How To Register And Set Up Autopay %ﬁ;@
For A Utility Account bt e

Learn how to create a customer portal account and set up automatic payments for
your water and sewer bill. This guide covers:

- User registration

-Linking your water and sewer account

- Scheduled payments (Pay the Bill Amount Due on the Due Date

User Registration

1 Navigate to the Town's online payment system portal:

www.leesburgva.gov/paybills

Welcome to the Town of Leesburg's online payment system powered by Paymentus Corporation. There is a fee for using this online payment
service. The fee amount will be indicated prior to checkout.

Make One Time Payment Login
“Make One-Time Payment” without registering. This “Pay Now" Email*
option will require information from your paper bill ‘ someone@example.com ’ ‘
Or select "Register Now’ Once you Register with "Login —
credentials you will no longer need a paper billand you can
.V Pay Bills Fassword @ ‘
o q
5 ay Don't have an account Register Now
.

S—

Paymentus

© Paymentus Corp, All Raghts Reserved
Privacy Notice  Privacy Notice to Calitoenis Residents  Bill Payment Ters snd Condstions  Payment Authorzation Terms  SMS Text Communicatio




2 Click "Register Now" to create a new account

Welcome to the Town of Leesburg's online payment system powered by Paymentus Corperation. There is a fee for using this online payment
service. The fee amount will be indicated prior to checkout.

Make One Time Payment Login
"Make One-Time Payment” without registering. This “Pay Now” Email*
option wlll require information from your paper bill. someone@example.com = |
Or select "Register Now" Once you Register with “Login” Pa ra*
credentials you will no longer need a paper bill and you can
. rand Pay Bills ‘ Password @ |

* Schedu! Don't have an accountRegister Now

* And More

PAY NOW Forgot your password? LOGIN

& Paymantus Corp. All Faghts Reserved
Privacy Notice  Privacy Notice to Califor Bl Pay Lof Payment Authonzation Terms  SMS Texs Communication Terms and Privacy

3 Enter all personal information, including first name, last name, phone number,
password, zip code and security questions. Click "Enroll" to finish creating the
account

rirst Name

Bill

Last Name

| Payer

Phone Number

| 7037210409

ZIP Code

| 20175 -]

Security Question 1

| What was your childhood best friend's name? v

Security Answer 1

| Einstein

Security Question 2

| What was the make of your first car? Y

Security Answer 2

[Ford

Cancel




Add Utility Account

4  Select “Water and Sewer Payment”

Ca, £
oéc;al(ﬂ/,- Customer Portal
o

the Sewnrtam of the 24 combory

Bl accounts Add Account
e Where is my Reference Number?
- All flelds are required uniess labeled as optional.

=3 PayMyBill

Account Information
= Type #.Image of a bill with the account number located in the
31| AutoPay upper left area
fater and Sewer Payment
[2] Bill History

Parking Ticket Payment
ﬂl Payment History All Other - General Invoice Payment

) iy Wellet () & Business Tax Payment
2 My Wal O

Please enter your Customer ID as shown on your biil.

Account

Customer ID

Paperless @

. papar

E-Bill Notification For New Bills @

[ ] Receive email notitication &

Bill Summary Notifications &
powsedoy Pavmentns \:J Bill Summary - Pay By Text @

5 Enter the Reference Number field, which is the Customer ID-Account Number
combined and separated by a hyphen with no spaces. This information can be
found on a paper or electronic bill

- All fields are required unless labeled as optional
3 Pay My Bill .
- Account Information
= Payment Type
3] AutoPay = b
@ § Waterand Sewer Payment

s 1 Hicte
r-l Bill History () @ Parking Ticket Payment

:h ' Payment History All Other - General Invoice Payment

=, mmm b e wesm mee em  we o we

o~ 0O & T
¢—,l My Wallet O m Business Tax Payment

Please enter your Customer ID, a dash, followed by your account number.

3 My Profile
The fee for using this payment service s $3.95 per transaction.
} HegRut There is a maximum payment amount per transaction of $5,000 for e-check
al I s pther payment types.
Reference Number
Customer ID count ID
@ paper
E-Bill Notification For New Bills @
roweredoy Paymentus [] Receive email notification @
Privacy Nouce
Provacy Notica to California
Eesidents Bill Summary Notifications @
Bill Pymant Yarms and Conditions
Payment Authorzation Terms [T sii Summary - Pay By Text ®

SMS Teut Communication Tarms
&g Privacy



6 Make the remainder of the selections on the page based upon your choices. The ?
symbol by each option gives the description of the options that you are able to
select.

Once completed, check the box to agree to the Payment Authorization Terms.
This is a required field and cannot be bypassed.

w9 My wallet h -

Papvacs Dae Upen Racetot

Please enter your Customer ID, a dash, followed by your account number.

My Profile ETTo bty I }

The fee for using this payment service is $3.95 per transaction e BT B e

iy e

— Logout

There is a maximum payment amount per transaction of $5,000 for e-check
and $500 for all other payment types.

Reference Number

|
Paperiess ® Ej
o

E=

E-Bill Notification For New Bills &

] Receive email notitication @

Bill Summary Notifications

(] i summary - Pay By Text @

Terms & Conditions

Read the Payment Authorization Terms

(7] 1agref to the Payment Authorization Terms

N ——————
((Backoaccouns ) (EIEEE

7 Click "Add Account" to save the utility account

(K=} My wallet e

Please enter your Customer ID, a dash, followed by your account number.

My Profile
: The fee for using this payment service is $3.95 per transaction,

ZEL e There is a maximum payment amount per transaction of $5,000 for e-check
and $500 for all other payment types.
Reference Number
Paperiess @ /‘;‘

° e

E-Bill Notification For New Bills @

poweredoy Paymentus (/] Receive email notification @

Privacy Nouce
Privacy Notica to Californs
Besidents 8ill Summary Notifications @

(] Bil Summary - Pay 8y Text ®

SMS Text Communication Tarms
a0 Privacy

Terms & Conditions

Bead the Payment Authorization Terms

| agree to the Payment Autharization Terms

/£
N rrmmreseerr e i s S \
( BackTO ACCOUNTS | (ELREIWT !
N 22 S - J



8 Click "Back to Accounts" to continue setting up AutoPay

L.

a&“/ 5 Customer Portal
o
sy

the Bovmirtvwm of e 2 .

B= Accounts
e Account Created Where is my Reference Number?

B PayMyBill
Payment Type Water and Sewer Payment

AutoPay
. Account
_ﬂ Bill History

D Paperless
_>L Payment History

S MyWallet

My Profile

Logout

powered oy PAavmentis

9  Select "AutoPay"

y My Bill Payment of parking tickets can be made online beginning the business day after the ticket was issued
JtoPay
—_— ) Water and Sewer Payment + | NN
1| History o P
Account Detalls ',’\ ED[T>
ayment History —
Date Due Amount Due ( Paysil )
Apr20,2026  $218.43 —_
y Wallet
< = s N
y Profile Papale)s ® ?J ( View Bxllj
g out
AutoPay @
More
View All Payments

@ Add Account




Payment Method Setup

10  Select your payment method or add new payment method for this New AutoPay.

Customer Porta

5 Accounts Create New AutoPay> Water and Sewer Payment # N

51 PayMySil
Payment Method How to set up AutoPay

51| AutoPay
- Add a Payment Method

- 1. Select the account.
03 Bill History e n

2.Choose your preferred payment method.

2O payment History ® Addnew
3. Determine the frequency of payment best suited for your

needs

3 My Wallet \
BACK | CONTINUE
N o) 4. Conf gure the payment details

! My Profile
5. Choose how and when to be notified of upcoming

payment

11 Click "Add" to save bank account details

E-Check Credit Debit

=

Where can| find my routing and account number?

§ 1242345423011 3208235 528, -:m-.sxea-.-:szau-:aeaeassvi

Routing Account Check OR Routing Check Account

All fields are reguired unless labeled as optiona

Routing Number
Account Number Re-Enter Account Number

Bank Name Name on Account

-




AutoPay Activation

12  Select payment method from My Wallet and click continue.

(o £
oé;‘/’”! Customer Portal

tie hvwvtone of e 3 ety

B Accourts Create New AutoPay > Water and Sewer Payment # NSNS

4 PayMyBIl
Payment Method How to set up AutoPay
51| AutoPa,
e 4 My Wallet
- . 1. Select the account
‘““ Bill History @) ﬁ 47456
2.Cheose your preferred payment mathod
B payment History O @ o sisi1Ep10/28
3. Determine the frequency of payment best suited for your
\ needs
(3 My Walet AddaPayment Method
(Q n 4. Corfigure the payment details
My Profile
@ Add new 5. Choose how and when to be notified of upcoming
= payment.
» Logout
Y S
( BACK CONTINUE
N —
13  Select the "Bill Amount on the Due Date" option
CA.. 7ok
= 04‘;‘ 2fa Customer Portal Apr8 2024-Parkingticket  Messages E?
E=l Accounts Create New AutoPay> Water and Sewer Payment # I
B5 Paymysill
Payment Details How to set up AutoPay
[51] Autopay
Frequency 1.Select the account

[ sinHistory

Ll eekly 2.Choosa your preferred psyment method.

[}° Payment History
_ Monthly ( _’, Bill amount on thk due date 3. Determine the frequency of payment best suited for your

e neecs

[ "‘ My Wallet

- 4.Configure the payment cetails.
985 My Profile End Date (Optonal)
5.Choosa how and when to be notified of upcoming

" Selectend date h] payment

(= Logout ! P
Payment Amount
Payment Type

Checking Account
Routing Number
ARMAN23
Account Number
Pawerec oy Paymentus
v Notica *78390
to California
Besidents
Bill Payment Terms and Conditicns
Paymset Authvization Terme ™

BMS Taxt Comenunication Terms View Authorization Agreement for direct debit paymeant (ACH Cebit).
and Privacy



14 The fields will auto populate. The "End Date" field is optional. Do not select a
date to enable recurring payments on the due date

Ca, 7~
OQ‘;"(“}’ Customer Portal Ape8, 2024 - Parking ticket

=] Accounts Create New AutoPay> Water and Sewer Payment #_

2 PayMy 8Ill

- Payment Details How to set up AutoPay
|% AutoPay
. Frequency 1.Select the account
[ sinistory - g
) Weekly () Bl-weexly &
- b 2.Choose your preferred paymert method
H Payment History
z () Monthly (@- Bill amount on the due date 3. Determine the frequency of pasment best suited for your
A neecs
(= MyWallet
- 4.Configure the payment cetails
&) My Profile ARG e of 53,95 wil e exdded Lo gach payment.
; \ ) 5.Choose how and when to be notified of ypcoming
End Date (Optihnal) - "
|~ Logout f payment
= Selectend gate
\ ,
\ V.
N rd
Ay Amount
Bill Amount

Paymentus Fee

395

Total Amount
Bill Amount +$3.95

Pawers oy Paymentus
tca

Priv nis

Payment Type

Checking Account

Routing Number

1erer71nT

Review two required check boxes before checking: "I authorize ACH direct debit
payment (ACH Debit)." and "By selecting the box, you authorize the above
scheduled payments from the account shown." to continue.

15

Loy uut riy
Selectend date =

Payment Amount

Bill Amount

Paymentus Fee

3.95

Total Amount

Bill Amount + $3.95

Powerea oy Paymentus

Payment Type

Checking Account

Routing Number

seeve3103

Account Number
*7820
i

' \
View Authrization Agreement for direct deb payment (ACH Dabit),

o

11 autn}? ize ACH direct debit payment (ACH Debit)

N,

—
el Selacting the box. you

the customer portal
Cax

( BACK




16 Click "Create AutoPay" to save. A confirmation screen will appear.

Luy uut
Selectend date

Payment Amount

Bill Amount

Paymentus Fee

395

Total Amount

Bill Amount + $3.95

Powerea oy Paymentus

ﬂrm Payment Type
Checking Account

Routing Number
weeae7123

Account Numbes

*78%0

View Authorization Agresment for direct debit paymant (ACH Dabit),
7 lauthcrize ACH direct debit payment (ACH Debit).

By selacting the box you authorize the above scheculad payments from
tne sccount shown. This authorization is

lid until you cancel it tnrough
e customer portalor by call ﬁg your biler's customer service number.

Cancellation requests must be receivad at least 3 busines:

fags before

the next scheduled payment due date.

S 1
( BACK i ‘CREATE AUTOPAY
\ PA © A

17  The confirmation screen will display the AutoPay settings

Ca..hoh
= o@‘_‘;"{”’f Customer Portal Apr 8 2024 - Parking ticket

e v o e 21t oy

B=] Accounts AutoPay

f B Pay My 8ill

() Water and Sewer Payment #_

AutoPay ¥0U £30 NCL &A1 Ui SCHEdUR. (T was Crealad by Snather user

[ sinHistory Schedule # 31114518

Frequency

[f Payment History 8ill amount on the due date

[=) MyWallet Created By Start Date
Other User Jun 30, 2026
My Profile

Payment Details

(=} Logout
Payment Method Payment Amount
@ Bill Amount
@ Add Schedule
pawerea oy Paymentus
Privacy Notice

Natice to Califocnia
Bill Pavnent Terms and Conditions
Endaecs At s o
SMS Taxt Comevnynication Terma =
a0d Privacy






