1. Creating a Utility Access Account

Register

Email required

Enter the email address

Login you would like to use Password required
(this does not have to be :
the email on your Ut‘lllty Confirm Password required
account) and password. '

If you are a first-time user navigate to the Portal
and select Register

Name

Login
Phone number

Forgot password?

Don't have an account Cancel

Already have an account? Login

New Account
Registration

Click Register. After clicking Register, an email
.. . Welcome to Municipal Online Services! You're receiving this email
from nOFeDW@ municipa |On|lnepavmentS.C0m because you registered an account online. If you did not request
is sent to the email address. The email address =~ "' #eeHn please diiegardinis emal. The account is now active. Login using the username
contains an activation button, click the Activate ™ 2" youraceount piease sl ine bution below and password created.
Account button.

Activate Account

7/23/2025 10:41:28 AM

Note: Activation link expires in 24 hours, please log in again to receive a
new activation email


mailto:noreply@municipalonlinepayments.com

2. Adding the first Utility Account

Login to the Utility Access
Portal using your username

and password. Select Utility ,
Account e  Utility Account

Available services

After logging in the first Accounts

time, the user will be You do not have any Utility Account accounts associated with your login.
. Add an account to access account details, pay your bills, and manage accounts.
prompted with a box to add Ry .

an account. Click the Add

Enter the account
credentials. ComfortSystems
account numbers are
formatted 12345679-001 or
123456789S5-001. Enter the
name exactly as it appears
on the bill. Click Add
Account

Let's find your account

* Account Number ‘

Please include all dashes. Account number example: 123456789-001

* Name on Bill ‘

Enter the name exactly as it appears on your bill.

Cancel l Add account




3. Adding Additional Utility Accounts

Desktop

Select Manage
accounts from the left
sidebar
navigation. Click Add
Account

Enter the account
credentials. Click
Add account

Repeat for all utility and
sundry* accounts.

X >

K

&,_,_“mu Utility Account

Home Manage accounts

Accounts

123456789-001
0NO ADDRESS

m“ Utility Account
Home ¢ Add account

Manage accounts

Contact preferences

Contact us

218-730-4050
sse |

Contact us

$0.00 $0.00 §

$375.62 $98.28 L}
Due 7/11/2025

$15,380.34

soo0 W
Due 7/21/2025

$23,455.29 $2044237 B
Due 7/31/2025

q

VD

Let's find your account

* Account Number

Please include all dashes. Account number example: 123456789-001
| *Name on Bill

Enter the name exactly as it appeargon your bill.
3

*Sundry accounts are for appliance service work and or for
Comfort Policy accounts and contain an S in the account
number (i.e., 123456789S-001)



3. Adding Additional Utility Accounts

Mobile

Select Add Account

Enter the account
credentials. Click Add
account

Repeat for all utility and
sundry* accounts.

Welcome back ComfortSystems User

Your current balance is $964.51

( Pay Now ) ( Pay bills ) ( Schedule payn

Accounts

T Ly O
061624885-002

Due Date 8/8/2025

AN AN
081515728-002

Due Date 8/12/2025

0 NO ADDRESS
123456789-001

m“sgc’m Utility Account

ft  Home ¢ Add account
¥, Manage accounts

]  contact preferences

+ Add Account

Balance
$250.42

Balance

$495.43

Balance

$0.00

q

Q

Let's find your account

1 *Account Number

Flease include all dashes. Account number example: 123456789-001

*Name on Bill
Enter the name exactly s it appears on your bil
3

*Sundry accounts are for appliance service work and or for Comfort Policy
accounts and contain an S in the account number (i.e., 123456789S-001)



4. Enrolling in eBilling
Desktop

Go to Contact preferences on the left
side navigation.

Select the radio button to enroll in
paperless. Verify the email address

If you have multiple accounts linked,
you can apply these settings to all of
the utility accounts by checking
the Apply to all accounts button. Or,
adjust the enrollment and email
address for each account individually
with the dropdown.

you would like that eBill to be sent to.

L

g Utility Account

Home

Manage accounts

9 | Contact preferences

= % Utility Account

A Home
.g.x Manage accounts

] Contact preferences

= g% Utility Account
A Home
.5 Manage accounts

I [ contact preferences I

Contact preferences

* Account

123456789-001-386168 - 0 NO ADDRESS

Billing

Bill delivery preference

Enroll in paperless

© Mail paper bill

Email

pwucustomerservice@duluthmn.gov

Apply to all accounts

Update

Contact preferences

* Account

123456789-001-386168 - 0 NO ADDRESS

Billing

Bill delivery preference
Email
pwucustomerservice@duluthmn.gov

Enroll in paperless

@ Mail paper bill

Apply to all accounts
Update



4. Enrolling in eBilling

Mobile

= o v =0
A o B

W7, Manage accounts

( Schedule payn]

M I Contact preferences |

id Account

On mobile, the sidebar is hidden until ——
it is expanded. Click the 3 lines to $0.00
expand the sidebar.

Balance

$0.00

ontact us ’




4. Enrolling in eBilling

Select the radio button to enroll in
paperless. Verify the email address

If you have multiple accounts linked,
you can apply these settings to all of
the utility accounts by checking
the Apply to all accounts button. Or,
adjust the enrollment and email
address for each account individually
with the dropdown.

you would like that eBill to be sent to.

110
|

g Utility Account

Home

Manage accounts

[ | contact preferences

= %  Utility Account

A Home
W  Manage accounts

] Contact preferences

Contact preferences

* Account

123456789-001-386168 - 0 NO ADDRESS

Billing

Bill delivery preference

Enroll in paperless

@ Mail paper bill

Email
pwucustomerservice@duluthmn.gov

Apply to all accounts

Update

Contact preferences

* Account

123456789-001-386168 - 0 NO ADDRESS

Billing

Bill delivery preference
Email
pwucustomerservice@duluthmn.gov

Enroll in paperless

@ Mail paper bill

Apply to all accounts
Update



5. Updating the Login Email Address
Want to change the address
associated with your login
credentials? Click on the
circle with the user initials in
the upper righthand corner
and select profile.

Select change next to
the email field. Enter
the new email address.
Click Request Email
Change.

Account Profile

Email

conservation@duluthmn go

Password

Change

Name
PWU User

Phone number
2187304050

Update

«— Back to Site

=
View profile @

-

PWU User
conservation@duluthmn.gov

Payment Info My services

| Profile Sign out

Change Email

Current Email

conservation@duluthmn.gov

New Email

Request Email Change Cancel



5. Updating the Login Email Address

An email is sent to the
new email address
confirming the change.
Navigate to email and
select “Change Email
Address”

After selecting the Change
Email Address button, the
customer is redirected back
to the portal and a
confirmation
message appears

Email

pwucustomerservice@duluthmn.gov
Change

Password

Name

PWU User

Phone number
2187304050

Update

— Back to Site

Account Profile

Email address successfully changed.

Email

conservation@duluthmn.gov Change

Password

Change

Name
PWU User

Phone number
2187304050

Update

« Back to Site

Change Email

A request has been submitted to change your email address.

Current Email
pwucustomerservice@duluthmn.gov

New Email
conservation@duluthmn.gov

If you did not make this request, please disregard this email. To
confirm the email address change, click the button below:

Change Email Address



6. Enrolling in Auto Pay

Login to the
Utility Access
Portal & Select
Utility Account

Available services

Utility Account

= a#  Utility Account

= s
= A 2 ]l Paybills
S I t E II W7  Manage accounts ‘0\-,‘1!%,‘&.6’-4&‘-‘ Y] N "‘ _
elect tnro
. [ contact preferences ComforTSyStemsAuser : Qh Enroll in auto pay
18] Auto Pay Your currént balance is §22,745.61 : iy e

¥y ..

2 ol al ST .8 : d Fg?f] Schedule payment

-

—

Acrrniinte

%  Utility Account

Select Enroll A Home & Manage auto pay
hext to the W Manage accounts
account Not enrolled
number 1 Contact preferences

= -.-_.l- %35162 Balance Due date
$0.00 9/2/2025




6. Enrolling in Auto Pay

To manage your _J@ 22 %\ |
payment O === "0 i ¢ O
information, you
are directed to a Sign in to community access services
for City of Duluth.

payment portal.
If you have Email address

never created ‘ ‘

credentials in

Password Requirements:
e At least 8 Characters

this portal, ) Keep me signed in e Alowercase Letter
et P Ao
Account.

***Important: OR

Register Wlth' ~ é o 0
the same email e u

used for the Unlock account? Help &7

Utility Access

Portal ]

Create an account




6. Enrolling in Auto Pay

@

A conservation@duluthmn.gov

=g

2, conservation@duluthmn.gov
Set up security methods

Security methads help protect your Tyler Portice Citizen Set up SECUI'It)r‘ methods

account by ensuring only you have access.

O ptlon to U se Security methods help protect your Tyler Portico Citizen
Mult-Factor Optional account by ensuring only you have access.
Authentication , Optional
Google Authenticator
Th is iS Enter a temporary code generated from the Google Authenticator
app. .
. . Google Authenticator
O ptl O n a I’ CI I C k Setup » Enter a temparary code generated from the Google Authenticator
continue to e
skip this [ Okta Verify Setup =
QOkta Verify iz an authenticator app, installed on your
phone or computer, used to prove your identity
feature. Okta Verify
Setup - 0 Okta Verify is an authenticator app, installed on your
phone or computer, used to prove your identity
Phone Setup »

Verify with a code sent to your phone

Setup »

Back to 5'|g|-| in |



6. Enrolling in Auto Pay

a4 Utility Account

A Home Enroll in auto pay
W  Manage accounts

By enrolling in Auto Pay, you understand that your account will
E Contact preferences

automatically be drafted. If you chose to have your payment drafted on the

Once YOU are Q same day of every month, we recommend you select a date 5 days prior to

. your expected due date. If you schedule your payment after it is due, you
|Ogged In or may incur a late penalty that, if left unpaid, will result in disconnection of

login the first e
time you are
. 0 NO ADDRESS 9900003545-023-350909
directed to payment day
manage the .@. I want my payment to draft on my due date.
a u to pay I want my payment to draft on this day every month

Cancel m




6. Enrolling in Auto Pay

Enter payment

Information
and Receive a
Confirmation
on Screen and

in Email

W

You're all set!

You have enrolled in automatic payments for the
following account.

Account 990000354S-023-350909
Account description  Utility Billing Account

Continue

Online Payments<noreply@tylerportico.com>
To: i i

© © Reply & Replyall > Fowan

City of Duluth, MN auto pay registration confirmation

Hi aypims Ee oo,
You have successfully set up auto pay.

Payments will appear on the account statement for your
AmericanExpress ending in “ =+ You will receive receipts when
payments are processed

Account 9900003545-023-350909

Account Description Utility Billing Account

Cancel automatic payments

August 25, 2025 12:53 PM CDT



7. Managing Auto Pay
To Manage
Your Auto Pay,
select the
manage auto =
pay button. B .
Click the B oomrpoecn L == : Bl @ Manage auto pay

. Your clrrent balance is §0.00
ellipses (3

= g% Utility Account

o o ' -
® ¥ "l Paybills

Home

Pay Now

dOtS) to the = 4%  Utility Account
right of the Accoun
A Home < Manage auto pay
enrolled -
sases: Wy Manage accounts
account . ouo:r:) R—— Enrolled Important
number. This 9900003545-023-350909 Balance o . Payment
will bring up stk ONOADDRES® ($192:99) ‘8 Functionality
. 114N 66t payment info | NFOIliNg in
three options, ‘ e »ay will begin on
U pdate : Nexaormlled Postpone Auto Pay
99000032 123456789-001-386168 Balance
Payment Info, st Breidbiese $0.00 | En¢| cancel Auto Pay
Contact us
POStpone Auto feee roaEEE S Sﬁarmr,g Duedate (— ] £ 218-730-4050
13.25 11/22/2021
Pay or Cancel ————— ( ) 122/ ‘LE —
Auto Pay.
Select the
Option
Needed.

Did you know? You can have different auto pay payment methods for each linked utility account?



