
Using the Customer Portal to Set Up Recurring Payments 

How To Create a New Account in Customer Portal 
1. On the Customer Portal home page, select “Register Now”.  

2. Enter all of the required information: 

o Email Address 

o Password  

 Note: Ensure that the password created adheres to the requirements on screen. 

o First and Last Name 

o Phone Number 

o ZIP Code 

3. Select a Security Question from the drop-down list. 

4. Enter your answer in the Security Answer field. 

o Note: If multiple security questions are required, ensure that all questions are unique 
and that all are answered.  

5. Select “Enroll”. You are now registered with a new account for the Customer Portal. 



How To Login to Customer Portal 
1. On the Customer Portal home page, enter your Email address and Password. 

o Alternatively, if you do not have an account, select “Register Now” to create a new one. 
o If you have an account and experience issues with logging in, select “Forgot your 

password?” to recover your login. 
2. (Optional) When provided with the option, select “Remember Me” to save your login in the 

current browser for future use. 
3. Select “Login”. 

 

How To Reset Your CP Login Password 
1. On the Customer Portal home page, select “Forgot your password?” beside the Login button. 

 
2. When prompted, enter your Customer Portal login email address and select “Continue”. 

 
3. (Optional) If prompted, enter the answers to your security questions in the fields provided 

below each question.  

4. Select “Reset Password”. A temporary password will be sent to the email address entered. 
Follow the instructions provided in the email. 

 
 



How To Add a New Account 
1. On the Accounts page, select “Add Account” to add an account to your profile. 

 
2. Select a Payment Type and enter your Account Number – Must USE ALL CAPS for Account 

Number 
3. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it. 

o Note: You must agree to the terms in order to proceed with adding the account.  

4. Select “Add Account”. The Account Created confirmation displays all the relevant account 
information.  



5. Select Back to Accounts. Your account is now available on the Accounts page.

 
6. From here, you can: 

o Edit your account information 
o Add additional accounts 
o View your payment history 
o Remove an Account (through the Edit option) 

 

How To Pay Your Bill 
1. From the navigation panel, select “Pay My Bill”. 
2. Select an account from the accounts list. 

o Alternatively, if there are no accounts available in your profile, select Add New.  
o Once added, the account will be displayed in the list

 



3. Select “Continue”  

4. Select a payment method from the available list. 
o Alternatively, if there are no payment methods available, select Add new. Then, follow 

the steps provided in “How to Add a Payment Method to My Wallet.” Once added, the 
payment method displays in the list. 

5. Select “Continue”. 
6. On the Review and Confirm page, ensure that all the information on the page is accurate. To 

change any information, select “Back” and edit the information, as required. 

 
7. Select “Pay” to submit the payment. 

o Note: Paymentus charges a processing fee (For example, $1.50 for Credit Cards, $1.00 
for Debit Card). 

8. The Payment Receipt screen displays confirming that the payment was successful. 



o Note: The payment submission process might take some time. An email notification will 
be sent to your email address, containing all of the transaction details. 

 
9. From here, you can: 

o Make another payment 
o Print the page 
o View your Payment History 

 

How to Add an AutoPay Schedule 
1. From the navigation panel, select AutoPay.  

2. On the AutoPay page, select “Add a Schedule” to create a payment schedule for your account. 

 
3. Select an account for which you want to create a schedule. If one does not exist in the list, 

select “Add New.”  



o Note: If a schedule already exists for an account, that account is no longer eligible for 
AutoPay 

4. Select “Continue” 
5. Select the payment method you want to use for the schedule. This is the payment method that 

will be charged when the schedule is executed. If one does not exist in the list, select Add new. 
6. Select Continue.  

7. Select Monthly-fixed amount  
o Note: Depending on the frequency selected, you must also select a Schedule Day. 



8. (Optional) For frequencies that require a date, select the End Date (Optional) field or select the 
Calendar icon to select a future date from the Date Picker. The schedule will no longer execute 
after this date.  

9. Read and agree to the Schedule Payment Authorization Terms by selecting the checkbox next 
to it. 

10. Then, select Create AutoPay. The Schedule Created confirmation displays all the relevant 
schedule information. Your schedule will now be available on the main AutoPay page along 
with all other schedules. 

o From here, you can: 
o Print your schedule confirmation 
o Go back to the AutoPay main page 

 

 



How to Edit an AutoPay Schedule 
1. From the navigation panel, select “AutoPay.” 

 
2. On the AutoPay page, select “Edit” here you can: 

o The schedule details (e.g. Schedule Day, End Date) 
o Remove the Schedule 

 

 

 

 

 



How to View Your Payment History 
1. From the navigation panel, select Payment History. 
2. On the Payment History page, you can  

o View (all payment made and individually) 
o See the status (Accepted, Failed, etc.) 
o Search 
o Download History 

 

How to Download Your Payment History 
1. From the navigation panel, select “Payment History” 
2. On the Payment History page, you can view a list of all payments made to different accounts 

from your profile.  

3. Select “Download History” to download your payment history as a CSV file to your computer. 
o Note: A payment-report.csv file will be downloaded to your computer which you can 

then open using any software that opens such file formats (e.g. Excel).  

 



How to Search/Filter Your Payment History 
1. From the navigation panel, select “Payment History”. 
2. On the Payment History page, you can view a list of all payments made to different accounts 

from your profile. 
3. Select “Search” to narrow down your payment history list, and search for a specific Account 

Number.  

4. Select “Search” again. The search results will be updated to display only the payments that fit 
your search Criteria.  

5. From here, you can select “View” to view more details 

 

How to Add a Payment Method to My Wallet 
1. From the navigation panel, select “My Wallet” 

o Note: If you do not currently have any saved payment methods to your wallet, the wallet 
displays as empty. 



2. Select “Add Payment Method”  

3. Enter all of the required payment method information (e.g. Card Number, CVV, Expiration 
Date, Card HolderName, Routing Number, etc.) 

4. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it. 
5. (Optional) Select “Set as default payment” method to use it as the default payment method for 

all future payments. 
6. Alternatively, for all Digital Wallets such as PayPal, PayPal Credit, Venmo, GPay, Apple Pay 

select the corresponding button. You will be redirected to the third party's website. 

 



7. In the pop-up window that opens, log in using your credentials and select the payment method 
of your choice, for example PayPal. 

 
8. The My Wallet page will be updated with your newly added payment methods. 

 

 

How to Edit an Existing Payment Method 
1. From the navigation panel, select “My Wallet” 

o Note: If you do not currently have any saved payment methods to your wallet, the wallet 
displays as empty. 

2. From the list of available payment methods saved to your wallet, select “Edit” 

 



3. In the pop-up window that opens, edit your payment method information as required. 

 
4. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it. 
5. Select “Confirm.” Your payment method will be updated with the latest edits. 

 

How to Remove a Payment Method 
1. From the navigation panel, select “My Wallet” 

o Note: If you do not currently have any saved payment methods to your wallet, the wallet 
displays as empty. 

2. From the list of available payment methods saved to your wallet, select “Edit” 
o Alternatively, select Remove directly on the saved wallet entry to remove the payment 

method from the list.  



3. In the pop-up window that opens, select “Remove Payment Method”. 

 
4. When prompted, select “Confirm” to proceed with the payment method removal. The payment 

method is no longer available on the My Wallet page, in the list of available wallet entries. 

 

 

How to Change Your Login Password 
1. From the navigation panel, select “My Profile” 
2. In the Login Details section, enter your current password and then enter your new password. 

o Note: Ensure that the new password adheres to the requirements on screen.  



3. Select “Save Changes”. The Details confirmation page displays all your profile information. 

 

 

How to Edit Your Contact Details 
1. From the navigation panel, select “My Profile”. 
2. In the General Details section, edit your contact information as required

 
3. Once you are done, select “Save Changes”. The Details confirmation page displays all your 

profile information. 

 

 

 

 



How to Change Your User ID 
1. From the navigation panel, select “My Profile” 
2. In the Login Details section, select “click here” 

o Note: The User ID field, which was previously grayed out, is now unlocked and can be 
edited.  

3. Enter a new User ID. 
o Note: The new User ID must be alphanumeric and may contain a dash or an 

underscore, or it can be a valid email address. 
4. Enter your Current password. 

o Note: You must enter your current password to change your ID. 
5. Select Save Changes. The Details confirmation page displays all your profile information. 

 

 

 

 

 



How to Edit Your Security Questions 
1. From the navigation panel, select “My Profile” 
2. In the Security Questions section, select “Edit” 

 
3. In the Security Questions pop-up window that opens, enter your Current Password. 
4. Select a Security Question from the drop-down list. 
5. Enter your Security Answer to the selected question. 
6. Select “Save Changes” to save the edits made to the profile. 
7. The Details confirmation page displays all your profile information. 
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