Town of Penhold Utility/Tax Portal

Directions on how to attach a PDF copy to email

Step 1: Go to https://www.townofpenhold.ca

Thereisa dark blue tab at the bottom of the page - click the ‘Utility/Tax Portal’ tab
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Step 2: On the right-hand side of the page underthe ‘Quick Links’ tab, click ‘Utility Billing’
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Welcome Quick Links

The Town of Penhold now brings you the convenience of managing your accounts online and at
ise the Online Services you will need your ACCESS CODE/PIN ID NUMBER which is
ur bill or statement. You can also obtain your PIN number by calling the municipal

We are dedicated to protecting your privacy and safeguarding your persanal financial informatio
This is a secure site.

Upon successful login, you will be given access to the Online Services applicable to your account.

@ Accounts Receivable

This service works best with Firefox, Google Chrome. THIS SITE IS NOT FOR PAYMENTS - ONLY
FOR INFORMATION.

Disclaimer

The Town does not guarantee the quality, accuracy, or completeness of any informat
typographical errors and the information is provided without warranty or condition ol

on this Web site. This Web site may include inaccuracies or
ny kind.

Our municipal website contains links to other websites provided as a convenience to you. Those sites are not created by or under the control of our
municipality. The municipality makes no representations or warrantles, express or Implied, in respect of the Information, products or services found
on those sites.

If there is any discrepancy, please contact the Town of Penfiold.

Step 3: You will need tologin with a Username and Password. This was chosen by the resident when
registering their Portal

If you can not rememberyour Portal Username or Password, click ‘Show Me How’

If you know your Username and Password, skip tostep 9
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Get Connected with Us - Link & Register

Welcome to Online Services

Not Setup for Access on our Site?

ctration gives you the freedom to

secure access point.

Step 4: You will need toinputyouraccount number - This can be found on a paper copy of your utility
bill on the top left-hand corner, consisting of 12 digits 000-00000-000
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Access Code / Pin:

Please Notify me by Email that my utility Billis @ [
Ready:

1 will View my Utility Bill Online: €
Attach a PDF Copy of the Utility Bill to the Email: €

Email Address: ©

Verification Code @

Step 5: Add your Access Code/Pin. Call the town of Penhold to obtain this number
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Add UB Account

Enter your Account # and Access/PIN #
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Access Code / Pin:

Please Notify me by Email that my Utility Billis ©
Ready:

1 will View my Utility Bill Online: €

Attach a PDF Copy of ths v
< Email Address: ) ,
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Step 6: Ensure you select the box that says, ‘Please notify me by email that my utility billis ready’
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Add UB Account

Enter your Account # and Access/PIN &
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Please Notify me by Email that my Utility Billis @ [
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Attach a PDF Copy of the Utility Bill to the Email: €

Email Address: ©

Verification Code ()

Step 7: Ensure you select the box that says, ‘Attach a PDF copy of the utility bill to the email’

** This is a critical step **
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Get Connected with Us - Link & Register

Add UB Account

Enter your Account # and Access/PIN #
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Access Code / Pin:

Please Notify me by Email that my Utility Billis @ [

1will View my Utility Bill Online:

Attach a PDF Copy of the Utility Bill to the Email:

Verification Code @

Step 8: Inputyour email address and click ‘Send Verification Code’

Check your email to get the verification code and input the verification code into the ‘Verification Code’
box

Click ‘Save’

You are complete - your utility bill will be attached as a PDF copy in youremail on the next billing cycle
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Add UB Account

Enter your Account # and Access/PIN #

accountumber: [ ]
I

Access Code / Pin:
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Step 9: Once you have logged into youraccount, you will see ascreen thatlooks like this, click onyour
Username at the top of the page
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Utility Billing

Account Number [ ]
Rall Number
Property Address
Last Bill Due Date
Balance Owing

(PN  Billing Summary | Transactions

Click on a row to see meter reading information on a service.

service Type Billing Period Description Meter Number Readings Status
Garbage MNTHLY GARBAGE SERVICE [} New service Billed
Sewer MNTHLY SEWER SERVICE [} New Service Billed
Sewer MNTHLY SEWER BASIC CHARGE 0 New Service Billed
Storm MNTHLY STORM UTILITY CHARGE 0 New Service Billed.

Water MNTHLY WATER SERVICE _ 15 New Service Billed

Showing 1 to 5 of 5 entries First Previous n Next Last

Step 10: Click ‘Edit’ beside ‘UB-Utility Billing’
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Account Management

Hi csaundersS

Click on 3 row to access one of your existing accounts.

Accounts
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Please Notify me by Email that "
Ready:
1 will View’ U Bill Online: @

Axtach a POF Copy of the Utility Bill to the Email: ©




Step 11: A drop-down screen will appear showing youraccount number and the email address
associated with the Portal

You will need to call the town of Penhold to get your Access Code/Pin
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Need to Add an Account?

Edit UB Account

Ac

Access Cade / Pin:

@ Notify me by Email that my Utility Bill is

Fwill view my utilicy Bill online:

Attach a PDF Copy of the Utility Bill to the Emai

Step 12: Ensure youselect the box that says, ‘Please notify me by email that my utility bill is ready’
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Click on 2 row to access one of your existing accounts.
Accounts
Show | 10~ [entries search:
Action Module Account Code. Name Linked

Need to Add an Account?

Edit UB Account

Enter your Account # and Access/PIN #

Attach a PDF Copy of the Utility Bill to the Email:

Verification Code



Step 13: Ensure you select the box that says, ‘Attach a PDF copy of the utility bill to the email’

** This is a critical step **
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Click o & row to access ane of your existing accounts

Action Module Account Code Name Linked
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Need to Add an Account?

Edit UB Account

your Account # and Access/PIN #

Please Notify me by Email that my Utility Bill is
2o

1 will View my Utility Bill Online:
Attach a PDF Copy of the tility Bill to the Email

verification Code

Step 14: Input youremail address and click ‘Send Verification Code’

Checkyour email to get the verification code and input the verification code into the ‘Verification Code’
box

Click ‘Save’

You are complete - your utility bill will be attached as a PDF copy in youremail on the next billing cycle
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