
ADDING PAYMENT
METHODS TO YOUR

ONLINE PORTAL

Need help?
Email: info@valleyenergy.org

Call: (540) 338-6457



After logging into your portal, select
“Make a Payment” to access a

dropdown menu.

Select “Payment Methods” to
add both credit card information

and e-check information.



Select “Update Payment Methods”

Select “Add Payment Method”

If there are any existing payment methods
on the account, they will show here. If there

are none on the account, it will say, “No
payment methods have been created.”



Input all billing address
information and your

preferred email address in
the following fields.

Input all billing address information and your
preferred email address in the following fields.

If a Credit Card
payment is preferred,
no changes need to

be made to your
payment method type
selection. Continue to

input all credit card
information in the

required fields.
Select the arrow to
access a dropdown
menu if a different
payment method

is preferred.



From the dropdown menu,
select Electronic Check if

 E-Check payment is preferred. 

Input all necessary information
into the required fields.

After all information is completed,
press “Submit” for the payment

method to be saved to your account.


