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INITIAL SETUP 

 

 

 

 

- When you first go to the Customer 
Portal via web, you'll be prompted 
to either log in or sign up. If you're 
a new user, select "Sign Up." 

 

 

 

 
 
- You'll need to provide your account number, which can be found on 
your billing statement. Additionally, you'll be asked for one of the 
following: the last four digits of your social security number, a previous 
statement amount, or your 
phone number. Please 
ensure that this 
information matches the 
details in the utility's 
system; otherwise, that 
method cannot be used 
for verification.  
 



  
 

 4 

 

 
 

- Once verified, you'll be 
prompted to enter some 
account information, including 
your name, email, phone 
number (Optional), and 
password. Your email and 
password will be used for 
future logins. 
 

 
 
 
 
 
 
- Next, you'll receive a verification 
email containing a blue hyperlink. 
Click on the link to confirm your 
account creation. Once verified, 
you'll be able to log in and access 
your account.
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FORGOT PASSWORD? 

 

 

- If you find yourself locked out of your 
account or have forgotten your 
password, click on the "Can't log in?" 
option. Follow the prompts to receive a 
password reset email. This email will 
contain instructions on how to reset your 
password and regain access to your 
account.  
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EDIT PROFILE 

- To configure your profile 
settings, click on "Edit Profile" 
after logging in. Please be aware 
that if you're already inside an 
account, you may need to use the 
back button to return to the main 
menu. 

 

 

- Within the Edit Profile window, you'll find options to update your 
profile's name, email, password, and cell phone number. You can also 
choose what notifications you would like to receive 
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- To manage notifications, click on “Manage Notifications” and 
choose what notifications you wish to receive and how you would 
like to receive them. 
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- In the "Add Account to User Profile" section, you can add an extra 
account to your profile using the same process as when you initially 
created the account. It's important to note that any accounts sharing 
the same last six digits (customer number) will automatically be added 
to your profile upon initial login. 

 
 

 

 

 

- At the bottom of the window, you'll find a "Deactivate Profile" button, 
allowing you to delete your Customer Portal profile if needed. Note: If 
you delete your profile, you will no longer be signed up for notifications 
or autopay.  You will need to create a new profile if you would like to 
re-establish your online account. 
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ACCOUNTS 
 

- If you have multiple accounts, you can easily choose which one to 
view when logging in or by clicking the "Profile Home" tab.  

 
 

 

 

 

 - After clicking on an account, you'll find your current balance, your 
upcoming due date, and the option to make a payment.  
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PAYMENT METHODS 
 

-    From the home page, you can easily manage your payment 
methods by accessing the "Payment Methods" tab. Here, 
you have the option to add a new credit/debit card or save 
your checking/savings account information for future 
payments. 

 

 

 

 

 

 

 

 

 

 -   To add a payment method, simply navigate to the "Payment 
Methods" tab and click on "Add New Payment Method." 
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- Choose the type of payment method you wish to add (either card or 
bank account), then input the necessary information. Once done, click 
on "Add Payment Method" to save it to your account. Additionally, you 
can remove any payment methods saved directly from this tab, 
providing you with flexibility and control over your payment options. 
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MAKING A PAYMENT 
 
 
 
 
 
 
 
 
 
- To initiate a payment, simply locate and click on "Make a Payment". 
 
- Upon clicking, you'll be 
prompted to specify the payment 
amount and select a payment 
date. Once you've entered and 
confirmed all the necessary 
information, your payment will 
be processed promptly and 
securely.  
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AUTOPAY 

 

-  To enroll in autopay, 
navigate to the "Make a 
Payment" screen within 
the Customer Portal. 
Here, you'll find the 
option to enable autopay 
located in the top right 
corner. Simply click on 
"Enable Autopay" to 
proceed. You'll be 
prompted to toggle 
autopay on and select 
your preferred payment 
method.  
 
- If you have multiple accounts then each account will have to be 
manually enrolled in autopay. 

- Under “Payment Withdrawal Date” you can select when you want 
your autopay to be drafted from your account. 
 
- Should you wish to deactivate autopay, return to the autopay 
window, and toggle the feature off. This straightforward process 
ensures you have full control over your autopay preferences, 
allowing for convenient and hassle-free bill payments. Autopay will 
need to be deactivated to make any manual payments. 
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STATEMENTS 
 

- If you wish to access your billing 
statements, navigate to the "Statement 
History" tab while within your account. 
Here, you can easily view all previous 
statements. Click on any statement to 
access a detailed breakdown of the 
charges, providing you with a 
comprehensive understanding of your 
billing history. 
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PAYMENT HISTORY 

 
- To view your payment history for the 
current account, simply navigate to the 
"Payments" tab. Here, you'll find a 
comprehensive list of all previous 
payments, regardless of whether they were 
made online or through other methods. 
Each payment entry will display the type of 
payment (such as check, cash, card, etc.), 
the date it was made, and the amount paid.  
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USAGE SUMMARY 

 
- To access information about your 
account usage, simply navigate to the 
"Usage Summary" tab. Here, you'll find 
detailed insights into your usage 
categorized by service type. You can 
choose to visualize this data as either a 
graph depicting cost or consumption, 
with the flexibility to specify any desired 
date range.  
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- Additionally, at the bottom of the window, you'll find a table presenting 
the same usage information for your reference. Both the graph and the 
table are exportable/downloadable, allowing you to easily save or 
share this valuable data as needed. This feature empowers you to 
monitor and analyze your usage patterns efficiently, aiding in informed 
decision-making regarding your utility consumption. 
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