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For support, contact: Customer Service 
customerservice@erwsd.org 

 (970) 477-5451 
 
 
 
 

Revision date: Aug. 31, 2017 

Learn how to: 
 

 Pay your monthly water bills 

 Set up recurring and automatic payments 

 Make a one-time payment for a water bill without 
setting up an account 

 View your billing and payment history 
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Frequently Asked Questions 
 
 

1. How do I set up an account? ............................................... 2 - 4 

Setting up an account with Paymentus allows you to sign up for 

recurring and automatic payments and view your billing and payment 

history. If you opt to not set up an account with Paymentus, you will 

need to re-enter your customer, account, and payment information 

online each time you pay your water bill. 

 

2. How do I set up recurring payments?  ............................... 5 - 6 

Signing up for recurring payments allows you to pay your monthly 
water bills without having to re-enter your payment and account 
information. 
 

3. How do I sign up for automatic payments? ....................... 7 - 8 

Signing up for automatic payments allows you to have your credit card, 
debit card, or electronic check automatically charged for monthly water 
bills. Using automatic payments helps you avoid the hassle of logging 
in to Paymentus each month or forgetting to pay a water bill. 
 

4. How do I make a one-time payment? ................................ 9 - 11 

If you do not wish to set up an account with Paymentus, you can use a 
one-time payment to pay a water bill without creating an account. 
 

5. How do I view my billing and payment history? ............ 12 - 13 

Setting up an account with Paymentus allows you to view billing and 
payment information for previous water bills. 
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1.  How do I set up an account? 

In order to set up recurring or automatic payments and view your billing and 
payment history, you will first need to set up an account. If you do not set up an 
account, you will need to re-enter your customer, account, and payment 
information every time you need to pay your water bill. These are called one-time 
payments, and are described in Section 4 (pgs. #9-11) of this user’s guide.   
 
To set up an account, visit https://ipn.paymentus.com/cp/erws and follow the 
steps listed in this section. 
 

 
 
 
 

STEP 1:  Click 
Register Now to begin 
the process of setting 

up an account. 

https://ipn.paymentus.com/cp/erws
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STEP 2:  Fill out the following 
information and click Enroll. Be 

sure to follow the password 
requirements, including using 

only letters and numbers. 
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STEP 3:  After you click Enroll, you will see this 
screen. Check that you are on the Accounts 

tab on the left-hand panel. Enter your 
Customer/Account Number without the dash or 

slash (i.e., enter as a continuous stream of 
numbers). You can find both of these numbers 

on your water bill, or by calling Customer 
Service at (970) 477-5451. 

STEP 4:  If you 
would like to receive 

a notification in 
advance of your bill, 
you can check the 

boxes here to receive 
notifications by email, 
SMS (text), or phone. 

STEP 5:  Check the box 
next to I agree to the 
Terms & Conditions. 
Click Add Account. 
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2.  How do I sign up for recurring payments? 
 

Paymentus allows you to enter your payment and account information once and 
then easily pay your water bills through a process called recurring payments. 
 
You must have an online account to sign up for recurring payments. If you do not 
yet have an online account, visit Section 1 (pgs. #2-4) in this user’s guide for 
instructions on how to set up an account.  Otherwise, visit 
https://ipn.paymentus.com/cp/erws and fill out your email and password to log in. 
 
Once you are logged in, click Pay My Bill on the left-hand panel. This option will 
allow you to pay your current bill, but does not enroll you in automatic bill 
payments. If you would like to enroll in automatic bill payments, visit Section 3 
(pgs. #7-8) of this user’s guide.  

 
 

 
 
 
 
 

STEP 1:  Select the account for 
which you would like to pay 

your bill and click Continue. If 
there are no accounts listed, 
select Accounts on the left-
hand panel and follow the 

instructions in Steps 3 – 5 in 
Section 1 (pgs. #1-4) of this 

user’s guide. 
 

https://ipn.paymentus.com/cp/erws
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STEP 2:  You will see 
the due date of your bill 
and the amount that you 
owe. If you do not have a 
payment method listed, 

click Add new. 
 

STEP 3:  Select whether 
you’d like to pay by Credit, 

Debit, or E-Check, and fill out 
the requested information. 

Click Add when done.  
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3.  How do I sign up for automatic payments?  

 
Signing up for automatic payments can help you avoid the hassle of going 
through the monthly payment process or forgetting to pay your water bill. You 
must have an online account to sign up for automatic payments. If you do not yet 
have an online account, visit Section 1 (pgs. #2-4) in this user’s guide for 
instructions on how to set up an account.  Otherwise, visit and log in to 
https://ipn.paymentus.com/cp/erws. 
 
Once you are logged in, select AutoPay on the left-hand panel and follow the 
steps to sign up for automatic payments. 
 

 
 
 

 
 

 

STEP 1: Click Add 
Schedule to set up a 

schedule for automatic 
bill payments. 

STEP 2: Select the 
account in which you 
would like to set up 
AutoPay and click 

Continue. If your account is 
not listed, click Add new. 

STEP 3: Select your preferred 
payment method and click 
Continue. If your preferred 

payment method is not listed, 
click Add new and fill out the 

requested information. 

https://ipn.paymentus.com/cp/erws
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STEP 4: Select the 
frequency for which you’d 
like to automatically pay 

your bills.  

STEP 5: If you would 
like, you can set an end 
date for which you will 

no longer be enrolled in 
automatic payments. 

STEP 6: If you would like, you can opt to 
receive email or text message notifications in 
advance of a scheduled payment. To do so, 
check one of the circles, enter your Mobile 

number, and select how many days in 
advance of the scheduled payment you would 
like to be notified. Click Confirm when done. 
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4.  How do I make a one-time payment? 
 

If you do not wish to create an online account, you can still make one-time 
payments. You will need your customer and account number, which can be 
found on your water bill or by calling Customer Service (970) 477-5451.  
 
To make a one-time payment, visit https://ipn.paymentus.com/cp/erws and follow 
the steps listed in this section. 

 

 
 
 
 

STEP 1: Select Pay 
Now to make a one-time 
payment without setting 

up an account.  

https://ipn.paymentus.com/cp/erws
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STEP 2: Fill out the following 
information. Be sure to enter your 

Customer and Account information as a 
continuous stream of numbers (i.e., no 

dashes or slashes). These numbers can 
be found on your water bill, or by calling 

Customer Service (970) 477-5451. 
When done, click Continue. 
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STEP 3: Enter your 
payment information. 
 

STEP 4: Select your 
preferred payment 
method, enter the 

requested information, 
and click Continue. 
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5.  How do I view my billing and payment 

histories? 
You must have an online account to view your billing and payment history. If you 
do not yet have an online account, visit Section 1 (pgs. #2-4) of this user’s guide 
with instructions on how to set up an account.  If you have already set up an 
account, visit https://ipn.paymentus.com/cp/erws and fill out your email and 
password to log in. 
 
To look at your billing history, click Bill History on the left-hand panel. You will 
see a list of your past bill statements with dates in which the bills were received. 
If you would like to look at a particular bill in more detail, click View. If you have 
questions about a particular bill, call Customer Service at (970) 477-5451. 

  
 
  

 

https://ipn.paymentus.com/cp/erws
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Click Payment History on the left-hand panel to view your payment history. You 
will see a list of your prior payments alongside the amount paid and date of 
payment. If you would like to look at a particular payment in more detail, click 
View. If you have questions about a particular payment, call Customer Service at 
(970) 477-5451. 

 

 


