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eAccess 
Payment Method – Add/Update/Remove 

This process is used to add, update, or remove a payment method.  A user may have only one active 
payment method on file.  A payment method is required to perform a search and/or purchase 
documents.  If a payment method is removed (and a new payment method is NOT added before the end 
of the current billing cycle), when the billing cycle ends, the user WILL NOT be able to perform a search 
and/or purchase documents until a new payment method is added. 

A payment method may be added, updated, or removed by (1) an individual user or (2) an organization 
administrator for a non-government organization.  When an organization administrator adds or removes 
a payment method, the update applies to ALL members of the organization.  Members of an 
organization (WITHOUT administrator rights) CANNOT add or remove a payment method.   

1. Access the website https://eaccess.azcourts.gov/ 

2. Log in > Access the User Account Menu > Select Account Settings 

 

3. To add or update a payment method, select the Add Payment Information link or the Change 
Payment Information link 
Note: when the user account has a payment method on file, the Change Payment Information link 
appears in place of the Add Payment Information link  

 

https://eaccess.azcourts.gov/
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a. The Redirecting pop-up window will open > Select the Ok button 

 

i. The nCourt Save Payment Information page will open > Enter the Billing Information and the 
Payment Information > Select the Submit Information button 

 

A. The page will redirect to eAccess > Log in > Access the User Account Menu > Select 
Account Settings > The updated payment information will be displayed in the Card on 
File field 

 



122023_V1.0 

Page 3 of 3 

b. To remove a payment method, select the Remove Card button 

 

i. The Remove Payment Method pop-up window will open > Select the Confirm button 

 

A. The Payment Method Removed pop-up window will open 

 

1. To add a new payment method, select the Add New Card button > Return to Step 3 

2. To continue without adding a new payment method, select the Stay on Site button 

a. Each time the user logs in, the user will be prompted to add a payment method 
Note: for an organization, only administrator users will be prompted to add a 
payment method; members of the organization (WITHOUT administrator rights) 
will be prompted to contact an organization administrator 


