Step-by-Step Instructions to Create a FrontDesk Account
e C(Click Create Now below the login button to begin your account creation.

Log In: FrontDesk

Email Address

Enter Your Email

Passviord

Enter Passwaord

[ Remember Me Forgot Password?
Don't have an atcaunl

® Are you a current Utility customer receiving bills? If so, select Yes. If not, select No.

Are you already receiving utility bills from us?

Yes No

If the answer is no, you will proceed to the next screen where you can enter contact information
including Phone Number, Account Type, Name, Email Address, and set a password.

e |If you are a current Utility Customer, you must then provide additional information for your
utility account:

a. Account Number. Also select whether you are a renter or own the property. If you have
multiple accounts, you only need to enter one here and the additional accounts can be
added later.

b. Last billed address. This is the address associated with the Utility Account.

Name. Enter The first and last name of the person whose name is on the utility account.

a

Kre you alieady receiving wtikity bals from us?

Welcome
to the FrontDesk [© Yo | No
Account Setup. Enteryour Account Hurmber lrom your mostrecent Uty i

Lam s renet v

You're just a few way from a more Last Biled Addiess
convenient way to interact with your
gavernment!

Account Type

Ceizen v

Enter the name azseciated with this account.

( Have more than one wtiity sccount with us? That's ok You can dd the rest of them afiet signing up for your
FroniDesk Account|

Your Account is now created!



Associating Multiple accounts

Click on the utilities tab on the left menu bar to begin associating additional accounts

e R Te e Iel \Welcome back, BRAD ADAMSON A & ¥
)

UTILITIES

ACCOUNT INFORMATION

PayBills

Accoum # 1054100 Status [ Active
Citizen Request (311) Location Address 511 ¥/ OHIO ST, LENOX, 14 Services ELECTRIC, SEWER, WATER
Property Owner  BRAD ADAMSON [Bill Payer] LastPayment  §233.89 pakien 10/14/2020
Forms
Balance $387.8%

Unilities >

Public Notices

Agendas / Minutes

My Account

FAQ

Then proceed to click on the “existing account” option on the top left(shown above)

VINCENT CLORTHO PUBLIC [RAEIEIUEE-EEH -1els Bl o NS o]
UTILITIES

Utilities - Associate Account

ASSOCIATE ACCOUNT

Pay Bills Account Number Are you the owner?
Account Id No ~

Citizen Request (311)

Address 1
Ak Address 1
Utilities >

(o

Public Notices b,

Agendas / Minutes
My Account

FAQ-——

On the associate account page, you will then enter the utility account number, the address for
that utility account, and indicate if you are the owner by selecting the drop-down.



