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1) In the Customer Portal go to “Pay Now” screen to make a payment on your Primary account.  
(The “Current Billing Information” screen will display the current due amount for your Primary 
account only). 
 

2) Enter the amount you wish to pay in the Payment Amount screen. Please note, this payment amount 
will only be applied to the account number displayed above. 
 

 
 

3) Continue down by entering Banking information (ACH) or Credit Card details as well as the Billing Address. 
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4) Select a Payment Mode: 

a) Pay Now & Set as recurring to pay future bills automatically (AutoPay) 
b) Make a one-time payment 

 

 

5) Check “Authorize Payment” box to agree to the payment amount and schedule 
And “Submit Payment” to complete the payment request. (Please note: this authorizes the payment on the 
account number listed in your payment screen above only) 
 

 
 

6) To make a payment on another “linked” account go to “My Accounts” section located on top of the Customer 
Portal screen. 
Click “Show All Accounts” button and the Results screen will display all of your accounts currently linked to the 
same online username. 

From the Results screen select the account you wish to view next by clicking on the box locate to the left-hand 
side of the account numbers. You may also utilize the Search screen if you know your account number you 
wish to locate. 
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7) Once the Account is selected the screen will go back to the Home Page specific to the account number that 
was selected. Now you can view all the linked account information, bills, payment history and usage. 
 
By going to the Pay Now screen you can make an individual payment and sign up for autopay for this specific 
linked account by following the same payment instructions listed above. 
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