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Welcome to theWeb Portal! This portal allows customers to view and pay their bills
online.

Here, users can also

View information about how much they used a service in the past for
metered services, such as water, gas, and electricity
See announcements from the utility
Choose whether or not to receive emailed announcements
Change their password
View information about past transactions
Add other accounts for the purpose of payingmultiple bills simultaneously, if
needed
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When customers open the link to the utility's web portal, they will see a login
screen. Customers can use this screen to:

Log In
Register an account
Retrieve a forgotten password

Logging In

To log into an account, simply enter the
registered user name and password,
then click Sign In.

Register an Account
SelectingRegister now to get started on this screen takes a new user to the
Account Registration screen, where customers can sign up forWeb Portal online
payment service.



First Name – Customers should enter their first name as it
appears on their bill.

Last Name – Customers should enter their last name as it
appears on their bill.

Phone Number – Customers should enter a phone number
which the utility can use to contact them.

Email – Customers should enter an email address to asso-
ciate with this account. This email address will be used to:

Change the password in the event that it is forgotten.
Receive online bills.
Receivemessages from the utility.

Password –Web portal passwords must be at least 6 char-
acters total. Customers should create a password that is
secure, but easily remembered. It is recommended that cus-
tomers choose a password that:

Contains a combination of letters, numbers, and char-
acters
Contains both upper and lowercase letters
Does not use easily obtainable names, sensitive information, etc., including:

Pet's names, children’s names, or spouse's names
Social security numbers or dates of birth for the user or their family members

Confirm Password – Enter the password again to confirm that it has been entered accurately.

After entering the information, click "Create User." An email will be sent from the utility to the email address
entered on this screen with a link to confirm the validity of the address. Open the email once it has been
received and click the provided link.
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After entering initial information, users will be required to enter information to confirm their identity.

Enter the customerAccount
Number here.

These fields are used to confirm
the user's identity and to link the cus-
tomer's billing account to their web
portal account.

If using ametered service
(such as water, gas, etc.)
enter the current meter read-
ing from themost recent bill.
If using nometered services
(such as garbage), enter the
current balance from the
most recent bill.

When ready, click Link Account to confirm the user's identity. Once the billing account has been linked to
the web portal account, a final screen will appear.

Be sure to confirm the account using the verification email.



Retrieve a Forgotten Password

A customermay forget their password. Clicking Forget Password in
the sign in screen causes an email to be sent to the email address
associated with this account.

This email will provide a tem-
porary password. This temporary
password should be set to a dif-
ferent password upon suc-
cessfully logging in.
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Users will see a set of five options in themenu on the left:
Usage, Accounts, History, Pay, andBill.

Usage
This screen shows charts displaying themonthly amount of consumption for
metered services. For example, if a user has a water service, they will be able to
see how much water they used eachmonth for the past year. Users can also view
years as far back as information is available. Separate charts will appear for each
metered service if there is more than one.



Select a year here to view information for different years. The current year is the default.

Choose the format of the graph displayed here: Area, Bar, Column, or Line.

Click this button to refresh the information in the graph.

Click this button to go to thePay screen.

Click this button to go to theHistory screen.

Click this button to go to theBill screen.

If there is more than one account connected to this one, there will be separate tabs here for each cus-
tomer. Click a tab to view a customer-specific graph. The amount of the current bill and last payment
amount and date will also be displayed here.

This is a graph displaying information about usage. If there is more than one customer connected to an
account, each customer's usage will be represented by a different color.

Hover themouse over a point to view themonth and the specific consumption value.

Accounts
TheAccounts screen allows users to change some information about their online accounts. If there is
more than one customer account associated with this web portal account, all accounts will appear here.
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Most users will only view information for their account. However, if a user pays bills for multiple
accounts, they can associate more than one account with their account and both view usage and
pay bills for all accounts. For example, a landlordmay want to use this feature.

Basic information about each account will appear here. The address listed here is the customer's ser-
vice address. Use the button at the right of the table to change whether each user receives a bill notice.
See Notice for more information about sending bill notices.

Click this button to refresh the information displayed here.

Click this button to add another customer account to this account. Users will need an account number
to select which account to add, as well as the current reading and balance. These are used to verify the
user's identity. See Register an account for details. When ready, click theSubmit button to add this
account.

Click on an account in the table, then chooseDelete to remove a customer from this account.

History
Clicking theHistory button displays past charges and payments for the customer's account, starting with
most recent transactions. The date of the charge or payment, account number, type of transaction, check
number (if applicable), and amount of the transaction will all be displayed.

If there aremultiple accounts associated with their account, information for all accounts can be viewed
here. To choose a specific account, select the account from themenu at the top right of the screen.



Pay
ThePay screen shows users the net amount which they currently owe. This amount will show in the
amount to pay column automatically, but the value can be changed.

If there aremultiple accounts associate with this billing account, all accounts and the amount owed will
appear here. Check the box beside the account for which tomake a payment.

At the top right of the screen, users can choose to pay by Credit Card or by Check. Both options take
the user to the utility's designated payment processor.

Payment web sites are hosted by a third-party processor. Each processor looks different and
offers features that vary depending on the vendor.
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Bill
TheBill screen displays a variety of information about the selected customer's current bill. The customer's
account number, name, and address as well as the utility's address will appear on this screen. The bill
shows a list of all charges broken down by service/service charge, the amount of each charge and any
usage, the net due, and when the penalty due date is.

The bottom of the screen shows a small graph with recent usage and a table with more specific inform-
ation. To view more detailed information about usage, see Usage.

If there is more than one customer associated with an account, a different account can be selected from
themenu at the top right to view that customer's bill.

Bill messages will appear here, if a message has been entered in the Print Bills screen in UMS.

To view charges for a previous bill, see History.
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At the top right of the screen, users will see the
email address associated with this account. Click
here to view some extra options.

Profile
Click this option to change select information about the user's account: First Name,
Last Name, Email, Phone Number, or whether or not to receive email notices. Click
Save at the top right to save any changes.

Users will lose the ability to reset a password without assistance from the
utility's web portal manager if their email account is invalid or is no longer
accessible. Use this screen to enter a new email address if the original
address is no longer accessible or is invalid.

Change Password
To change a password, click Change Password. A window will open asking for the
current password, the new password, and a confirmation of the new password.
Click Submit to complete the process.



If the password has been lost or forgotten, choose Forgot Password on the Login screen.

Sign Out
Click this option to log out of the web portal.
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