
1) Use this option to pay us using the customer number. 
2) Sign in or Sign up (create an account) – so you can view your account histories. 

 

3) Use your email to create a password. Complete the details to register. 



4) Click on ‘Add a customer account’
 

 

 

5) Enter the Customer number (this can be found on your statement and Invoice – I 
must be 6 digits long number e.g. 000044). You will need the last payment amount 
for that account (please do not enter the $ sign in front). You can locate this 
information from your bank transactions and your records. 

 

 

6) Once your account shows up you will be able to view the balance amount.  



 

 

7) You will be able to view the account balance, pending activity, and current balance 
under home screen. Next you can click on Pay now to make a payment. 

 

 

 

 

 

 



8) Click on Pay now and it will show you a field to enter the payment amount. Click on 
continue. 

 

 

9) Enter the Credit card information or Select e-check option. Fees are listed here and will 
be applicable depending on which payment method you choose. E-checks are a flat 
$1.25 per transaction and the CC processing fee is 3.75% of the total amount paid. 



 
10)  You will be able to see the payment receipt once you have submitted the payment.  

 
 

 

 

11)  You will be able to register multiple customer accounts if you have more than 1 
account with us. You will repeat the process to register new customer account from 
step 4. 



 


