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This is a comprehensive guide on how to use the Customer Portal (CP) effectively. 

The scope of this documentation is: 

1. To instruct you in a step-by-step format on how to complete various actions in CP.

2. To explain and detail the various features and functionality available in CP.
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1 Register Now Menu 
The Register Now menu enables you to create a new account in the Customer Portal. 

To register for a new account in the Customer Portal, use the steps provided in the How To: 
Create A New Account in Customer Portal guide. 

1.1 How To: Create A New Account in Customer Portal 

The Customer Portal enables you to create a new account. 

1. In the Customer Portal home screen, in the Login section, click Register Now.

2. In the next screen, in the New Account Information section, enter the following information:

o Email Address

o Password

o Re-enter Password

o First Name

o Last Name

o Phone Number

o Mobile Number

o ZIP/Postal Code

o For Security Question 1, select a question from the drop down menu.

o For Security Answer 1, enter an answer for Security Question 1.

o For Security Question 2, select a question from the drop down menu.

o For Security Answer 2, enter an answer for Security Question 2.
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3. Click Enroll to register for a new account in the Customer Portal.
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2 Login Menu 
The Login menu enables you to log in to your account in the Customer Portal. 

To log in to your account, use the steps provided in the How To: Login To Customer Portal 
guide. 

2.1 How To: Login to Customer Portal 

1. In the Customer Portal Home page, in the Login section, enter your Email address and
Password.

2. (Optional) Click Remember Me to save this login information for future use.

3. Click Login.

Alternatively, if you do not already have an account, you can create a new one by clicking
Register Now or recover a lost or forgotten password by clicking Forgot your password?.
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3 Accounts Menu 
The Accounts menu enables you to perform a variety of actions: 

1. Add Account: Enables you to add a new account for bill payment to your profile.

2. Edit Account Details: Enables you to edit an existing account in your profile.

3. Remove Account: Enables you to remove an account from your profile.

4. Pay Bill: Enables you to make a payment towards an account in your profile.

5. View Bill: Enables you to view a bill for an account in your profile.

6. Paperless Option (e-bill): Enables you to receive your utility bill via e-mail.

7. View All Payments:  Enables you to view all payments made in the past.

8. View Consumption:  Enables you to view the consumption of accounts in your profile.

3.1 Add Account Menu 

The Add Account menu enables you to add a new account for bill payment to your profile. 

To add a new account, use the steps provided in the How To: Add New Account guide. 
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3.1.1 How To: Add New Account 
1. In the Accounts screen, click Add Account.

2. In the Add Account screen, in the Account Information section, select a Payment Type.

3. Then, enter the Account Number.
Note: The account number is generally a unique number that identifies the account and is
provided on the bill.

4. Enter a ZIP Code.

a. Note: Some businesses use a second account token to collect information or
validate the account. This second field may or may not be included in your specific
system.

5. Note: By Default, the account will be set to Paperless and the Receive email notification
is selected.

6. Select the checkbox beside I agree to the Terms & Conditions.

Note: Without selecting this option, the system will not allow you to complete the payment
process.
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7. Click Add Account. The Account Created confirmation displays with all of the relevant
account information.

From here, you can click Back to Accounts to view all of the existing accounts in your
profile.
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3.2 Edit Account Details Menu 

The Edit Account Details menu enables you to edit an existing bill payment account in your 
profile. 

To edit an existing account, use the steps provided in the How To: Edit an Existing 
Account guide. 

3.2.1 How To: Edit an Existing Account 
1. In the Accounts screen, in the Accounts Details section, click Edit.

2. In the Accounts Details pop-up window that displays, edit the details as required:

a. Set Paperless to Yes/No: Enables you to receive PDF eBills in your e-mail.

b. In the E-Bill Notification Preferences For New Bills section, select which type of
notifications you want to receive.
Note: By Default, Paperless is set to Yes, and the Receive email notifications is
selected.

c. In the Bill Summary Notifications, select how to receive bill notifications.

3. Click Save to save the changes.
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4. (Optional) Click Cancel to cancel the changes and go back to the Accounts screen.

5. (Optional) Click Remove Account to remove this account from your profile.
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4 Pay My Bill Menu 
The Pay My Bill menu enables you to perform a variety of actions: 

1. Pay My Bill: Enables you to pay a bill for an account in your profile. To pay my bill, use the
steps provided in the How To: Pay My Bill guide.

2. Add New Account: Enables you to add a new bill account to your profile.  To add a new
bill account to your profile, use the steps provided in the How To: Add New Account
guide.

3. Add New Payment Method: Enables you to add a new payment method to your profile.

4.1 Add New Payment Method Menu 

The Add New Payment Method menu enables you to add a new payment method to your 
profile.  

To add a new payment method to your profile, use the steps in the the How To: Add New 
Payment Method guide. 

4.1.1 How To: Add New Payment Method 
1. From the main Customer Portal menu, click Pay My Bill.

2. In the Pay My Bill screen, in the Select Account(s) section, select a Bill Account that you
would like to pay.
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3. Click Continue.

4. In the Payment Details screen, in the Payment Method section, click Add New to add a
new payment method to your profile.

5. In the Add Payment Method pop-up window select a payment method type that you would
like to add by clicking a tab, e.g. Credit.

6. Enter the requisite payment method details Card Number, CVV, Expiration Date and Card
Holder Name.
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7. Click Add.

8. The Payment Method section will now display the newly added payment method to the list.

4.2 How To: Pay My Bill 

1. From the main Customer Portal menu, click Pay My Bill.

2. In the Pay My Bill screen, in the Select Account(s) section, select a Bill Account that you
would like to pay.
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3. Click Continue.

4. In the Payment Details screen, in the Payment Method section, select a payment method
from your list.

5. Click Continue.

6. In the Review and Confirm screen, review the payment.

7. (Optional) Click Back to make any changes to the payment.
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8. Click Pay $xx.xx to make the payment.

9. The Payment Receipt screen displays the receipt for the payment made.

10. From here, you can print the payment receipt by clicking Print, make another payment by
clicking Make Another Payment or go back to the payment history by clicking Back to
Payment History.
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5 AutoPay Menu 
The AutoPay menu enables you to perform a variety of actions: 

1. Add AutoPay Schedule: Enables you to add an AutoPay schedule.

2. Edit AutoPay Schedule: Enables you to edit an existing AutoPay schedule.

3. Remove AutoPay Schedule: Enables you to remove an existing AutoPay schedule.

5.1 Add AutoPay Schedule Menu 

The Add AutoPay Schedule menu enables you to add a new AutoPay schedule for bill 
payment for an account in your profile. 

To add a new AutoPay schedule for a bill payment, use the steps provided in the How To: Add 
AutoPay Schedule guide. 

5.1.1 How To: Add AutoPay Schedule 
1. From the main Customer Portal menu, click AutoPay.

2. In the AutoPay screen, click Add Schedule.

3. In the Create New AutoPay screen, in the Select An Account section, select a bill payment
account already in your profile.

4. (Optional) To add a new bill payment account to your profile, in the Create New AutoPay
screen, in the Select An Account section click Add New.
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5. Click Continue.

6. In the Create New AutoPay screen, in the Payment Method section, select a payment
method already in your profile.

7. (Optional) To add a new payment method to your profile, in the Create New AutoPay
screen, in the Payment Method section click Add New.

8. Click Continue.

9. (Optional) Click Back if you want to make any changes to the schedule.

10. In the next screen, in the Payment Details section select a Frequency for your bill payment
schedule.
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11. (Optional) In the Payment Details section, in the field below End Date(Optional) click on the
calendar icon and select an end date for the AutoPay Schedule by selecting a date
from the pop-up calendar that displays.

12. Click Confirm Schedule.

13. (Optional) Click Back to make any changes to the AutoPay Schedule.

14. In the next screen, in the Schedule Created section, a confirmation for the newly created
schedule is displayed.

15. From here you can print the schedule by clicking Print or add another schedule by clicking
Back to AutoPay.
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5.2 Edit AutoPay Schedule 

The Edit AutoPay Schedule menu enables you to edit an existing AutoPay schedule for bill 
payment for an account in your profile. 

To edit an existing AutoPay schedule for a bill payment, use the steps provided in the How To: 
Edit AutoPay Schedule guide. 

5.2.1 How To: Edit AutoPay Schedule 
1. From the main Customer Portal menu, click AutoPay.

2. There are two options when editing an AutoPay schedule:

a. Edit the schedule frequency.

b. Edit the payment method.

3. To edit an existing AutoPay schedule frequency, in the AutoPay screen, in the Schedule #
xxxx section, click Edit.

4. In the Schedule Details pop-up, edit the AutoPay schedule frequency as required.
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5. Click Confirm.

6. (Optional) To change the preferences for the scheduled notifications, in the Schedule
Details pop-up, in the Schedule Notifications section, select a notification type from the list.

7. The AutoPay screen displays the updated schedule.

8. To change the payment details for an existing schedule, in the AutoPay screen, in the
Payment Details section, click Edit

9. From the Payment Method pop-up, select a new payment method in your profile.

10. (Optional) You can also add a new payment method by clicking Add New.

11. Click Confirm.

12. The AutoPay screen displays the updated schedule.
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6 Bill History Menu 
The Bill History menu enables you to perform a variety of actions: 

1. View Bill History: Enables you to view the bill history for account(s) in your profile.

2. View Bill: Enables you to view a detailed bill for an account in your profile.

3. Pay Bill: Enables you to pay a bill for an account in your profile.

4. Download Bill History: Enables you to download the bill history as a file for account(s) in
your profile. 

5. Search Bill History: Enables you to search bill history for accounts in your profile.

6.1 Download Bill History Menu 

The Download Bill History menu enables you to download the bill history as a file. 

To view download bill history, use the steps provided in the How To: Download Bill History 
guide. 

6.1.1 How To: Download Bill History 
1. From the main Customer Portal menu, click Bill History.

2. In the Bill History screen, click Download History.
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3. The bill history will be downloaded to your computer in an MS Excel file format.

4. In the pop-up window, click OK to open the file with Microsoft Excel.

5. Alternatively you can save the bill history file to your computer by selecting Save File and
clicking OK.

6.2 Search Bill History Menu 

The Search Bill History menu enables you to search the bill history to find a bill. 

To search bill history, use the steps provided in the How To: Search Bill History guide. 

6.2.1 How To: Search Bill History 
1. From the main Customer Portal menu, click Bill History.

2. In the Bill History screen, click Search.
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3. In the Search screen that opens to the right, enter an Account Number in the Account #
field and select a payment method from the Payment Type drop down menu.

4. Click Search.

5. The search results are displayed in the main Bill History screen.

6. From here you can view a bill by clicking View Bill or pay a bill by clicking Pay Bill for a
given account.
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6.3 View Bill History Menu 

The View Bill History menu enables you to view bill history for accounts in your profile. 

To view bill history, use the steps provided in the How To: View Bill History guide. 

6.3.1 How To: View Bill History 
1. From the main Customer Portal menu, click Bill History.

2. The Bill History screen displays the list of bill history payments.

3. From here you can view paid bills by clicking View Bill and pay a bill by clicking Pay Bill.
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7 Payment History Menu 
The Payment History menu enables you to perform a variety of actions: 

1. View Payment History: Enables you to view payments made in the past.

2. Download Payment History: Enables you to download the payment history as a file.

3. Search Payment History: Enables you to search the payment history.

4. View Payment Details: Enables you to view the details of a payment already made.

5. View External Payment History: Enables you to view details of payments made from an
external source 

7.1 Download Payment History Menu 

The Download Payment History menu enables you to download the payment history in an MS 
Excel file format.  

To download payment history, use the steps provided in the How To: Download Payment 
History guide. 

7.1.1 How To: Download Payment History 
1. From the main Customer Portal menu, click Payment History.

2. In the Payment History screen, click Download History.
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3. The Opening payment-report.csv pop-up window displays.

4. Click OK to open the payment history with MS Excel.

5. Alternatively save payment history file by selecting Save File and then clicking OK.

7.2 Search Payment History Menu 

The Search Payment History menu enables you to search the bill payment history. 

To search the payment history, use the steps provided in the How To: Search Payment 
History guide. 

7.2.1  How To: Search Payment History 
1. From the main Customer Portal menu, click Payment History.
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2. In the Payment History screen, click Search.

3. In the Search screen that opens to the right, in the Account # field enter an Account
Number and select a payment type from the Payment Type drop down menu.

4. Click Search.

5. The search results are displayed in the main Payment History screen.

7.3 View Payment Details Menu 

The View Payment Details menu enables you to view the details of payments made in the 
past.  

To view payment details, use the steps provided in the How To: View Payment Details guide. 
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7.3.1 How To: View Payment Details 
1. From the main Customer Portal menu, click Payment History.

2. The Payment History screen displays the history of bill payments made.

3. Click View for a given bill payment to view the details of the payment made.

4. The next screen shows the payment history for the selected payment.

5. Click Back to Payment History to go back to the Payment History screen.
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7.4 View Payment History Menu 

The View Payment History menu enables you to view your payment history. 

To view your payment history in the Customer Portal, use the steps provided in the How To: 
View Payment History guide. 

7.4.1  How To: View Payment History 
1. From the main Customer Portal menu, click Payment History.

2. The Payment History screen displays the history of bill payments made.

3. Click View for a given bill payment to view the details of the payment made.

4. The next screen shows the payment history for the selected payment.
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5. Click Back to Payment History to go back to the Payment History screen.

7.5 View External Payment History Menu 

The View External Payments menu enables you to view payment history of an account from 
an external source. 

To view external payment history, use the steps provided in the How To: View External 
Payment History guide. 

7.5.1 How To: View External Payment History 

1. From the main Customer Portal menu, click External Payments.
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2. The External Payments screen displays the history of bill payments made from external
sources, including date payment ‘Received’ and ‘Payment Amount’.
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8 Forgot Your Password Menu 
The Forgot Your Password menu enables you to reset your password for Customer Portal 
login.  

To reset your password for Customer Portal login, use the steps provided in the How To: Reset 
Your Password for Customer Portal Login guide. 

8.1 How To: Reset Your Password for Customer Portal Login 

1. In the Customer Portal home screen, in the Login section, click Forgot your password?

2. On the next screen, in the Please enter your e-mail address section, enter your e-mail
address in the field under Email Address.

3. Click Continue.

4. On the next screen, in the Provide answers to security questions section, enter the answers
to the security questions in the fields provided below each question.

a. Note: The security question list is defined during the new system setup.
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5. Click Reset Password.

6. Follow the instructions in the e-mail that you will receive.
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