
Introduction to Neptune My360

This guide will show you how to:

Understand your consumer portal dashboard
Set up high water usage alerts
Set up out-of-town alerts
Manage your Neptune My360 account
View and pay water bills
Manage your InvoiceCloud account

Set
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When you first log on to My360 you will be brought to your Dashboard. 
Your consumer water portal Dashboard is broken down into three sections:

Information Cards

Usage History

Alerts
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Use dropdown menu if 
your account has more 
than one water meter

Change language
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Here’s what is included on the Information Cards on your Dashboard:

Account number

Account address

30-day average daily usage
(this is useful as a benchmark for your 

average water consumption)

Alerts 
(this shows you which alerts 
you have enabled currently)
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The Usage History section on your Dashboard allows you to view your water 
usage for the past 30 days, which lets you to detect trends in your water usage

The 30-day average daily usage is displayed on the 
graph as the blue dotted line 

Toggle this button if you prefer to view 
your water usage in a bar graph

Use the dropdown menu to choose 
between gallons and cubic feet
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The Alerts section on your Dashboard provides a view of any alerts triggered 
within the past 30 days in a table
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Type of alert

Date & time the alert 
was activated Details of the alert
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To drill down into the Usage information, click on the “Usage” button on the left 
column, or the “More Details” button in the Usage section of your Dashboard
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This screen allows you to analyze consumption in more detail (beyond 30 days)

The consumption analysis is divided into three areas:
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Information Cards

Consumption History

Usage History
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Usage - Information cards
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Account number
Account address

Date and time of the last reading 
received from your water meter Peak daily consumption 

for the last 30 days
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Usage – Consumption Analysis
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The calendar icon lets you pick a specific 
time frame you are interested in analyzing

You can also use the sliding bar at the bottom of 
the graph to select the timeframe you want to view 

Filter usage data by day, 
week, month, or year
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Usage – Consumption Analysis
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You can drill down into monthly 
and daily data by clicking on 
any of the days withing the 

selected time frame

Export the data you are currently 
viewing with the export button

Quickly move across days with the 
“Prev Day” and “Next Day” buttons
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How to Set Up Alerts
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Click the “Alerts” button on the side bar

There are two types of alerts 
available to keep you informed of 

any anomalies or important events 
related to your water usage:

1. Usage Threshold Alerts

2. Out of Town Alerts

You will receive all alerts you have enabled via email
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How to Set Up Alerts

1. Usage Threshold Alert
 This alert allows you to set a water “budget” to help eliminate high bill surprises. If your water usage 
 rises above the threshold you set, you will receive an alert to your email.
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Click “Enabled” to turn 
this alert on or off

Best practice is to add 75-150 gallons (or 10-20 cubic feet) above 
your 30-day average usage amount for your alert threshold

This will help prevent alerts for water usage within your normal 
amount, but send alerts as soon as there is significantly more water 

usage than normal per day

This line calculates what your average daily 
water usage was for the last 30 days

Select different meter (if your account 
has more than one water meter)

Click “Save Settings” to 
set up this alert
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How to Set Up Alerts

2. Out of Town Alert
 This alert allows you to monitor unexpected water usage and provides peace of mind when you 

plan to be out of town. If your water usage rises above the threshold you set, you will receive an 
alert to your email.
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Click “Enabled” to turn 
this alert on or off

You can either set a start and end date 
for this alerts, or leave the end date 

blank – the alert will stay on until you 
unclick the “Enabled” button

Click “Save Settings” to 
set up this alert

You can set this alert for either “Total” or 
“Daily” water usage

It is not advisable to set the alert number at 
zero, since you may have items in your house 
that use a small amount of water normally 
(ice maker, dehumidifier, etc)

It is best to set this number low, like 8 gallons 
(or 1 cubic foot), to avoid false positive alerts
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How to Manage Your Account
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To access your account, click on the drop-down “ACCOUNT #” menu 
on the top right of the screen and click on “Manage Accounts”
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How to Manage Your Account
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From this screen you can:

Add an account (helpful if you own multiple properties)

Edit an account (add an account or meter nickname, change default account)

Delete an account
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How to Manage Your Profile  
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Click the person symbol then click 
“Profile” to access your profile



test.email@gmail.com
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How to Manage Your Profile  
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Change Email, Reset Password, or 
Change Phone Number

Change where you receive 
Notifications (text or email)

Update your security questions and answers

Enable Two-Factor Authentication for stronger account security

Opt-In or Opt-Out of notifications for the Alerts you set up in the “Alerts” page
(usage threshold alerts, out of town alerts) 

Opt-In or Opt-Out of notifications sent from the PWSB

Permanently delete your My360 account
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Billing and Payment 
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Click “InvoiceCloud” or “View & Pay Bill” to enter the 
Billing and Payment section of the portal
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Billing and Payment
View & Pay Bill 
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Click to pay the selected invoice

“Actions” on the right side allow you to:
View Invoice (opens in new window)
View Payment History
View Bill Adjustment History
View Scheduled Payment History
Set up a reminder when Invoice is due

Download Invoice list as an excel document

Click Filters to Filter by Account, 
Invoice type, and Date
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Billing and Payment
Paperless Billing Settings
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To Enroll in Paperless Billing:
1. Click “Enroll” 
2. Click checkbox
3. Click Save my changes
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Billing and Payment
AutoPay Settings
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Click here to set up AutoPay with a 
Credit/Debit Card

Click here to set up 
AutoPay with a Bank

Once a Payment Method is set up, click 
here to Edit AutoPay Setup
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Billing and Payment
Save Payment Methods
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Click here to set up Credit/Debit Card 
payment method

Click here to set up 
Bank payment method

Once a Payment Method is set up, click 
here to Edit, Delete, and see History
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Billing and Payment
Scheduled Payments

23

Any Scheduled Payments (including 
AutoPay) will be listed here

Download Scheduled Payments list as an 
excel document

Click Filters to Filter by Account, 
Invoice type, and Date
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Billing and Payment
Pay By Text
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Click here to enter phone number for 
Pay By Text, then click Save Changes
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Billing and Payment
Payment History
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Click Filters to Filter by Account, Invoice type, and Date

View all payments made on the account

View corresponding invoices

Download Payment 
History list as an excel 

document
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And that’s it! You are now set up to fully utilize the tool within your My360 
consumer water portal.

You now have access to your water consumption data anytime, anywhere, from 
any device.

If you have further questions, please reach out to our customer service 
department at 401-729-9050, PWSB_CustomerService@pwsb.org or visit 

www.pwsb.org/consumer-portal/.
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