
STEP 1: GETTING STARTED ‐ CREATING A NEW PROFILE  
From the Online Profile entry screen you can set‐up your Profile.  

To do so click on the “Create New Profile” link (located at the lower left portion of the dialog box). 
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STEP 2: ENTERING YOUR PROFILE DETAILS 
Please enter your name, email address, phone number, and set a password. The information you 
enter on this screen will be utilized on your MAIN profile. Please keep your password in a safe 
place. 

 
Once you hit the “Create Profile” button you will receive the following confirmation 
message. Please check your email for a profile activation link. 
 

 
From the activation link in your email you will be directed to the Activation screen.  We 
suggest you take this opportunity to add all your accounts to your new profile. Please 
continue by clicking on the “Add a Utility City Account to your Profile” link. 

 
 
 
 
 



City of West Palm Beach  Public Utilities Customer Service    

 
 
STEP 3: ADDING ACCOUNTS TO YOUR PROFILE 
For this step you will need the account numbers and house number for each account you wish to 
link to your MAIN profile. 
 
Start by entering your first account number and house number. Next, click the “Verify” 
button.    

   
 
STEP 3a: Once the account has been verified you may provide a Nickname. Please review the 
account information and click in the checkbox to validate that the information displayed is correct. 
Continue by clicking on the “Complete Attachment button”. 
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STEP 3b: Congratulations! Your online profile has been created. You should now be viewing the 
“Summary of Accounts” screen for your Profile. 
 

 
 
 




