Setting up AutoPay Online

This guide walks you through setting up AutoPay and the different Scheduled Payment (also referred to as AutoPay) options available to Consumers, and how to
set up scheduled payments on our online tool.

Things you need before you can set up to set up AutoPay Online:

e To set up AutoPay a Customer Portal Account has to have been set up (see How to Create an Online Account)
e To set up AutoPay you must have at least 1 Credit Card set up in the My Wallet tool on the Customer Portal (See How to Add A Credit Card to your
Online Account)

Background Information:

Scheduled Payments allows Consumers to set up automated reoccurring payments for their bills. There are different types of scheduled payment options
available depending on configuration, likewise some options may not be available.

Common Schedule Payments Types

e On the due date of each bill: This option will automatically pay bills on their due date based on the bill information sent to Paymentus. We recommend
using this option for its simplicity as well as its ability to handle due dates that may change.

e Monthly - bill amount: Makes a payment based on the bill information sent to Paymentus every month on the Schedule Day you select. If the Schedule
Day is the current day or a past day, the schedule will start running next month. If the Schedule Day is in the future, the schedule will run within the
current month. Please make a One Time Payment if the next Scheduled Date is after your next due date.

TIP: If the Reminder option is used, it should be set to a number of days that are greater than the next due date. If it is scheduled less than the due date of the
next bill, the AutoPay will not run for the next bill. A One Time Payment should be made.



Step-By-Step Guide:
Step 1 - Login

e  From our Utility Billing web page click on Online Payment
e On the Client Portal screen enter your email and password, then click on Login
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Step 2 — Click on the AutoPay icon
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If you get the message shown below and it applies to you, please contact City of Thornton Utility Billing at 303-538-7370. Otherwise click on the Plus sign to

continue.
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@ Are you currently making automatic payments through the City's Direct Debit program? If you would like to make future payments using your credit card
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the City of Thornton your account balance is showing your settle-up amount not your actual budget bill. Please pay the amount listed on your last bill not the

amount listed on this payment portal. Contact the Utility Billing Office at 303-538-7370 if you have questions.



Step 3 — Follow the “How to set up AutoPay” instructions shown on the right side of the screen
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Step 4 — Select the Payment Method you would like the AutoPay to use to pay bills. Then click Continue.
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e Select the Frequency

e You can select an End Date or leave this field blank

e Select a Notification Preference (Email/SMS/Phone) if you wish to be notified of upcoming payments, as well as how may days in advance you want to
be notified

e Then click on the "Create AutoPay" button
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Step 6 — A confirmation screen will appear. Click on "Back to AutoPay"
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Step 7 — You are done and can now either click “Back to AutoPay” to make changes, or one of the other icons



