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1. Introduction 

The Paymentus Customer Portal is the main channel used by Billers for their customers. It is an easily 
customizable channel and its individual features can be tailored for the specific needs of customers. There are 
many different flavors of the Customer Portal, each specifically designed for a different market segment and its 
particular needs. Each Customer Portal account is unique to that particular biller. Note that you cannot reuse 
the same accounts across multiple billers.  

Customer Portal enables you to: 
 Link your profile to multiple accounts or services that they have with a particular biller. 
 Make payments to a single account or to multiple accounts at the same time. 
 Manage your bills and view your payment and bill history. 
 Set up recurring payments and manage the frequency with which you make payments. 
 Add payment methods to a wallet and use them to easily make payments. 
 Enroll into paperless eBills. 
 Opt to receive notifications via various means, such as email, text, or phone. 
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2. 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: 

 Email Address 
 Password 

Note: Ensure that the password created adheres to the requirements on screen. 
 First and Last Name 
 Phone Number 
 ZIP Code 

3. Select a Security Question from the drop-down list. 
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4. Then, enter your answer in the Security Answer field. 
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. To log in, see How To: 

Login to Customer Portal. 
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3. How To: Login to Customer Portal 

1. On the Customer Portal home page, enter your Email address and Password. 
Alternatively, if you do not have an account, select Register Now to create a new one.  
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. 
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4. How To: Reset Your CP Login Password 

1. On the Customer Portal home page, select Forgot your password? besides Login. 

 
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. Then, select Reset Password. A temporary password will be sent to the email address entered. Follow the 

instructions provided in the email. 
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5. Accounts Menu 

5.1 How To: Add a New Account 

1. On the Accounts page, select Add Account to add an account to your profile. 

 
 

2. Then, select a Payment Type and enter your Account Number and ZIP Code. 
Note: The account number is generally a unique number that identifies the account and is provided on the 
bill. 

3. (Optional) Select Paperless if you want to receive eBill in your email. 
4. (Optional) In the E-Bill Notification Preferences for New Bills section, select whether to: 

a. Receive email notifications 
b. Receive SMS notifications 
c. Receive phone notifications 

5. (Optional) In the Bill Summary Notifications section, select whether: 
a. You want to receive notifications and be able to pay your bills via email. Select Secure PDF eBill and 

enter a secure password which you will use to unlock and view your PDF eBill attachment. 
b. You want to receive notifications and be able to pay your bills via text messages. Select Bill 

Summary - Pay by Text and enter a mobile number the bills can be sent to. 
c. If the above are selected, in the Select Payment Method for Bill Summary Notifications section that 

opens, select an existing payment method or select Add new to add a new payment method. 
Note:  This payment method will automatically be used for all future payments made via PDF or 
SMS. 
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6. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it. 
Note: You must agree to the terms in order to proceed with adding the account.  
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7. Select Add Account. The Account Created confirmation displays all the relevant account information. 

 
 

8. Select Back to Accounts. Your account is now available on the Accounts page. 
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From here, you can: 
 Edit your account information 
 Add additional accounts 
 View your bill 
 View your payment history 
 View your consumption statistics  
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5.2 How To: Edit Your Account Details 

1. On the Accounts page, select Edit under any of the accounts to edit the account details. 
2. In the Accounts Details pop-up window that opens: 

a. Select Paperless to receive eBill in your email. 
b. In the E-Bill Notification Preferences for New Bills section, select whether to: 

i. Receive email notifications 
ii. Receive SMS notifications 

iii. Receive phone notifications 
c. In the Bill Summary Notifications section, select whether: 

i. To receive notifications and be able to pay your bills via a secure PDF in your email, select 
Secure PDF eBill. For details on how to enroll into Pay-by-PDF, see  

ii. To receive notifications and be able to pay your bills via text messages. Select Bill Summary - 
Pay by Text and enter a mobile number the bills can be sent to. 

iii. If the above are selected, in the Select Payment Method for Bill Summary Notifications 
section that opens, select an existing payment method or select Add new to add a new 
payment method. 
Note: This payment method will automatically be used for all future payments made via PDF 
or SMS. 
 

 
3. Select Save to save your changes. Your account will be updated with the latest edits. 
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5.3 How To: Remove an Account 

1. On the Accounts page, select Edit under any of the accounts available on the list. 

 
2. In the Accounts Details pop-up window that displays, select Remove Account. 

 
3. Then, when prompted, select Confirm to proceed with the account removal. The account will no longer be 

available on the Accounts page, in the list of available accounts. 
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5.4 How To: Enroll into Paperless eBills 

By enrolling into paperless eBills, you will receive bill summary notifications via email, text, or phone. These 
notifications contain detailed information about your upcoming bill and due dates. Note that unlike the Pay-by-
SMS and Pay-by-PDF features, these notifications do not offer you a direct means to make payments. Instead, 
they may include a link to one of our other channels such as ROTP and CP, where you can go and make 
payments. 
1. On the Accounts page, in the Accounts Details section, select Paperless to enable or disable the paperless 

option.  
Note: The Paperless button turns green (if initially disabled) and displays Yes, when enabled. Similarly, 
the Paperless button turns gray (if initially enabled) and displays No, when disabled. 
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2. In the Accounts #xxxx pop-up that displays, select at least one type of notification for new eBills.  
Note: You can receive bill notifications by the following methods: 

a. Email notifications 
b. SMS (Text Message) notifications 
c. Phone notifications 

 
3. Select Confirm to update your account details. You will receive your next bill summary via the notification 

type selected. 
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5.5 How To: Enroll into Pay-by-SMS/Pay-by-PDF 

 
 
Email Bill Summary 
Receive an email bill summary which contains an encrypted and password 
protected PDF attachment. If this option is selected you will be required to enter 
a password required to access your PDF E-Bills. 
 
SMS Bill Summary 
Receive your bill summary in an SMS message which allows you to pay the full 
amount, pay a different amount or stop SMS bill summary notifications. 
Please note that this disables SMS E-bill notification for new bills. 
 
A mobile phone number is needed to receive SMS notifications. 
 

 
 
1. On the Accounts page, select Edit under any of the accounts available on the list. 

Alternatively, select Add Account to add a new account. 
2. Then, in the Bill Summary Notifications section, select one or both of the following: 

 Secure PDF eBills:  

 
Enter an Attachment password. This password will be used to open the secure PDF eBill that you 
will receive in your email when your bill is ready. Once set, you can change your password by 
following the steps provided in How To: Change Your Secure PDF Attachment Password. 
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 Bill Summary – Pay by Text 

 
Enter your mobile phone number. This mobile phone will be used to receive notifications when your 
eBill is ready and to make payments directly from it. Once set, you can change your mobile phone 
number by following the steps provided in How To: Modify Your Contact Details 

3. Then, select a payment method from the existing list or add a new one. This payment method will be used 
when paying through the secure PDF or when paying via text messages. 
 

 
4. Select Save to complete enrolling into receiving eBill summary notifications. 
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5.6 How To: View Your Bill 

5. On the Accounts page, select View Bill on any of the accounts available on the list.

 
6. Your current bill will display detailed information such as the Bill Due date, Payment Amount, etc. 

 
From here, you can: 
 Print your bill 
 Pay your bill 
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5.7 How To: View Your Consumption 

1. On the Accounts page, in the More section, select View Consumption.

 
 

2. Your consumption details will be displayed. 
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5.8 How To: Add Your Bill to Android Pay/Apple Wallet (See Wallet Menu) 

To add a pass to your wallet, you must open the email link provided to you from a mobile device. 

 
1. On the Accounts page, depending on your mobile device, select: 

a. Add to Android Pay 
b. Add to Apple Wallet 

2. When prompted, select Confirm to enable the pass on your mobile device. An email will be sent to your 
email address. 

3. On your mobile device, click and download the link provided to you in the email. The pass will automatically 
be added to your device's wallet application. 
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6. Pay My Bill Menu 

6.1 How To: Pay Your Bill 

1. From the navigation panel, select Pay My Bill. 
2. Select an account from the accounts list. 

Alternatively, if there are no accounts available in your profile, select Add New. Then, follow the steps 
provided in How To: Add a New Account.  
Once added, the account will be displayed in the list. 
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3. Select Continue. 
4. (Optional) Modify the payment amount as required. 

Note: Depending on the bill you are trying to pay, you may or may not have the ability to modify the 
payment amount. 

 
5. Select whether you want to Pay Now or Pay Later. 

 If you select Pay Later, select the Select date field or the  icon and select a future date from the 
Date Picker. 
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Note: If the future date that you selected is after the bill due date, a warning message will be 
displayed. Late payment fees may apply if you continue to make a payment with your originally 
selected date.  

 
 

6. Then, select a payment method from the available list. 
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. 

7. Select Continue.  
8. 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. 

 
9. Select Pay to submit the payment.  

Note: Paymentus charges a processing fee (For example, $1.50 for Credit Cards, $1.00 for Debit Card). 
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10. The Payment Receipt screen displays confirming that the payment was successful.  
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. 

 

From here, you can: 
 Make another payment 
 Print the page 
 View your Payment History 
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7. AutoPay Menu 

7.1 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. 

Note: A schedule might already be created for you by an agent. These schedules can only be edited and 
modified by an agent. 
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3. Select an account for which you want to create a schedule. If one does not exist in the list, select Add 
new. Then, follow the steps provided in How To: Add a New Account. 
Note: If a schedule already exists for an account, that account is no longer eligible for AutoPay. 

 
 

4. Select Continue. 
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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. Then, follow the 
steps provided in How To: Add a Payment Method to My Wallet. 

 
6. Select Continue. 
7. Select a Frequency for your bill payment schedule. 

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  icon to 
select a future date from the Date Picker. The schedule will no longer execute after this date. 
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9. (Optional) Modify the payment amount, as required. 
Note: Depending on the bill you are trying to pay, you may or may not have the ability to modify the 
payment amount. 
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10. Then, select one of the following ways to receive schedule notification: 
a. Email Notification: Receive email reminders. 
b. SMS Notification: Enter a Mobile number to receive text message reminders. 
c. Phone Notification: Enter a Phone number to receive phone call reminders. 

11. (Optional) Select how many days in advance you want to receive a reminder that your automatic payment 
will execute. By default, Do not remind me is selected. 

  

12. Read and agree to the Schedule Payment Authorization Terms by selecting the checkbox next to it. 
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13. 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. 

 
From here, you can: 

 Print your schedule confirmation 
 Go back to the AutoPay main page 
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7.2 How To: Edit an AutoPay Schedule 

1. From the navigation panel, select AutoPay. 
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2. On the AutoPay page, select Edit: 
 Under any of the schedules to edit the schedule details (e.g. Frequency, Schedule Day, End Date, 

Payment Amount, Schedule Notification Preferences). 
Note: A schedule might already be created for you by an agent. These schedules can only be edited 
and modified by an agent. 
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 Under the Payment Details section, change the payment method used for the schedule or add a 
new one, as required. 
 

 
3. Select Confirm. The schedule will be updated with the latest edits. 

7.3 How To: Remove an AutoPay Schedule 

1. From the navigation panel, select AutoPay.  
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2. On the AutoPay page, select Edit under any of the schedules. 
Note: A schedule might already be created for you by an agent. These schedules can only be edited and 
modified by an agent. 

 
3. Select Remove Schedule.  
4. Then, when prompted, select Confirm to proceed with the schedule removal. The schedule is no longer 

available on the AutoPay page, in the list of available schedules. 
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8. Bill History Menu 

8.1 How To: View Your Bill History 

1. From the navigation panel, select Bill History. 
2. On the Bill History page, you can view a list of all bills for all of the accounts available in your profile. 
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3. Select View Bill on any of the bills in the list to view more details about it (e.g. Bill Due date, Payment 
Amount, etc.). 
Alternatively, select Pay Bill and continue with the payment flow. For details on how to pay your bill, see 
Step 5 in the How To: Pay Your Bill. 

 

From here, you can: 
 Print your bill 
 Pay your bill 
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8.2 How To: Download Your Bill History 

1. From the navigation panel, select Bill History. 
2. On the Bill 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.  

Note: A customer-bill-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). 
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8.3 How To: Search/Filter Your Bill History 

1. From the navigation panel, select Bill History. 
2. On the Bill 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 or by a 

specific Payment Type. 

 
 

4. Select Search again. The search results will be updated to display only the bills that fit your search criteria. 

 

From here, you can select: 
 View Bill to view your bill in more details 
 Pay Bill to make a payment. For details on how to pay your bill, see Step 5 in the How To: Pay Your 

Bill. 



  
 
 
 
 

40 | P a g e        © 2021 Paymentus Corporation, All Rights Reserved 

9. Payment History Menu 

9.1 How To: View 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. The list also displays the status of the payments (e.g. Accepted, Failed, etc.). 

 



  
 
 
 
 

41 | P a g e        © 2021 Paymentus Corporation, All Rights Reserved 

3. Select View on any of the payment transactions in the list to view more details about that payment. 
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4. Alternatively, to view your payment history, on the Accounts page, in the More section, select View All 
Payments. 
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9.2 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.  

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). 
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9.3 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 or by a 

specific Payment Type. 

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

criteria. 

 

From here, you can select View to view your bill in more details. 
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10. My Wallet Menu 

10.1 How To: Add a Payment Method to My Wallet 

1. From the navigation panel, select My Wallet. 
Note: If you do not currently have any saved payment methods to your wallet, the wallet displays as empty. 

 
 

2. Select Add Payment Method. 
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3. Enter all of the required payment method information (e.g. Card Number, CVV, Expiration Date, Card Holder 
Name, 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. 
Alternatively, for all Digital Wallets such as PayPal, PayPal Credit, Amazon Pay, or Venmo, select the 
corresponding button. You will be redirected to the third party's website. 
 

/  
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6. In the pop-up window that opens, log in using your credentials and select the payment method of your 
choice. 
 

/  
 
The My Wallet page will be updated with your newly added payment methods. 
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10.2 How To: Edit an Existing Payment Method 

1. From the navigation panel, select My Wallet. 
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. Then, select Confirm. Your payment method will be updated with the latest edits. 



  
 
 
 
 

49 | P a g e        © 2021 Paymentus Corporation, All Rights Reserved 

10.3 How To: Remove a Payment Method 

1. From the navigation panel, select My Wallet. 
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. 
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. 
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4. Then, 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. 
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11. My Profile Menu 

11.1 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.  

Note: Ensure that the new password adheres to the requirements on screen. 
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3. Select Save Changes. The Details confirmation page displays all your profile information. 
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11.2 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. 
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3. Once you are done, select Save Changes. The Details confirmation page displays all your profile information. 
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11.3 How To: Change Your User ID 

1. From the navigation panel, select My Profile. 
2. In the Login Details section, select click here. 

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

 
3. Enter a new User ID. 

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. 
Note: You must enter your current password to change your ID. 

5. Select Save Changes. The Details confirmation page displays all your profile information. 
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11.4 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. Then, enter your Security Answer to the selected question. 
6. Select Save Changes to save the edits made to the profile. 

The Details confirmation page displays all your profile information. 
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11.5 How To: Change Your Secure PDF Attachment Password 

1. From the navigation panel, select My Profile. 
2. In the General Details section, enter a new Attachment Password to be used for your bill summary email 

attachments, also known as PDF eBills. 
Note: Ensure that the new password adheres to the requirements on screen. 
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3. Select Save Changes to save the edits made to the profile. The Details confirmation page displays all your 
profile information. 
 

 


