
 

 

  

 

 

GGuide for using our New Utility Billing Online Service 
 

1. Click on the link to register an account on the secure Website  

 

2. This page will come up and go to Show Me How 

 

 



33. Choose which account you want to set up first.  We have UB-Water and PT- Property 
Taxes Available for now. Don’t worry, you can go link another account later once you 
are set up! 

4. To add your water account, please select UB-Utility Billing and use the account # and 
PIN number found on your latest bill halfway down the page as shown below. 

 

Pick which option you would like for delivery of your water bill.  

Once you fill in your Email address and all the above, press The SEND VERIFICATION CODE.  
This will be sent to your email, and you will have 15 minutes to enter it and save the screen. 

5. Only a few more steps and you are all set up for your utility bill online.  You will need 
to create a username and password.  Your username can be identical to your email 
address or can be a short formed version.  Just make it something you will remember.  
Ensure that your password is at least 8 characters long and contains an uppercase, 
number and at least one special character (ex. ! @ # ^ % &).  Once completed press the 
Save Button 



6. Once you click save, you will be redirected to your accounts page that will display the
water account that you just registered with, if you want to review information for that
property click on the account number.

7. IIff youu havee otherr properties, you are able to add them within this window by clicking
on the ‘Need to Add an Account’ button, choosing the utility billing option, and
complete the above steps for those water accounts separately.

8. To add your property tax account also, Go to Need to Add an Account at the bottom of
the page and do the steps again using your tax bill for your roll number/account
number and PIN number for reference.


