
SIGN UP: Click here to create an account and set up 
autopay through your card or bank. Even if you choose 
to be paperless/pay by check or cash, creating an 
account is a great way to view your billing history and 
water consumption.

ONE TIME PAYMENT: Made a one-time quick payment 
(credit card only) without creating an account.

LOGIN: Already have an account? Enter your email 
address and password here. If you can’t remember your 
password or need to change it, click “forgot password” 
to reset.

CivicPay Login Screen
Visit: cityofpt.merchanttransact.com/Login



1. Enter Customer Account Information: You will need to enter 
your last or business name and account number. Your account 
number and name are on your paper bill. Double check that 
you are entering everything exactly as written on your bill (e.g. 
including any punctuation, etc.) If you are still having issues 
with verification, please email ptutilities@cityofpt.com with the 
subject line “CivicPay Account.” Include your service address, 
account number and name on the account in the email body. 
Thank you!

Create an Account

2. Verify your email. You will receive a verification email, asking 
you to click a link to confirm receipt. This will verify your email.



Navigating Your Account

CivicPay Home: From your home page, you will be able to see your current account balance and navigate 
your account, you can view your water usage under “Usage” and past payments under “Activity”

Want to add another account? Click on “My Profile” in the left-hand menu and the click “+ Add Account”



Sign up for Autopay: You can set up autopay through your credit/debit card or bank. You may still 
receive a paper bill if you wish. 

Please note: If you sign up prior to bills being posted (end of every month), your balance due will 
automatically be deducted from your account on the date you select when signing up for autopay. 
If you sign up for autopay after a bill has posted, you must pay your balance manually as autopay 
enrolment will not apply to any balances prior to your creating a CivicPay account.

We encourage you to login after bills are posted to check and see if your autopay is set up. There will be 
a blue box on your homescreen with the amount due and the date set for the payment to go through.

Sign up for Autopay

Questions? Email ptutilities@cityofpt.us with the subject line “CivicPay”


