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Next, you will see a Welcome New User screen that allows you to browse different pages within Citizen Self 

Service. 

Click on the My Account link to view the Account Settings screen. At first, your Utility  

Billing Account and/or your General Billing Account will not be set up. To do that, click  

link to account located to the right of either the Utility Billing Accounts and the  

Customer Accounts sections. 

Link to Utility Billing Accounts 

What is the account ID? The account Id is the first number located at the top of your bill under Account # 

- Customer #. Find that number on your bill and enter it in the box provided. 

What is the CID? The CID is the second number located at the top of your bill under Account 

  # - Customer #. Find that number on your bill and enter it in the box provided. 
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You will now be returned to the Account Settings screen.  

 

Link to Customer Accounts 

What is the Customer ID or Account Number?  The Customer number can be found on your bill above 

the description section of the bill. 

What is the Name?  This is the name associated with the bill. This can be found on your bill. 

You may need to call either the Clerk’s office or Customer Service if you are unable to find the required 

information to link accounts. 
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Note that your Accounts are now listed.    

All of your account information, including Service Address, Account Number, Bill Delivery Preference, Cur-

rent Balance and Payment Due Date, Customer information, and Services will be listed. 

To pay your bill now, follow the steps in this next section.   (Already Registered?) 
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Already Registered? 

From the City of Gillette Citizen Self Service home page, log in by entering your User name and Password in 

the boxes provided. Click the Log in button. 

The next screen will display any Announcements, Profile Information, and the General Billing (Clerk’s) Ac-
count and/or Utility Billing Accounts that have been linked.  
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This will bring you to the Utility Billing Manage Bills screen.  Click on the Add to Cart button.   

To pay on a Utility Bill  

Click the Utility Billing tab on the right side of your screen. 

Next, you will see the Utility Billing Account Summary screen. Click on Pay Now. 

Note: If you have more than one account and you want to add one here, click Link to Account 
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You will now see that you have an item in the shopping cart! 

To pay on a General Bill 

Click the General Billing (Clerk’s) tab on the right side of your screen. 

Next, you will see the General Billing (Clerk’s) Linked Accounts screen. Click on Manage Bills.   

Note: If you have more than one account and you want to add one here, click Link to Account 

This will bring you to the General Billing (Clerk’s) Manage Bills screen.   From here, click on the Add to 

Cart button.    
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To pay on your bill(s) in the Shopping Cart 

Click on My Cart and then click on Checkout 

Again, you will notice that you have another item added to the shopping cart! 

This brings you to the Pay Bills screen, here you can view the bills you selected to pay.   You have the 

option to change the dollar amount and click on Calculate Subtotal to see the amount you will be pay-

ing. 

Click Continue 
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Select Payment Method. Please choose one of the following methods of payment: 

Pay by Credit or Debit Card. Enter your credit/debit card information, including the 3 digit security code 

on the back of your card to the right of your signature. Enter the email address you would like a receipt 

sent to. If you change your mind about how you want to pay, click the Change Payment Method button. 

Otherwise, Click the Continue button. 

Pay by Personal Check. Enter your information as it appears on your personal checks. Enter the email 

address you would like a receipt sent to. If you change your mind about how you want to pay, click the 

Change Payment Method button. Otherwise, Click the Continue button. 

 Pay by Corporate Check. Enter your information as it appears on your business checks. Enter the email 
address you would like a receipt sent to. If you change your mind about how you want to pay, click the 
Change Payment Method button. Otherwise, Click the Continue button.  
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Verify information is correct, Click Confirm to finish payment or Modify to make any changes. 
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DO NO PRESS THE BACK BUTTON ON YOUR BROWSER.  Payment is being processed! 
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You will receive this successful payment receipt screen when payment is complete. 


