
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 online is 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. 

 

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

 

https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities
https://sanfordnc.municipalonlinepayments.com/sanfordnc/utilities


4. Complete the form fields. Enter your email, 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. 

 

 

5. When you enter a valid email address, password, and full name, the system 
sends a confirmation email to the email address you entered. 

6. Go to your email inbox. You will receive a verification email from “Community 
Access Identity (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. 
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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. Once you have created your account, you must connect it to your bills. 
Once logged in, click “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, please contact us at 919-775-8215 or waterdept@sanfordnc.net. 

 
 
 

4. Select “Add Account” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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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. 

 
2. Click Add Account on the Manage Accounts page. Enter the Account 

and Customer Numbers for each additional account. 

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

 
(OTHER PORTAL OPTIONS) 

 
1. Set your preferred account email notifications within the Contact 

Preferences menu. 
 

2. Update or change your contact information by first clicking the User Menu in 
the upper right-hand corner of the webpage and then selecting Profile. 

 
3. Depending upon the method used to register your account, 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 options located in the left-hand 
column. 

 
 
 



Enroll in Auto-Pay 

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

 

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

 

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

 

4. Key in 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.” 

 

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.” 

 
 
On the next screen, select “Enroll” to pay by text.   
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3. Type in your mobile 
phone number,  

Select “I agree to 
the terms of 
service,”  

Type in the 
payment method 
information for 
your credit card. 

 
 
 
 
 
 
 

4. Click “Enroll Now”. 
You are now 
enrolled in pay-by-
text.   
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