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Register Now
• Click on the Register Now link

• Fill out the required fields

• Click on the Enroll button



Add New Account
• In the Accounts screen, click Add Account:

• Select Payment Type

• Enter the Account Number

• Select the checkbox beside I agree to the Terms & Conditions



Add Payment Method to Wallet

• From the main Customer Portal menu, click My Wallet

• The My Wallet screen displays the current list of payment methods

• Click on Add Payment Method to a new payment method to your profile

• Add the requisite payment method details e.g. Card Number, CVV, Expiration Date and Card Holder Name

• Click the Add button



View Your Bill

• Select Account

• Click on the View Bill button

• Your bill will open in a PDF document



Pay Your Bill
• In the Accounts screen, in the Account Details section, click Pay Bill, this will bring you to Pay My Bill screen:

• In the Payment Details section, select Now to make a payment immediately or Later to make a payment on a future date:



Pay Your Bill (Cont.)
• From the Payment Method section, select a payment method if you have already added one to your profile and click the Continue button.

• The next screen Review and Confirm to ensure all the information on the page is accurate.  The change any information, click Back and edit 
as required.

• Click Pay $xx.xx to submit the payment:

• The Payment Receipt screen displays confirmation that the payment was successful (an email will also be sent to the email address that was 
used to sign in).



My Profile Menu
• Change User ID:  Under General Details you can edit First Name, Last Name, Email Address, Phone Number, ZIP Code

• Click on the Save Changes button at the bottom of the page to make the updates

• Change Password:  Under Login Details enter your current password, enter your new password, Re-enter new password
• Click on the Save Change button at the bottom of the page to make the update
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