Utility Billing Customer Self-Service
Instructions to Pay Your Bill

DEPARTMENT OF SANITARY SEWER
SERVICES

UTILITY BILLING SUMMARY
= After logging in to your account, select Citizen Self Service and under Utility Billing, select Account Summary.

The Account Summary page provides links to sign up for EFT Automatic Payments as well as make a single payment. Here
you can click “Sign up for EFT Automatic Payments” OR pay via credit card or eCheck by clicking on Pay Now as indicated

in the below diagram.
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After selecting “Pay Now” to make a one-time payment, click “Add to Cart”
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Once the item is in the cart, move your cursor to the cart icon and hover until you see “Review Cart/
Checkout”. Select Checkout.
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Once you select Checkout, you will be directed to “Automatic Credit Card Payments”

Here you can choose to “enroll” in Automatic credit card payments OR by selecting “continue”, you
can select another payment method.

Automatic Credit Card Payments
Home Manage your enrollments in the automatic credit card payment system (optional)
As 8 convenience 1o you, we offer an optionsl “Automatic Credit Card Payment” senvice. If you wish 1o use this service, this page allows you 1o ensoll or delete enrollments based on different bill types you pay on 8 regular basis. Enrollment
Status can either be Pending or Fully Enrolled. If pending. then you will still be required 10 make payments manually until full enroliment is achieved.
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After clicking “continue” you will be directed to the Payments Program where you can select to enter a credit
card or eCheck. The “service fee” will populate under the summary once a method of payment is selected.

Once, the payment method is selected, you will be required to enter your credit card information or checking
account information to process the payment.
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Enter your payment information
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How are you going to pay?
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Where should we send your receipt?

You will not be charged until you review your payment on the next step
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