
 
 

HOW TO SIGN UP FOR AUTOPAY 

AutoPay Setup (Step by Step with Screenshot) 

*Important: Residents must pay their current balance on the account to avoid getting a late fee. AutoPay 

will not start until the billing period on the next invoice. 

1. Go to https://anchorpaynow.com select then select account has numbers only and sign in to online 
account 

2. Click on My Account on the top right side of the online account 
 

3. From My Account, on the left-hand side there will be an option under “Payment Setting” 

labeled AutoPay. Click on this. 

 

https://anchorpaynow.com/


 

4. On the right-hand side of the AutoPay page, click on the switch to turn AutoPay in the “ON” position. 

Please see below: 
 

5. This will bring up a screen that will show the payment option for AutoPay (eCheck or Credit/Debit 

Card). Select the payment you wish to add and fill out all the necessary fields: 

 

a. For Credit/Debit Card: 

• Enter card number (do not include any spaces) 

• Select the expiration date (month/ year) 

• Enter the three-digit security code on the back of the card 

b. For eCheck: 

• Enter bank name 

• Enter name on account 

• Select account type (Checking/Savings/Business Checking) 

• Enter bank routing and account number 

c. Enter the first and last name as it appears on the card/account 



 

 

 
d. Enter the billing address as it appears on the credit/debit card or echeck statement 

• If the billing address is the same as a service address, select Use Service 

Address 

• If the billing address differs from the service address, select New Billing Address and 

manually enter the address associated with the card. 

 

• The Contact Information (phone number, email) is not, but it is recommended that you 

enter an email address so that you can receive notifications when the AutoPay 

processes or if it is declined. 

 
6. After you have completed all the necessary fields, scroll to the bottom of the page and click Continue. 
 



 

7. You will then be brought to a page that will display the information you have just entered. Review the information 

to verify its accuracy. Click on the box below this section to save your payment information (if it is not already 

check-marked) 
 

8. At the bottom of the same page will be the AutoPay Terms and Conditions. Read the terms and conditions, which 

will contain information about the processing fees and a warning about an NSF fee for any payments that are 

returned or rejected. After reading the terms and conditions, click on the box at the bottom. 

 



 

9. Clicking on the box will bring up a button labeled ACCEPT AND ENABLE AUTOPAY. 
 

 
10. This will bring up a prompt informing you that the account will be set up for AutoPay with the payment method 

that was entered. Click OK to activate AutoPay. 
 


