
How to sign up for an E-Bill(Electronic Bill) 

 

 Once signed into your CivicPay accont online 
 Go to “My Profile”  
 From the Account listed on your profile, click on “Edit” 

 

 

 Choose your op�ons for E-Bill and save.  

 

 

 

 

 



 Ebill example below of what is sent each month.  
 ***Be sure to add noreply@merchantransact.com to your contacts so you 

receive your Ebills.  

 

 

mailto:noreply@merchanttransact.com


How to Register for Autopay 
 

Required for Autopay 

 Registered Account up in CivicPay 
 Email has been verified. 

 
 
 
 Once Logged into the Agency CivicPay applica�on- 
 On Dashboard Select “Sign Up for Auto Pay” 

 

 

 
 
 
 



 

 Choose Payment Type that will be used for AutoPay. 
 Enter in a unique descrip�on for the Payment Type used. 
 Once all informa�on is entered-Click save at botom right hand corner of screen. 

 

 

 

 



 

 Once Autopay is saved and enabled, a green banner will show at top of the screen and provide informa�on on Autopay.  

 

 

 

 

 

 

 

 

 



 

 When the Agency bills your account a�er customer has signed up for Autopay, customer will get a no�fica�on when the 
billing is created. Please note that only customers can update the amount of their autopay or cancel it. Agency does not 
have permissions to change or cancel autopay’s.  

 

 

 

 

 

 

 

 

 

 

 



 When payment is processed, customer will receive a payment processed no�ficaton.  

 

 

 

 

 

 

 



 If auto pay is declined, customer will receive a no�ficaiton that payment is delined. This reuqires signig up for autopay 
again and enabling a new payment type.  

 

 

 



To Register Online 

Go to Sign-Up on Login-In Page 
 

Click on “Sign Up” to create a profile on line 

 

 
 
 
 



 

 
Please have the following information to Register 

 
 Valid Email address 
 Create a password 
 Last Name on Statement 
 Full Account Number (XXXXXX-XXX) 

 

 

 



 

 

If you would just like to make a payment and  

not create a profile online 

Go to “One Time Payment” 

 
 



 
 

 

The options available online if you create a profile are: 
 See all Payment, Billing and transaction history 
 Set up E-billing 
 Enable Paperless Billing 
 Sign up for AutoPay! 
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