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1. Link to Highland City’s Xpress Bill Pay portal page from www.highlandcity.org or by visiting
www.xpressbillpay.com.

2. If Xpress Bill Pay is new to you, please first create a web login for this site. *If you have already used Xpress
Bill Pay for a prior account, please skip to “Adding A New Account” below.

3. After creating your new account (web login), it will send an email to you to validate the login. Please check
your email and follow the instructions from Xpress Bill Pay to continue and complete the account creation.
4. Login to Highland City’s Xpress Bill Pay with your newly created web login.

1. If you just logged in to Xpress Bill Pay for the first time, the site should automatically walk you through the
account setup.
2. If you already have an Xpress Bill Pay web login, please click on “Add Account” at the top of the page.

3. Select Highland City as your billing organization.

4. The following page should ask for the Account Number (on your utility statement), and then the Last Name or
Business Name, which must match up with the billing statement information.

5. If you are the renter or third party-payer, it may help to request a copy of the current billing statement from
the homeowner to provide you with the information needed to setup the bill.
a. This does not necessarily mean the balance due is your responsibility.
b. Check with your homeowner to determine your portion of the billed amount.

6. Click on “Locate Bill” at the right of the screen.

7. As a renter or third party-payer, it will then inform you that there may already be a payer on the account
(possibly the homeowner, or the previous tenant), and would you like to be added as an additional payer or
take over payment from the previous tenant.” I recommend to select “Add Me As a Payer.”

8. You will also need to type in the service street address as it appears on the bill, and the amount due on the
current bill to confirm the account information.

9. Check the box for “Opt in for Paperless” to receive email notifications. If you are a renter or third party-payer,
this will be your means of receiving the utiltiy bill each month; otherwise the homeowner will need to send
you a copy of the bill each month.

10. Click on “Add Account”

11. You should then see that the account has been added successfully.

12. If you’d like to setup Auto Pay, please select this option and walk through the steps that follow in setting up
the day you’d like payments to debit, the payment method, etc.

