
Sign-up For Automatic Utility Bill 
Payments

1. Visit www.villagesussex.org/payonline 
and click on the first link, “Pay Your Water/
Sewer Utility Bill Online.” 

2. Click the “Pay Online” icon and select 
the “First-time User” icon on the next 
screen.

3. Register by entering your utility account number 
(located on your utility bill), first name, and last name 
(required) as it appears on your bill. 

Once you click “SEARCH,” your name should appear 
at the bottom. 

Click “REGISTER AND MAKE A PAYMENT” next 
to your name.

If your name doesn’t appear, make sure you have the 
correct account number. If you need assistance, please 
call the Utility Office at (262) 246-5224. 

4. Fill out the requested information and select 
“CONTINUE.”

The next screen will ask you if you want to 
receive your bill electronically. 

Utility Billing Going Monthly in 2019 
The Village will transition to a monthly billing process for utilities (water, sewer, and 
storm water) starting in January (subject to PSC approval). Your last quarterly bill will 
tentatively be mailed on January 9th and will be due around January 29th. Your first 
monthly bill will tentatively be mailed February 6th and will be due around February 
26th. This change will allow residents to more easily budget for this expense and will 
also help customers monitor water consumption and identify potential water leaks 
earlier. To simplify the payment process or go paperless, please consider signing up 
for automatic payments.  This service is free when paying from a checking or savings 
account. Sign up at www.villagesussex.org/payonline.



5. After making your billing selection, 
you will have access to your Dashboard. 
Within the billing overview section, 
you can setup automatic payments by 
clicking on the “Set Up Auto-Pay” icon. 

6. On the next screen, select “Add New” 
and fill in the necessary information. 
You will need to select “22nd of the 
month” for the payment date to avoid 
late fees. The start date should be when 
you want to begin having the automatic 
payments. The end date can be left blank. 
Select “Continue” when finished and 
you have successfully registered for 
automatic payments. 

Note: No convenience fee is assessed when paying from a checking or savings account. 
Issues signing up for automatic payments? Call the Utility Office at (262) 246-5224.

Changes for Existing Automatic Payment Customers
ACH
Due to the transition to monthly billing, customers using the ACH automatic payment system will need to sign a new 
authorization form. This form will be included in your 3rd and 4th quarter utility bill and is also available online at  
www.villagesussex.org/payonline. Please complete this new authorization form by January 31, 2019, to continue 
participation in the program. Customers who have not submitted the revised form by this date will be automatically 
unenrolled from the program on February 1, 2019.
Please also consider transitioning to PSN, the Village’s new online payment processor, to complete your online payments 
and register for automatic payments. This system is also free when paying from a checking or savings account, and allows 
you to make adjustments to your banking information, address, etc. online. You can also register for paperless billing 
and can view past bills online. Step-by-step instructions for registering for PSN are available above. If you choose to 
transition to PSN, please complete a cancellation form, which is available online at www.villagesussex.org/payonline. 

PSN
Existing PSN customers who are registered for automatic payments will need to adjust the payment date in your account 
to the 22nd of the month to avoid late fees.


