Step 1: Create Your Account

Open your web browser (www.[cityname].ourcommunityconnect.com/login and navigate to the portal sign-in
page. You may have received the website address from the city’s website or an email.
Helpful hint: Save or pin (add it to your Favorites) the website in your web browser for future use.

1. Click Create Your Account (at the bottom of the Sign In box).

(® Our Community Connect X+ 4 Gemini = o x

¢ = € 2% anydtyutourcommunityconnectcom/login Q e % 0O B ©@ & O (w4 0 :

City of Anycity

Welcome to our Community
Portal
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Public Access gives you the ability to view pertinent
information related to a parcel such as building permits
and more

We are pleased to offer citizens, business, and
visitors access to government services
Online, 24 hours a day, 7 days a week.
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« Pay for your utility bill

« Apply for building permits

* Manage your animal licenses
* and much more.
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Forgot Password?

sign in

Or login in using your account

2. Enter your

e FEmail address
e Password

3. To receive text messages,

¢ Enter your mobile telephone number (for receiving text messages)

https://support.caselle.com/portal/en/kb/articles/caselle-support-temporary-instructions-for-first-time-utility-users-2-2-2026



¢ Check Opt In to Text Message Alerts

4. Click Register.

Step 2: Verify Your Email

1. Check your inbox for a verification email from the portal. (Example: noreply-

[cityl@ourcommunityconnect.com)
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City of Anycity Community Portal Email Code Verification

N norepy-cuis dim Dourcommunityconnect.com

T @ Wed 2026-01-28 10:35 AM

Hello

In order to login and start using your account, please use the code below to venfy your email address.
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City of Anycity

“ Reply ~* Forward

2. In the web browser, enter the verification code to confirm your email address and activate your account.

Didn’t see the verification email? Check your junk or spam folder. If you find it there, mark it as safe so you don’t

miss future messages from the portal.
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e Verify Email
] We've sent a verification code to your e-mail, please enter it below
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Verify
e Link Utility Customer
]
o Setup Autopay i

Step 3: Link Your Utility Account

Add your utility account so you can use the portal to look up and pay utility bills.

You will need:

¢ Your utility account number
¢ Your last name or amount billed on the last utility bill
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1. Enter your utility customer number. Do not key the dashes, periods, etc. (It’s at the top of your utility bill
or contact the city to request it.)
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2. Enter your last name or the last bill amount.

e This field is case sensitive. Enter your last name exactly as it appears on your utility bill.

3. Click Verify.

Failed to Link Account: A message will display in the lower-right corner of the web browser if the utility account
verification failed. Check for errors in the customer number, last name, or last billed amount. If you need help,

contact your city for assistance.

Step 4: Set Up Auto Pay

Auto Pay helps you pay your utility bill automatically, on time, every time.
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You will need:

¢ A linked utility account

¢ A valid payment method (bank account or credit/debit card)

1. To set the maximum payment amount allowed for auto pay, check Would you like to establish a

maximum payment amount for auto pay?

¢ Due date: You can change the due date each period. The portal will use the payment date (not calendar

date) for the current period to set the payment due date.

[S) Note: If your bill is due now, payment will be submitted and recorded to pay the entire statement

balance.

2. Click Next.

https://support.caselle.com/portal/en/kb/articles/caselle-support-temporary-instructions-for-first-time-utility-users-2-2-2026



Setup a new account
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o Register
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o Verify Email

o Link Utility Customer

o Setup Autopay

You can setup autopay below or setup later and just proceed to the homepage

Go to homepage

o Schedule 0 Payment Method

Select the number of days prior to due date
* indicates a reguired field

Days prior to due date*
5 days prior to due date

° Would you like to establish a maximum payment amount for autcpay?

Maximum Payment Amount

Optional: Any bill emaount greater than this will not be paid by auto pay. You will be notified and have to
make a manual payment

”

Note: If your bill is currently due a payment will automatically be taken on today’s date to
pay off that balance.
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Flease note that payments tendered through this portal will be assessed a one-time
convenience fee based on the total amount due. Convenience fees are in addition 10 the
amount(s) owed and are calculated as follows:

« A 5290 +50.30 convenience fee will be charged for payments using Visa, Mastercard,
American Express, or Discover credit or debit cards. The convenience fee is based on the
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3. Enter your bank or card details.

Your payments will be processed automatically according to your billing schedule. You’ll receive confirmation
once Auto Pay is active, and you can update or turn it off at any time from Bills and Payments. If Auto Pay isn’t
available or you encounter an error, check that your utility account is fully linked or contact your city for

assistance.

4. Click Schedule Auto Pay.

Step 5: Set Up Paperless Billing
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Paperless billing lets your receive bills electronically instead of by mail. It’s faster, more secure, and helps reduce

paper waste.

1. Sign in to the portal.

2. Click Utility Bill.

3. In the Customer Info tile, click Enroll in Paperless.

- S _— - _

(#) Our Community Connect X o+ + Gemini — O X
& C 23  anycityut.ourcommunityconnect.com/utility-billing/home/5 Q & W O B8 & & Im} = 4 = °
,\,‘" City of Anycity Departments + moilsond090@gmailcom + ‘go
Utility Bills - -
(ﬁ . ) Welcome to the utility portal for the City of Anycity
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Account Summary Customer Info
Bates, William S.
magilson9999@gmail.com

‘B Bills and Payments

733 PALISADES DR
Graphs

Account Number: 2.149.01 Service Address:
Q Communications s D 733 Palisades Dr
O ATOUTT DN Anycity , W1 83888
c Manage Auto Pay s.‘ 62-51 Mailing Address:
733 Palisades Dr
Due on: 04/30/2025 Anycity , W1 88888
—’ Enrollin Paperless
Lat Pyment: Manage Auto Pay Manage Wallet
$53 93 on 03/23/2025
[ View my bill Link Another Acoount Uniink Accaunt

Version - 1.0.0.96361

Your account is set up and ready to use. If you need to make changes, you can use the portal to update your
payment options and make changes to

paperless billing.
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