How To: Add an Account in Customer Portal

Before your begin registering for a new account, please make sure you have your utility billing account number and
Customer ID number. You can find this on your monthly billing statement or by contacting the City at (801) 446-HELP.

1. Enter your customer portal Email and Password.
2. Then, click Login.
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1. If this is the first time using the Customer Portal, you will automatically be taken to the Add Account screen.
2. Enter the Account Number including the dash and the number after the dash.

(Optional) Click on the Paperless button to receive your statements by email each month.

(Optional) Select a Notification time from the drop down to receive an email notification reminder.
(Optional) Select Secure PDF eBills to make payments from a secure PDF attachment each month.
(Optional) Select Bill Summary - Pay By Text to make payments via text messages.

Select the checkbox next to | agree to the Payment Authorization Terms.

Click on the Add Account button.

Once completed, click Back to Accounts to see the details of your newly added account.
Click Add Account to add another account or Log out to end the session.
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Please note: If you are not the owner of the property, you will need to get the permission and
Account number - Customer number from the owner of the property to setup an account or make a
one-time payment.



7. Click Add Account.

Add Account

Account Information

Payment Type

(® . Utility

Please enter your account number, including the dash, as shown on your bill.

Account Number

Including the dash

Account Alias (optional)

Enter a descriptive name (optional)

Paperless @

I"\_-/ No paper

Payment Reminder Email Notification
no notification ¥ the due date of the bill, if no payment was made
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|| Bill Summary - Pay By Text @
Terms & Conditions

Read the Payment Authorization Terms

D | agree to the Payment Authorization Terms.
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