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Making an online payment 

There are several methods for payment through Northern Ireland Water’s Self-Service Portal, and this document will 

outline where to find Requests for payment, how to select an application for payment, how to make payment by either 

card, BACS transfer or cheque and where to find copies of your paid invoices. 

• If you are paying by Card, please follow the steps in sections 1, 2, 3 and 6 

• If you are paying by Faster Payment / BACS, please follow the steps in sections 1, 2, 4 and 6 

• If you are paying by Cheque, please follow the steps in sections 1, 2, 5 and 6 

It is the responsibility of the developer to make payments and ensure that the correct payment steps are followed. Failure 

to do may delay the processing of your application. 

1) Locating Requests for Payment 

Once an application has been submitted via the portal and an application fee is required, or another fee for completion of 

works required, you will receive a notification via the portal that a payment is required.  Log into the NI Water Self Service 

Portal and navigate to your notifications by clicking the ‘Home’ button in the top right corner of the screen.  

Locate the Portal Notification titled ‘New Request for Payment’ and click to open. You may have to scroll back through the 

notification un􀀁l you find it.   

 

From the Portal Notification you will be able to access the Payment Centre by clicking the blue ‘Go To Payment Centre' 

button halfway down the screen.   

 

To view any payments which you are required to make, please log on to your portal account and navigate to ‘Payments’ > 

‘Service Charge’ on the home page. When you click this, you will see a list of all payments which are yet to be made. 
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2) How to create a Payment Attempt 

Within the Payment Centre, you will see all outstanding payments for applications submitted via the portal. Locate the 

application reference you need to make a payment on, check the box to the left of the ‘Service Reference’ and click the 

‘Next’ button.  

 

On the next page, you will see all outstanding payments associated with that application and total Outstanding Balance is 

shown in the top right corner. There may be multiple outstanding payments. Check the box of the payments you wish to 

make payment on and click ‘Next’ or click ‘Pay for All’. 

 

3) Paying by Card 

The default method of payment is credit card. If you are paying by card, enter the Billing Address details for the Payment 

Card, check the Payment Summary to confirm the amount and click ‘Next’. 

 

This takes you to the card payment screen to allow you to enter your card details and make payment securely. Once you 

have entered your card details, click pay now. 
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Once paid, you will receive confirmation your payment has been successful along with your Payment Reference. 

 

4) Paying by Faster Payment or BACS 

If you do not want to pay by Card, other payment options are available, the first of which is Faster Payment / BACS. If you 

want to pay by Faster Payment / BACS, you need to select ‘Other Ways to pay’ from the Card Payment screen as highlighted 

below. 

 

This will display the Faster Payment / BACS screen which is divided in to two steps. In Step 1 you will be provided with 

instructions as to the unique reference number to use on your payment and the bank account to which payment is to be 

sent.   

 

Once you have made payment through your bank, please scroll down the page to Step 2 to complete a remittance. Please 

complete each of the fields and ensure that the details provided match those on the payment that has been transferred. 

After you have completed the remittance details, press ‘Submit’. 
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You will then receive a reminder asking you to confirm that you have transferred the payment. If you haven't sent payment 

yet, then you should do so at this point. 

 

Once you click ‘confirm’ the notification will appear confirming that we have received your remittance, and you should 

allow 5 working days for the payment to be received and processed. 

 

5) Paying by Cheque 

If you do not want to pay by Card or BACS, then the option to pay by cheque is also available. To do this, first click on ‘Other 

Ways to pay’ from the Card payment screen. 

 

As before, this will bring you to the Faster Payment / BACS payment screen where you need to select ‘Even More ways to 

pay’ to access the Cheque Payment screen. 

 

This will take you to the cheque payment screen, which is split in to two steps. In Step 1 you will find all the details required 

to the customer about how to pay by cheque, including who to make it payable to, the reference to be quoted on the back 

of the cheque, the amount it is to be made out for and the address to which it is to be sent.  
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Once you have prepared the cheque, scroll down the page to Step 2 to complete a remittance. Please complete each of the 

fields and ensure that the details provided match those on the cheque that is being posted and click the ‘submit’ button 

once you have filled in the fields.  

 

You will then receive a reminder asking you to confirm that you have posted the cheque.  

 

Once you click ‘confirm’ the notification will appear confirming that we have received your remittance, and you should 

allow 10 working days for the cheque to be received and processed. 

 

6) Where to find my paid invoices 

After a payment has been receipted, the portal will automatically generate a VAT invoice to confirm that payment has been 

received. For Card payments, this will happen automatically and for Faster payments / BACS and cheque payments, this will 

happen once we have received the payment or cheque and have manually matched it against the remittance that you have 

generated. 

Copies of your invoices for completed payments can be found within the Payment Centre by navigating to ‘Service Charges 

> Invoices and Credit Documents. 

 

Once you click on ‘Invoices and Credit Documents’ you will be presented with a list of all the payments you have made 

which have been successfully received and receipted. To drill into a specific record, click on the green drill down icon.  
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Doing so will take you to the Invoice Detail Screen. You can download a copy of the VAT invoice for your records by clicking 

on the ‘Download’ button. 

 

Below is an example of what a paid invoice looks like. 

 

7) Contact Us 

If you have any questions about making payment via the self-service portal, please contact us at 

customerengagementteam@niwater.com or by telephone on 03458 770003. 

mailto:customerengagementteam@niwater.com

