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Customer Portal
Registration & Account Setup

INSTRUCTIONS:

Use the instructions contained within this guide to register for and setup your Customer Portal. Making
payments directly through the Customer Portal online is not required. The Portal offers many additional benefits
to customers, including the ability to view current and previous bills, sign-up for paperless billing, view
consumption data, setup account notifications, and manage multiple accounts, and establish automatic
payments online, among others.

1. To begin, visit our Board of Public
Utilities — Utility Billing Webpage at...

https://www.municipalonlinepayments.com/ CLICK TO BEGIN

cheyennebopublicutiwy

2. Click on any of the following links to start

setting up your Customer Portal. v "“w

- Sign In / Register (proceed to step 4) City of Cheyehrie Board-ofRublic Utilitics s
- MY CUSTOMER PORTAL (next step) - 4 523

- Utility Billing (next step)
- Utility Billing = VIEW & PAY BILLS ' ' ;
(next step) or the Board of Public Utilities

Getting Started

Customers may create a Customer Portal to view current and previous utilty bills, monitor water

consumption, set account notifications, manage multiple accounts, and establish online automatic Welcome

payments. To create a Customer Portal, you will need to know your Account Number and your Customer

1D Number. These numbers may be found on a previous bill, or for additional assistance, contact the Welcome to our utility billing website. Click
Board of Public Utilities’ Customer Service at 307-637-6460, Monday-Friday, 9:00 AM - 4:00 PM. on the link, located below, to access your

Customer Portal

Payment Options

Customers who create a Customer Portal are not required to make payments directly through their Portal & MY CUSTOMER PORTAL

Many customers create a Customer Portal to view their water bill, or to set account notifications. Aside
from paying in-person or over the phone, customers may select from several different payment options. For additional Information regarding portal
customization and features, click here
+ Bank Draft Payments with a Valid Checking or Savings Account (NO SERVICE FEE) - This option

is ideal for residential customers and businesses who don't want to pay service fees. We highly

recommend that customers who select this option create a Customer Portal. Customers who

select this pavment option will be able to view their bills and setup notifications within their

3. Click Sign In / Register in the upper
right-hand corner of the webpage or click
Sign in or sign up near the middle of the
screen.

O Utility Billing - VIEW & PAY BILLS

T ——YY V7"
City of Cheyénne, Board-of:-Rubligildiilities

Utility Billing - VIEW & PAY BILLS

Announcements
Building Hours are Monday
p.m.
Sign in or sign up Associated Fees
c count to view details, manage + ALL payments made through the
single & multi-accounts, multi-bill pay, and Online Customer Portal include a
e-Billing. $2.95 service fee.

* ALL payments made via E-Check

Quick e = (Electronic Check), or paid via check
uick pay ign in or sign up over the phone include a $0.75

service fee

+ Bank Draft payments that are setup
directly through rvic
using a valid checking or savings



https://www.municipalonlinepayments.com/cheyennebopublicutiwy
https://www.municipalonlinepayments.com/cheyennebopublicutiwy
https://www.municipalonlinepayments.com/cheyennebopublicutiwy
https://www.municipalonlinepayments.com/cheyennebopublicutiwy
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4. To create a new account, click Sign up.

Sign in to community access services for
Cheyenne Board of Public Utilities.

Sign in with Google

Sign in with Apple

& O

.. Sign in with Microsoft

Sign in with Facebook

ol

OR
Email address
Password
Remember me
Forgot password? Unlock account? Help

Don't have an account? ——

5. Select your authentication method or
complete the form fields and select Sign

up. :
P Create an account

— TN

Back to sign in




6. An email will be sent to the previously
provided email address. Once the email
arrives, click Activate Account.

NOTE: Your email provider may filter the
sent email. Ensure that you check your
spam or junk mail.

2416 Snyder Ave.

Board of Public Utilities |ceyeme wonings200:

(307) 637-6460
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New Account
Registration

Welcome to Municipal Online Services! You're receiving this email
because you registered an account online. If you did not request this
account, please disregard this email.

To activate your account please click the button below:

s | Activate Account

3/13/2023 4318 PM

MNate: Activation link expires in 24 hours, please log in again to reczive a new

Municipal Online Services - Login

7. You will be redirected to the Login page.

Enter your credentials and click Sign in.

IMPORTANT: Each customer is
responsible for managing their Customer
Portal. The Board of Public Utilities does
not maintain customer passwords, nor do
they have the authority to reset your
password. To reset your password, select
Forgot password? and follow the steps
within your web browser. If your account
becomes locked for any reason, select
Unlock account?

Sign in to community access services for
Cheyenne Board of Public Utilities.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

DUMep

Sign in with Facebook

OR

Email address

Password

Remember me

: I@:;m password? Unlock account? I Help

Don't have an account? Sign.up



8. After your Customer Portal is created
and has been verified, you will need to link
your Board of Public Utilities Account to
your Customer Portal. To link your Account
with your Customer Portal, click Add
account.

Board of Public Utilities

Cheyenne Water and Sewer Departments

2416 Snyder Ave.
Cheyenne, Wyoming 82001
(307) 637-6460
www.cheyennebopu.org

Utility Billing - VIEW & PAY BILLS
I — T T

Welcome back

o e s

Accounts Announcements

@ Building Hours are Mon
pm

Associated Fees

u do not have any Utility Billing

+ ALL payments made through the
oni mer

AUTOMATIC PAYMENTS FORM hore.
Contact Customer Service a1 307-637-646(

with any question

Contact us

9. Enter both your Account Number and
Customer ID Number. Generally, the
Account Number is located on the right-
hand side of the dash on your bill and the
Customer ID is located on the left-hand
side of the dash on your bill and contains
six (6) digits. In the following example,
123456-7890, 7890 is the Account Number
and 123456 is the Customer ID. After
entering both values, select Add account.

NOTE: Additional accounts can be added
to your Customer Portal after an initial
account is linked.

Utility Billing - VIEW & PAY BILLS

Add account

[

)

Let's find your account

Account Number*

Includ anly the numbsr Iocated far the dash an your bl

Gustomer Number*

Include anly the number lazated befare the dash on your bill

cancel

10. After linking an account, you will be
directed to your Customer Portal
Dashboard. This screen contains a
snapshot of your account information. To
view previous bills and water consumption
history, use the navigation menu within the
column at left.

Utility Billing - VIEW & PAY BILLS

A Home
Welcome back
B Mansgo accounts
D) Account detall . i . .
® Your current balance 1880:00 @, Enroll in auto pay
$  Transactions g
il Consumstion Pay now
" o
Service requests " R -
Last payment Current bill Announcement
) Contactpref
ontact preferences s
P $0.00 pald 4 Building Hours a
E Ky D 50,00 billed 2/2/2023 5 S
Due 3/1/202 G
\ All transactions (4 Spam
Contact us

- e 2021 10 Feb 2022 Mar 2022 0 Feb 2023

2000

1500
1000

Contact us

Looking for another service?

Find another service >



11. (OPTIONAL) Add or remove an
account by clicking the Manage accounts
menu.

NOTE: If you move, you will be able to link
your new Board of Public Utilities Account
Number to your existing Customer Portal.
To remove an account, click on the delete
(trash can) button, located to the right of
the account.

o
”
B
$

e
=

Board of Public Utilities

Cheyenne Water and Sewer Departments

Home /

Manage sccounts

Account dotail

Transsctions

Censumption

Service requests

Contact preferences

2416 Snyder Ave.
Cheyenne, Wyoming 82001
(307) 637-6460
www.cheyennebopu.org

Utility Billing - VIEW & PAY BILLS

Manage accounts

Accounts + Add accoun t
123456 3
as1 payment Balance
123 NO NAME ST $0.00 50.00

Due 3/1/2023

Looking for another service?

Find anather service >

12. (OPTIONAL) Set your preferred
account email notifications within the
Contact preferences menu.

L
L]
B
$

ik

Home

Manage accounts

Account detail

Transactions

Cansumpticn

Service requests

utility Billing - VIEW & PAY BILLS

Contact preferences

123 NO NAME 5T 12345-678901 Announcement

Building Ho
@ through Fric
spm

Sign up for e Billing

[ email

[ Mai paper copy

Contact us
Reminders.
307-637-6460
@ i emingers
Bil reminders Ao Pay reminders Contact us
W MNew balance 1 Surcessiul payment
W FPasidue b Drafted payment

W Prior 1@ bill due date W Fayment methed updated Looking for ancther service?

Find another service H

13. (OPTIONAL) Update or change your
contact information by first clicking the
User Menu (circle) in the upper right-hand
corner of the webpage, and then selecting
Profile.

$
ks
L]

Home

Manage accounts.

Account detall

Transactions

Consumption

Service requests

Contact preferences

Utility Billing - VIEW & PAY BILLS

Welcome back

Your current balance 1660400
Due 3/1/2023

Pay now

fEeT s
Last payment

Current bill
$0.00 paid

$0.00 billed 2/2/2023
Al transactions (4 fun 202

Contact us

- iar 202110 Feb 2022 Mar 2022 10 Feb 2023

b

Contact us

1500+
1000
500 I I

Looking for another service?

Find another service >




14. (OPTIONAL) Depending upon the
method used to register your account, your
user profile will have one of the following
layouts. The most common layout is a
customizable user profile. To access
and/or change your contact information or
account preferences, click on the menu
options located in the left-hand column.

14. Continued...

Alternatively, your profile may have more
limited options. In this scenario, alter your
contact information by clicking Change or
Update on the desired field.

Board of Public Utilities

Cheyenne Water and Sewer Departments

@) User Profile

2416 Snyder Ave.
Cheyenne, Wyoming 82001
(307) 637-6460
www.cheyennebopu.org

B &

Home

Personal information

Privacy settings

Communities

Welcome,

Manage your information, privacy, and secuity to make Community Access work better for you.

oooo
oooo

&)

Personal information

T

Search for communities

Privacy settings

View and update your personal
information

Manage your password and social
media settings

Look for public organizations in your
area and apps that can serve you.

Your community history

V)
Cheyenne Board of Public Utities - .
L Board of Publc Ut @z .? @ )
oI ol |

i @z Community access benefits
Learn more about Community Access

L @

L @

Account Profile

Email

john.smith@example.com

Password

Name
John Smith

Phone number
307-123-4567

+~ Back to Site

15. (OPTIONAL) Setting up online
payments in your Customer Portal is easy.
Make an online payment by clicking Pay
now, or setup automatic payments by
clicking Enroll in auto pay.

A 8 F o @ 8 »

Home

Manage sccounts

Account dotail

Transactions

Consumption

Service requests

Contact preferences

Utility Billing - VIEW & PAY BILLS

Welcome back

Your current balanca 18§00
Due 3/1/2023

Pay now

T

S

. Current bill
i $0.00 billed 2/2/2023
17202

Last payment Announcement

$0.00 paid

uilding Hou

All transactions (2

Contact us
- 202110 Feb 2022 Mar 202210 Feb 2023

= 3076376460
2000 M

15004 =
10004
N [I Tr

Looking for another service?

Find another service >



