Paperless Bill Sign Up Instructions

Things you need to add another account in the Customer Portal:

e Your Customer Portal Email and Password
e Your Online Billing Account number

Step-By-Step Guide:
Step 1 - Login
e From our Utility Billing web page click on Online Payment
e On the Client Portal screen enter your email and password, then click on Login

Step 2 — Ensure you are in the Accounts view. [f not, click on the "Accounts" link at the top left

¢ If you have not set up an account, you will automatically be taken to the “Accounts” screen and will need to add an account before you can continue.
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. Make One-Time Payment ‘ Login

Pay your bill in 3 easy steps without registering. All you need is your Email
account number from your paper bill. )

Payments made prior to midnight will be posted to your account
next day. Payments made after midnight will be posted within 48
hours. For each payment, you will receive a confirmation nurmber for

Password

our records.
y Don't have an account Register Now
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Please enter your Customer Number and Account Number, including all

leading zeros, as shown on your bill. There should be no space between the

two numbers.

Online Customer Account Number

Without the dash

Paperless ©
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E-Bill Notification For New Bills @
[ ] Receive email notification @
Terms & Conditions

Read the Payment Authorization Terms

[ ] 1agree to the Payment Authorization Terms.

Back to Accounts Add Account

Step 3 — Click on the “Paperless” button that shows “No”
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E-Bill Notification For New Bills @
[ ] Receive email notification @
Terms & Conditions

Read the Payment Authorization Terms

[ ] 1agree to the Payment Authorization Terms.

Back to Accounts Add Account

Step 4 — The window below will open, click “Confirm” to continue

l Tie' | AWAD (8 25 L3 s ER
l' I Sree Rk
o Timah Jawe Sevice FIEET
0 1 " Cve A 0val Dorbm s Ll
o i Brash Charges L]
l l— ! l 1 Nens Charges T
Ry Err AMOUNT 997

Vinter FIINGEEEE | Date A0S Resdng B0 | Dater BNU0IE Asading: G/2 | Unie 12 Gatisne 12000

WITHEUT WATER o se PRETTY DRY

Fredous Bk a0
Pagneds Lo La]
e Aches Water Unm Tiernd Gxle Usegs  Saie otel fier Gharge

T 2 et e s mom  meiE
e e
Water e

S g re e

paper et R

TF W T
T wa g o Bace P sy ol Show Triks o e
RO .Y —

ol e
AT B —————— Customes Wumiber Frerem
Paomens 0 :
e SR tzrwon Adtross 101 MR T
oo £5r M Online Cumtomiss Rosoust Mumber 7777777111111
a1 g e b s g
TOTAL AMOUNT DUE T
o OOE Bk DATE a0
T MAIN ST o Pl "

THOBKTON CO BN
14 1 e e o Oy e

Ty £ s S

o 7777777111111 . DOODOOORMET W

3/5



Do you want to enz aperless?

Please note that e-mail notifications will be enabled for new ebills.

Step 5 — You are all set, now you will receive your bills via email and starting with your next bill, you will be able to view your bills online.

You are all done! You can click on another menu item or log out.
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