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How to sign up for auto-pay online through the IVR
(pay-by-phone)
Auto-pay can be setup through the IVR immediately after making a regular monthly
payment through the IVR.
1.
2.
3.
4.

Dial 1-855-730-8709 for IVR (pay-by-phone)
For English press 1; For Spanish 2
To make a payment, press 1
To look up account information
a. By phone number listed on account, press 1
b. By account number, press 2
5. Enter account number or phone number and press pound sign
a. System will confirm account number or phone number
b. If correct, press 1
c. If not correct, press 2 and re-enter information
6. Enter 4-digit personal identification number (this is setup by you the first time you
use the system)
7. The system will tell you the balance and/or you can enter a specific payment
amount
8. Enter payment amount
a. Confirm payment amount
b. You can add another account to make a payment to by pressing 1 if you
have more than one account
9. To process payment press 2
10. Choose how to pay:
a. If paying by credit card press 1
b. If paying by check press 2
11. Enter credit card or checking information and hit pound sign.
a. Confirm information.
12. Press 1 to save payment information
13. Press 1 to automatically pay every month. (It will give you a confirmation code after
payment is processed.)

Note: When using the pay-by-phone (IVR) option, you can also update your phone
number, enter a meter reading, get account status (such as when you made a last
payment, get your current balance, etc.), and edit/cancel recurring payments.
***************************************************************************************************
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In addition, (not part of IVR): If you are signed up to receive notifications through
SmartHub you will receive either a text or an email stating that a payment was made,
depending on how you have chosen to be notified. Instructions for SmartHub setup is as
follows (this is not required in order to make payments through the IVR, only if you want to
receive notifications).

Setting up notifications in SmartHub:
To setup automatic notifications in SmartHub (this is not required for paying or setting up
auto-pay through the IVR):
You can get to the SmartHub login page either by going to People’s Energy Cooperative’s
website and following the links (steps 1-5 below) or you can go directly to the SmartHub
login at https://peoplesrec.smarthub.coop/Login.html#login .
1. Go to People’s Energy Cooperative’s website at https://peoplesenergy.coop/
2. Click on ‘payment options’ in the ‘your account’ drop down.
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3. Click on ‘SmartHub’ in automatic payment plan section:

4. Click on ‘manage your account’

5. Sign in to your SmartHub account if you already have one, or create one if you do
not. If you do not already have the sign in page bookmarked, you can do so and skip
all the steps before this. https://peoplesrec.smarthub.coop/Login.html#login
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Note: If you need to create an account for the first time, you will need your account
number. Here is an example of the new user registration page.

*********************************************************************************************

Managing Notifications once in SmartHub:
In addition, you can also setup your account through SmartHub so that you can receive
notifications when your bill is available, a payment has been processed through auto-pay,
etc.
1. From the SmartHub home page click on the ‘Notifications’ tab and choose ‘manage
notifications’ in the dropdown. You will need to make sure your contact information is
up to date in the ‘manage contacts’ dropdown.

*Example of screen shot on next page.
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2. Click on ‘options’ to setup how you want to receive the notifications and follow the
instructions on the screen.
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