If You Are a NEW Online Bill Pay User

AutoPay is a recurring, secure and convenient payment method which ensures your utility bill is
paid on time each month. Before you can enroll in AutoPay, you must first create an account and
link your account.

Step 1: Log In or Create Your Online Account T
E-Mail

1) Go to the online payment portal. S T
2) If you already created a login, enter your email and password.
3) If not, click “Create an account” to set up your profile.
Step 2: Add a Billing Account
You must link your utility account to your online profile. e
1) Navigate to the Billing Accounts tab. “
2) In the Utility ACCOUI‘ItS SeCtIOn, enter: (0) Please add at least one billing account to continue.

- ACCOunt ID Utility Accounts

- Account PIN B T
3) Click Search. pecoumt
4) When your account appears, click Add to link it to your profile.
Step 3: Add a Payment in eWallet
A payment method must be added into your eWallet account. e —
1) Navigate to the eWallet tab. T
2) Click either Add Checking Account or Add Credit/Debit Card .. ...
3) Proceed with adding payment method. ) ™ D D
4) Once your billing account and eWallet payment method are e . ] - |

successfully added, you can proceed to AutoPay setup. p— —
Step 4: Enroll in AutoPay
Account Information
1) Go to the AutoPay tab. | mngsccouts | owater | autoroy
2) Your linked billing account will appear on the screen.  emolinauoray o automaticaty pay your utitty bits
3) Click the Enroll toggle button next to the account el sl b e e
y ou W ant t O a CtiV at e Aut OP ay f Or. Note: Changes made to AutoPay enroliment close to the due date may not apply to the current bill.
4) Click Complete Account Setup. R e
i I

Your AutoPay enrollment is now complete! -

If you are an existing Online Bill Pay user, please flip this page over to view instructions.



If You Are an EXISTING Online Bill Pay User

AutoPay is a recurring, secure and convenient payment method which ensures your utility bill is
paid on time each month. If you already have an Online Bill Pay profile and your utility account is
linked, AutoPay setup only takes a few seconds.

Step 1: Log In or Create Your Online Account

N Account Log In
1) Go to the online payment portal. E-Mail

2) Enter your email and password to access your account. Password ®

Step 2: Enroll From the Summary Tab

Account Information

1) After logging in, you will land on the Summary tab. summary | Biling Accounts | eWalle ‘ dutcpay | profle |
2) Your linked utility account will be listed with its
current balance and due date. N B RCEounLe
3) Click the Enroll - button located next to “AutoPay”. Utility Account 100050-3  Balance: $65.87  AutoPay &
. . 416 AMBER LN Due Date: 12/15/2025
4) Follow the on-screen steps to finalize enrollment.
That's it, AutoPay is now active for your account!

Important Notes

e AutoPay changes made close to the bill's due date may not apply to the current billing cycle.
e You can return to the AutoPay tab any time to update, pause, or cancel enroliment.

If you are a new Online Bill Pay user, please flip this page over to view instructions.



