
To Register Online at cityofpt.merchanttransact.com

Go to Sign-Up on Login-In Page 

Click on “Sign Up” to create a profile online

The options available online if you create a profile are: 

 See Payment, Billing, Meter Consumption History

 Sign-up to receive an email when a new bill is available

 Sign up to not receive a paper bill-Save a tree!

 Sign up for AutoPay! Have your bill paid on time every month!

https://cityofpt.merchanttransact.com/Login
https://cityofpt.merchanttransact.com/Login


 

 

Please have the following information to Register 

 
 Valid Email address 

 Create a password 

 Last Name on Statement 

 Full Account Number (XXXXXX-XXX) 9 Digits 

 

 

 

 



 

If you would just like to make a payment and  

not create a profile online 

Go to “One Time Payment” 

 

 

 



Once you register you will have access to see your account and sign up for an 

emailed bill or autopay!  

 

 

 

 

You can go through the menu once you have registered-check out My Bill, 

Usage, Activity, My Profile and don’t forget to “Make Payment”  

 

The “My Profile” is where you enable receiving an emailed bill or choose not to 

receive a paper bill. Be sure to complete the setups and verify your email. ***If 

the email is not verified, then signing up for autopay and emailed notifications 

cannot be done.  

 

 



 

Once the email is verified, then there will be additional selections 

available to choose from.  

 Do you want to receive a paper bill? 

 Do you want to receive an electronic bill(emailed statement)  

 Do you want to sign up for AutoPay-Click on “Yes, I would like to 

activate auto payment”  

 



If you would like to add more accounts to your profile, click on + ADD ACCOUNT and enter in 

your Last name or Business name and full 9-digit account number.  

 

**Please note that you are able to add multiple accounts to one profile, but your payments 

made apply only to one account at a time. You can manage each account as needed and 

have different selections on different accounts.  

 

 

 



 

There will be a drop down that will allow you to select which account you want to access if 

you have added more than one to your profile. The green banner will always change to show 

which account you are viewing on the screen. The service address tab will also update to the 

correct address when each account is selected.  

 

 

 

 

 

 

 

 

 

 

 

 

 



If you want to see all accounts associated with your profile, go to the “My Profile” and all 

accounts will be listed.  

 

To see the options available on each account, click “EDIT.”  

 

At the top of the page if you are enrolled with agency for direct debit out of your checking or 

savings account, you will see this blue banner advising you to contact agency if you want to 

sign up for autopay online. ***Being enrolled in both could cause an over payment to occur.  

 

 



Under Paper Bill- there are 2 options available.  

 

You have the option to receive or suppress a paper billing statement. If you choose to 

suppress the paper statement, the only way to get a copy is to print a copy from the “My 

Bill” area of your account.  

 

 

Under Electronic Bill- there are 2 options available.  

 

You have the option to receive an email notification when the agency runs their billing. An 

email will be sent to your verified email address from noreply@merchanttransact.com 

alerting you to a new billing available to view and pay. **If you select to not receive a paper 

bill then you must choose receiving an Electronic Bill.  

 

 

 

 

 

 

 

 

 

 

 



 

Ebill Example 

 

 

 

 

 

 

 



Signing up for Autopay 

 

The most important thing when signing up for autopay is to clear any existing balance off 

your account. Please pay any existing balance owed so that your autopay starts off based on 

your next billing received. ***If you sign up and don’t pay your existing balance, your 

account could be subject to penalty charges.  

 

Safety Limit-setting a safety limit provides parameters so that your autopay cannot exceed 

the safety limit. If your amount is higher than the safety limit, your autopay will be 

scheduled for the amount of the safety limit.  

 

Payment Date for Autopay-you will have the option to set up autopay to be debited on your 

billing due date or a select number of days BEFORE the due date.  

 

Example-Due date of 20th each month. Select “Pay my bill 10 days before it is due” this will 

process your payment 10 days before the 20th regardless of weekends and holidays.  

 



 

If you have already saved a payment method you want to use for autopay, then select that 

from the “Existing Payment Method” listing or create a new one.  

If creating a new payment method-select “Use New Payment Method” and fill in the fields 

below and add a unique description for your new payment method-example “Chase Visa” 

and save.  

Credit Card Information Screen 

 



ACH Information Screen 

 

For ACH (echeck) payments, enter in the Routing number of the Bank and your Account 

number. **Note that the biggest reason for a payment to be returned as an invalid payment 

is an Invalid Account Number-PLEASE DOUBLE CHECK YOUR ENTRY.  

**Also please note that any payment type entered and is unused to make payment for 18 

months will be expired and removed by routine maintenance of the site.  

 

Once you have set up your account’s autopay, you will see another Banner when you log 

into your profile on the home screen letting you know if an amount is scheduled for autopay 

and what date it will process.  

 

If you need to change the amount for your autopay or cancel it, click on either “Cancel 

Payment” or “Modify Payment.” ***Please note that no agency admin is able to update 

these fields, only you the customer can update the amount or cancel your autopay. If you 

choose to cancel the autopay, it will just cancel the current months autopay, but not remove 

you from being on autopay for future billings.  



In order to receive all notification regarding payment processing, please add the following 

email addresses to your contacts.  

noreply@merchanttransact.com 

autopay@merchanttransact.com 

Notifications are sent 3 days prior to your autopay being processed letting you know that 

the payment will be processed on X date. 

 

You will receive a payment receipt email once your autopay has successfully been processed. 

 



An email will be sent if for any reason your payment is declined or fails, and you would be 

responsible for making payment separately to avoid any penalties. If you are declined on 

autopay, your account will be removed from the autopay process and you would need to re-

enroll again.  

 

 

If you save a credit card online, you will receive notifications starting at 60 days if your card 

is going to expire. Notifications are sent at 60, 30, 15, 5 and 1 day prior to the card expiring. 

If your payment is declined due to a card expiration, you will need to add a new payment 

method and re-enroll in autopay.  

       

 


