
Instructions for Setting Up Online Bill Payments 
 

There are three steps to setting up online bill payments.  The first step is creating a user profile.  
Second step is adding or linking your utility account to your user profile.  The last step is 
processing your payment.  The step-by-step instructions below will assist you with this process. 
 
 

How to Create a User Profile 
 

1. Visit the City’s website www.ci.la-verne.ca.us and click on the “Online Services” l link 
located on the left hand side of the web page under the “Main Menu” section. 

 

 
2. Select the “Create User” tab located in the top right corner of the web page.  
 
 

 
 

 
3. Complete the registration form by filling in all required fields. You will need to provide a 

name, address, email address, and at least one number. 
 

 
 

http://www.ci.la-verne.ca.us/


4. Once submitted, an email message will be sent to the email address you entered.  Follow 
the instructions in the email to enable your new user account. 
 

 
 

 
Adding or Linking Your Utility Account to Your User Profile 

 
1. Click on the “Log In” tab located in the top right corner of the online system portal. This 

portal is always accessible by the link on the City’s web site. 
 

 
 

2. Click on the “Utility Payments” link under the “Work With” menu. 
 

 
 



 
3. Click on the “Edit Master Account” under the Site Navigation Menu.  

 

 
 

4. Click on the “Add Account” link under the Add/Delete Account Menu.  
 

 
 

5. Enter account information exactly as it appears on your current bill and due date in the 
associated fields and click Submit. 
 

 



6.  Where can I find my account number and due date?  
 

Your account number (example: 11111-22222) and due date can be found in the upper 
right corner on your most recent bill. It can also be found on the top left of the payment 
stub found at the bottom of your most recent bill.  

 

 
 

7. Can I register more than one City of La Verne Municipal Services account to my same 
online user profile?  

 
 Yes, you can register more than one account under the same user profile. This feature is 

especially helpful for landlords, business owners, or property managers with multiple 
accounts in the La Verne service territory.  Follow the same steps as in FAQ #3 above. 
The new account information will be viewable immediately after you have registered the 
additional account.  

 

Making Online Payments 

Customers may pay their service bills online using e-check, debit card, or Visa, MasterCard, or 
Discover card by following the steps below.  
 
1. Have your personal/business check or debit/credit card (Visa, MasterCard or Discover) 

available.  For E-check payments, you will need your bank’s routing number along with 
your checking or savings account number. For debit/credit card payments, you will need 
your credit card number, expiration date, and security pin.  

 
2. Register and Logon to the online system via the City’s website. 

 
3. Click on “Utility Payments” in the menu box on the left side of the screen and select the 

account you would like to make a payment for by clicking on the account number. 
 

 



 
4. Select “Make Payments” on the left menu bar under Site Navigation.  

 

 
 

5. Enter the one-time payment amount you would like to pay and click “Continue.”  
 

 
 
NOTE: If your account is past due, you must pay at least the past due amount to be 
able to pay your bill online.  
 

6. Select your payment method and click “Continue”.  
 

 
 
 
 
 
 
 
 



7. For E-check payments, complete required fields and click “Continue.”  
 

 
 
The bank routing number and the checking or savings account number is printed on the 
bottom of your personal check. View the sample check below for assistance. 
 

 
 
 
 
 

 



8. For debit/credit cards (Visa, MasterCard, or Discover), please select credit card. 
 

 
 

9. Confirm your information/payment amount and click “Submit.“ 
 

If you are having trouble paying you bill online after you click the “submit” button 
on the one-time payment screen, please ensure that your web browser allows pop-
ups from this site. 
 

10. Once your online payment is successfully processed, a payment receipt should display 
on your computer screen. You can print the receipt or record the receipt number for your 
records. If you entered a valid email address when entering your payment, you will also 
receive an email confirmation on your electronic payment transaction. 

 
  


