
Service Request Examples   

Setup AutoPay 

Request Final Meter Read 

Sign up to receive Emailed Water Bills  

Change Email Address for Water Bills  

Discontinue Emailed Water Bills 

Change Billing Address (for water bills) 

Link Multiple Accounts 

 
Step 1 of 3: Enter your contact information.   

 
a. Enter your contact Name, Address, City, State and Zip.  This should be your current address.  Enter an 

email address to receive an email confirmation of this request. 

 

b. Click Continue. 
 

 

 



Step 2 of 3: Enter request details.  Use the following screens to determine what information needs to be 

entered in the description. 

 

To Setup AutoPay 

 

 
 

 



Setup AutoPay 

 

a. Type of request = Setup AutoPay 

 

b. Request date = today’s date 

 

c. Additional Information = AutoPay Setup OR include any other necessary information not shown on 

the form. 

 

d. Sign up for automatic payments? = Yes 

 

e. Bank Name = type in bank name or routing number.  

  

NOTE:  If your bank is not found it will need to be setup in our system.  To do this: 

 

1. Change Sign up for automatic payments? = No (If you do not check No, it will not let you 

continue without an existing bank selected). 

 

2. In the Additional Information section, type: 

 

• Bank Name 

 

• 9-digit Routing Number  

 

• Bank Account Number 

 

• Whether bank account is Checking or Savings 

 

 

3. Skip to step I. 

 

f. If bank is found, it will default the 9-digit Bank routing number and Confirm bank routing number 

 

g. Enter Bank account number and Confirm bank account number 

 

h. Bank account type =  Checking or Savings  

 

i. Service Address information. Enter your current Street Number, Street Name and City (as shown on 

your Utility Bill).  The system will try to validate the address you have entered. 

 

j. Click Continue 

 
 

To Request Final Meter Read 

 

 

 

 

 

 

 



 

Request Final Meter Read 

 

 
 

a. Type of request = Request Final Meter Read 

 

b. Request date = today’s date 

 

c. Additional Information = Closing Date AND include any other necessary information not shown on 

the form. 

 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. Enter new Forwarding Address and Phone 

 

f. Click Continue 



To Sign up to Receive Emailed Water Bills 

 

 
 

a. Type of request = Sign up to receive Email Bills 

 

b. Select request date = today’s date 

 

c. Additional information = Sign up email:  your email address.  Enter BOTH to receive both email and 

printed bills. 

 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. Click Continue 



Change Email Address for Water Bills 

 
 

 

a. Type of request = Change Email Address for Bills 

 

b. Select request date = today’s date 

 

c. Additional information = old email:  (your current email address) 

new email: (your new email address)   

 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. Click Continue 



Discontinue Emailed Water Bills 

 

 
 

a. Type of request = Discontinue Email Bills 

 

b. Select request date = today’s date 

 

c. Additional information = stop email:  (your current email address) 

 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. Click Continue 

 



Change Billing Address (for Water Bills) 

 

 
 

a. Type of request = Change Billing Address 

 

b. Select request date = today’s date 

 

c. Additional information = New billing address:  (your current address for water bills) 

 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. Click Continue 



Link Multiple Utility Accounts 

 

 

 

a. Type of request = Link Multiple Utility Accounts 

 

b. Select request date = today’s date 

 

c. Additional information = enter all 10-digit account numbers to link together on separate lines 



 

d. Enter Service Address as shown on your Utility Bill.  The system will try to validate the address. 

 

e. NOTE:  You must enter a valid email address in Step 1 so we can email you further instructions. Click 

the Back button to enter an email address. 

 

f. Click Continue 

 

Step 3 of 3: Confirm request details 

 
 

a. Enter the validation numbers into the box. 

 

b. Check acknowledgement. 

 

c. Click Submit.  

 


