
Step-by-Step Guide to Manage Utilities Online 
1. Go to your City of Billings Invoice Notification email
2. Click on the “View Invoice or Pay Now” hyper link right below the Billing Public Works 

logo at the top of the email 



3. Follow the prompt on the screen to “View Invoice” or “Proceed to Payment” 



4. You can make a payment even if your balance due is 0 



5. A credit will appear as a negative balance to apply toward your future bill 



6. Or you can access addition services and information by clicking on the portal link 
accountadmin.billingsmtpublicworks.gov 



7. Follow the prompt to sign up or log in based on customer type 



8. If you had an online account before the billing system conversion, please use the same
username and password to log in 



9. If you are an existing utility customer but never had an online account before, please
select “Existing Customer? Create a Profile” option 

NOTE: A common issue
customers run into when they
create a profile is they put too

much information in on the
following screen. If you enter
more than one field, it will not
work. The easiest way is to use
the number of your house – in
other words, if you live at 123
Main Street, enter “123” and
nothing else. Leave SSN and

Date of Birth blank.  



10. If you have never paid for utility bills to the City of Billings before, please select “New 
Customer? Start Service” option 



11. If you’d like to pay bill as a guest without logging in, please select "Pay Without Loggin 
in? Pay Bill as Guest” option 


