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Create Member Account 

1. Select the “Utility Billing” application link from the Online Payment homepage. For 

most applications, the Login page loads. If not, click the Login link.  

 

2. From the Login page, click the Create an Account link. The Create Member 

Account page loads.  

 

3. Type your information in the Name and Email fields. Your email address is your 

login ID and is used for password recovery or for confirmation of any activity on the 

site.  

4. Click Create Member. The following message displays:  
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5. Click Continue to return to the Online Payment homepage. 

6. Check your email to find the confirmation message that contains your password.  

 

7. Once again, select the “Utility Billing” application and return to the Login page. Log 

in using your email address and the password found in the confirmation email. After 

logging in, you can change your password. (See Edit your member information for 

instructions.) 

Add an account 

Before you can pay your utility bills online you must associate your account with your 

name. Follow these steps to associate one or more accounts with your name. 

1. Log in to your account. The Utility Billing home page opens. 

2. Click Add. 

3. Enter your account number and last payment amount.  

4. Click Submit. The Utility Billing home page loads with the account displaying in the 

Accounts table. 

Add Credit Card 

1. From any application page, click the Member Profile link. The Member Profile page 

loads with the Member Information tab selected. If you are not logged in, you are 

prompted to log in before you can continue.  

http://docs.municipalonlinepayments.com/Content/MemberHelp/Memb_EditNameEmailPassword.htm#editpassword
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2. Select the Payment Information tab. The Payment Information tab loads.  
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3. Click the add a credit card link. The Add New Credit Card page loads.  

 

4. Fill in your credit card information. All fields except Billing Address 2 are required. 

5. Click Save Card. The credit card is saved and automatically becomes your default 

card. 
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Add Credit Card when making a payment 

You can save a credit card to your profile when making a payment if you do not already 

have a credit card saved. 

1. During the payment process, mark the Save Card in Profile checkbox.  

 

2. When you click Process Payment, the credit card information saves to your profile 

for future use. 
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Edit your member information: Name, Email, and Password 

1. From the application page, click the Member Profile link. The Member Profile 

page loads with the Member Information tab selected. If you are not logged in, 

you are prompted to log in before you can continue.  

 

2. On the Member Information tab, click the edit link. The Edit Member 

Information page loads.  
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3. To change your display name or email address, edit the text in the Name and Email 

fields. You must use a valid email address. You can enter your phone number to be 

saved in your profile as well. This number is used in the Business Licenses and 

Building Projects applications.  

To change your password, type your current password in the Current Password 

field, and then type your new password in the New Password and Confirm New 

Password fields. 

Member passwords can be changed at any time. The first time you log in, change your 

password to something that is easy to remember. Secure passwords are at least six 

characters long, include capital and lowercase letters, include at least one number, 

and include at least one special character (! . + @ # , / etc.). 

If you are not changing your password, leave all three fields in the Change 

Password section empty. 

4. Click Save Changes. 

 

 

 

 


