
SETTING UP
AUTOMATIC
PAYMENTS 

Need help?
Email: info@valleyenergy.org

Call: (540) 338-6457

In The Online Portal



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

dropdown menu.

Select “Setup Automatic
Payments” from the

dropdown menu.



Select “Setup Autopay” to begin

A pop-up box will show with options for
payment methods and payment schedules.



Click the “Select Payment Method”
dropdown menu to choose from existing

payment methods on the account.

If you do not have any payment
methods on file, or would like
to add a new one, click “Add a

New Payment Method”



Click “Select a Payment
Schedule” to access the

dropdown menu with the
options of default or delivery.

Default: All items due will be
automatically paid using your
selected payment method on
your chosen schedule.

Delivery: Only deliveries made
will be automatically charged to
the selected payment method
on your chosen schedule. 

Payment Schedules:

Click “Select a Schedule Value” to choose when
payment method when your payment method should

be automatically charged.

You may chose a day of the month, a number of days
after the transaction, or a number of days before the

payment’s due date .



Once your payment method
and schedule has been
created, check off the

agreement. After the agreement has been
checked, the green “Save

Changes” button will save and
create your new payment schedule.

Please note that when creating your budget, if the
chosen schedule has already passed for the month

and there are existing charges on your account, these
must be settled in a one-time payment.   
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