Customer Portal
Registration & Account Setup

INSTRUCTIONS:

Use the instructions contained within this guide to register for and set up your Customer Portal.
Making payments directly through the Customer Portal onlineis not required. The Portal offers
many additional benefits to customers, including viewing current and previous bills, signing up
for paperless billing, viewing consumption data, setting up account notifications, managing
multiple accounts, and establishing automatic payments online.

1. To begin, visit our City of Sanford Utility Billing Webpage at_
https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities

2. Click “Sign In/Register” in the upper right-hand corner of the webpage.

&% utility Billing

City of Sanford, NC
Utility Billing

3. Tocreate a new account, click “Create an account” at the bottom of the page.

Sign In to community access services for Clty
of Sanford.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

DHEaQ

Sign in with Facebook

OR

Email address

[] Keep me signed in

Unlock account?  Help

I Create an account I



https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities
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4. Completetheformfields. Enter youremail, name, phone, and password. Your
password must be at least 8 characters long and contain at least one number,
one lowercase letter,and one uppercase letter. When completed, select “Sign
up.” The system will send a verification code email to the email address
entered.

Create an account

Email

First name

Last name

Mobile phone
Password

Password requirements:
« At least 8 characters

« Alowercase letter

* An uppercase letter
o Anumber
« No parts of your username

Already have an account?

5. Whenyou enteravalid email address, password, and full name, the system
sends a confirmation email to the email address you entered.

6. Gotoyouremailinbox. Youwill receive a verification email from “Community
Access ldentity (noreply@identity.tylerportico.com)” with the subject line
“Welcome to your Community Access Account.” Key the verification code
found at the bottom of the email into the box to finish creating your account.



mailto:noreply@identity.tylerportico.com

Welcome to your Community Access account

Community Access Identity
4782024 12-50 PM
Ta!

138301

NOTE: Please check your filters and junk/spam for an email from noreply.

IMPORTANT: Each customer is responsible for managing their Customer Portal. The City of Sanford
Customer Service department does not maintain customer passwords or have the authority to reset
them. To reset your password, select "Forgot password?" and follow the steps within your web
browser. If your account becomes locked for any reason, select "Unlock account.”

Add Your Utility Services Bill Account

1. Onceyou have created your account, you must connectit to your bills.
Once logged in, click “Add account.”
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Add an account to access account details, pay your bills, and manage accounts

Add account

2. Enter your Account Number and Customer Number.

3. You can find these numbers on your bill in the top right corner. In the
following example, 123456-7890, 123456 is the customer number,and 7890
is the account number. If you do not know your account and customer
numbers, pleasecontactusat919-775-8215orwaterdept@sanfordnc.net.

4. Select “Add Account”

Let's find your account

* Account Number ‘

Please enter the account number shown on your bill

* Customer Number ‘

Enter the customer number shown on your bill.

5. After linking an account, you will be directed to your Customer Portal
Dashboard. The screen contains a snapshot of your account information. To
view previous bills and water consumption history, use the navigation menu
in the left column.
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= Pay bills

Enrall in auto pay

Trarsaclisns

hl,  Consampten Schedule payment

= Contact preferences

Last payment Current bill Announcements

Adding Multiple Accounts

1. If you have bills for multiple properties, you must add each account. Go
to “Manage Accounts” in the left sidebar to add multiple accounts.

= Home

| Manage accounts

|::‘| Account detail

2. Click Add Account on the Manage Accounts page. Enterthe Account
and Customer Numbers for each additional account.

NOTE: If you move, you will be able to link your new City of Sanford Ultilities Account Number toyour
existing Customer Portal. To remove an account, click the delete (trash can) button to the right of the
account.

(OTHER PORTAL OPTIONS)

1. Setyourpreferred account email notifications within the Contact
Preferences menu.

2. Update orchangeyour contactinformation by first clicking the User Menu in
the upper right-hand corner of the webpage and then selecting Profile.

3. Dependinguponthe method usedto register youraccount, your user profile
will have one of the following layouts. The most common layout is a
customizable user profile. To access and/or change your contact information

or account preferences, click on the menu optionslocated in the left-hand
column.



Enroll in Auto-Pay

1. Go to https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities
and login. On the right side of the page, click “Enroll in auto-pay.”

&% utility Billing

A Home
¥ Manag t
" CITY OF SANFORD
B contactpreferences -
Accounts
00000
e Balance
225 E Weatherspoon St 2/26/2024 $75.53
View bill Account detail Transacf tions More
Due Balance
2/26/2024 $0.00
View bill Account detail Transac! tions More -

2. Check the account to enroll. Click “Enroll” next to the billingaccount you
would like to set up with auto-pay.

&% utility Billing

Home < Manage auto pay

Manage accounts

-

Not enrolled

Contact preferences
Select all

3 = FETE Balance Due date
KENDALE DR 575.53 2/26/2024

3. Choose when you want your auto-pay to be charged (drafted).

Payment day

{'_.._‘f. | want my payment to draft on my due date.

() | want my payment to draft on this day every month

4. Keyin payment method information for your credit card.

5. Click “Enroll Now”. You are now enrolled in auto-pay.
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Enroll in Text to Pay

1. Go to https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities
and log in. On the right side of the page, click “Enroll in text to pay.”

Utility Billing

Home ~
Welcome back % Enroll in text to pay
Manage accounts . e
Account detail .
Your current balance is $159.33 @j Enroll in auto pay

Transa ctions. Due 11/26/2024

Consumption Pay Now Schedule payment

Contact preferences

X2

-.IZIFHWE

Tips to save

. Use energy-efficient
< ,Q‘ light bulbs >

Last Payment Current bill
$77.60 paid 11/5/2024 $159.33 billed 11/6/2024

E Thank you! Due 11/26/2024
All transactions 3 $ view bill 3

Tips to save

2. Check the billing account you would like to enroll with pay by text, click
“Enroll in text to pay.” A pop-up message will appear; select “continue.”

Text to Pay

Text to pay allows you to pay your bill via text message.
After you enroll, you will receive a text every time your account has a new balance.

On the next screen, select “Enroll” to pay by text.

Utility Billing

Home < Manage text to pay

Manage accounts
Not enrolled
Account detail

) Tl i Balance Due Date |
Transactions Cm e $159.33 11/26/2024

Consumption

Contact preferences

O FomY

Tips to save
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3. Type in your mobile
phone number,

* Phone Number

Select “l agree to

Terms of Service

the terms Of Standard data and message rates may apply.

SerVice," < i i | agree to the terms of service. * ,

Type in the Payment method

payment method

information for [ card number |

your credit card.

‘ MM ‘ ‘ YYYY ‘

‘ Cardholder name ‘

‘ Address ‘

Billing ZIP code ‘ ‘ Security code ‘

4. Click “Enroll Now” .

You are now
enrolled in pay-by-

text.
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