a 
Payment.” 
 

 
 
19. The next screen will show you how much you are paying. This will list all the bills 
and the balance left remaining on the tax bill. To change the amount for each bill, just 
type the new amount into the amount box. There is a $5 minimum payment for the 
time being and is scheduled to be fixed for July 2012. 
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There is a $0.50 convenience fee. However, when you consider the total cost of $0.44 for 
postage plus gas, the online payment system remains, in most cases, the most economical 
sense. (Plus you do not need to stand in lines or worry about your payment getting lost in 
the mail.) 
 
20. This will bring you to your final screen telling you the payment has been complete 
and giving you a confirmation number. Please note that your payment “is postmarked” 
for when the payment has been complete. As long as your get a confirmation number on 
the last day the taxes are due, you will be on time. Any payments which are not complete 
on the due date, will be considered late and accrue interest. 
 

 


