SETTING UP
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INn The Online Portal

Nalleyizz

Setup Automatic Payments

Setting up an Automatic Payment is Easy and Free!

Why would you want to setup an Automatic Payment?

« It's Easy ? set it up once and your payment is made when you want.
* Avoid Late Fees 7 whether for you monthly SmartPay payment, paying by statement, or by delivery, it is paid on time ? every time!
« Saves you time ? time is precious, who has time to sit down and write checks anymore?

You are only a few simple clicks away from saving yourself time and never having to worry about late fees again. Add an Automatic Payment and sit back, we've got it from
here!

© setup AutoPay

CardLock Sale Payment Schedule

CardLock Sale AutoPay Schedule T Delete
1 Unknown

Need help?
Email: info@valleyenergy.org
Call: (540) 338-6457



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

My Account =

Account Overview

Want Peace-of-Mind that your systems won't leave you out x
ﬁ in the cold?

CLICK HERE TO PURCHASE ONE OF QUR MANY COST SAVING SERVICE PLANS!

Account Details

Jane Smith Account Number: 123456
775 Testing Drive Customer Since: 2/28/2018
Leesburg, VA 20176 Current Account Balance: 50.00
Recent Activity
@ Status: Active Last Delivery
3/21/2023

Select “Setup Automatic
Payments” from the
dropdown menu.
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CardLock Sale Payment Schedule

CardLock Sale AutoPay Schedule
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A pop-up box will show with options for
payment methods and payment schedules.

Setup AutoPay

Payment Method Add a New Payment Method

Select a payment method ... v

Payment Schedule

Select a payment schedule ...

[J Iagree thatif Default Payment Schedule is selected, all items due will be paid on the

schedule that is listed above, including budget payments if | am enrolled in a budget
program. If Budget Only Payment Schedule is selected, my budget payments that are due
will be paid in full on the schedule thatis listed above.




Click the “Select Payment Method”
dropdown menu to choose from existing
payment methods on the account.

Setup AutoPay

Paymg

. Add a New Payment Method
Select a payment method ... w

Payment Schedule

Select a payment schedule ...

[ Iagree thatif Default Payment Schedule is selected, all items due will be paid on the

schedule that is listed above, including budget payments if | am enrolled in a budget
program. If Budget Only Payment Schedule is selected, my budget payments that are due
will be paid in full on the schedule that is listed above.

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

Setup AutoPay

Payment Method Add a New Payment Method

Select a payment method ...

Payment Schedule

Select a payment schedule ...

[ Iagree thatif Default Payment Schedule is selected, all items due will be paid on the

schedule that is listed above, including budget payments if | am enrolled in a budget

program. If Budget Only Payment Schedule is selected, my budget payments that are due
will be paid in full on the schedule that is listed above.



Click “Select a Payment
Schedule” to access the
dropdown menu with the
bayment Method options of default or delivery.
Select a payment method ... v
Select a payment schedule ... k L

v Default

Setup AutoPay

Delivery
sCcneauie 1ype

Select a schedule value .. v

[_] |agree thatif Default Payment Schedule is selected, all items due will be paid on the

Payment Schedules:

Default: All items due will be Delivery: Only deliveries made
automatically paid using your will be automatically charged to
selected payment method on the selected payment method
your chosen schedule. on your chosen schedule.

Setup AutoPay

Payment Method Add a New Payment Method

Select a payment method ... v

Payment Schedule

Default

Schedule Type

v Select a schedule value ... ‘

Day of Month I

Days After Transaction Date
Days Before Due Date

[ 1agree that if Default Payment Schedule is selected, all items due will be paid on the
schedule that is listed above, including budget paymentsif | am enrolled in a budget

program. If Budget Only Payment Schedule is selected, my budget payments that are due
will be paid in full on the schedule that is listed above.

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.




Setup AutoPay

Payment Method Add a New Payment Method

Select a payment method ... w

Payment Schedule

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.
agree that if Default Payment S0 .

chedule that is listed above, including budget payments if | am enrolled in a budget
program. If Budget Only Payment Schedule is selected, my budget payments that are due
will be paid in full on the schedule that s listed above.

& Save changes

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.

Need help?
Email: info@valleyenergy.org
Call: (540) 338-6457



