
Miscellaneous Instructions for Account Users 

Adding Utility Bill Account 

1. To add an account to your account click Add account

2. Enter Account Number and Customer Number located on the top right corner of the
bill and click Add account.
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Adding Multiple Utility Bill Accounts 

1. Click Manage accounts on the left side of the screen

2. Click Add Account



3. Enter Account Number and Customer Number located on the top right corner of the
bill and click Add account.
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To Pay Bill 

1. On the home screen select Pay bills

2. The system will automatically pull in the amount due on the account. If you would
like to make a partial payment, enter the amount you are wanting to pay in the
payment amount box and then select Continue

3. You can now select to make the payment now or schedule the payment for future
date. Enter credit card or echeck information, and an email address to send the
confirmation of payment email to and then click Continue.



4. Review the payment information you entered and click Submit Payment, if you need
to change something select Back



Enroll in Auto Pay 
1. On the home screen select Enroll in Auto Pay

2. Select Enroll next to the account you would like to enroll in auto-pay

3. Click on Enroll now
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