
How to Submit a 
New Service Request or 

Termination Request 
using Citizen Self Service



From the home page, you will click on “Log In”



FOR NEW CUSTOMERS 
AND FIRST TIME USERS: 
You will need to click on 

“Create an Account”



Fill in the boxes with the 
requested information to create 
your online account. Click on “Sign 
Up” when finished.



On this page you will click on “Utility Billing”



Now, you will click on “Service Requests” 
to start a new service or terminate an 
existing service.



On this page you will click “Start Request”



Step 1 : Please enter the required contact information. Enter the date of birth in the format as shown (1). DO NOT 
select “Remember me on this computer” if you are using a public computer (2).

1MM/DD/YYYY

2



Step 2: 
• Select the type of request New Service or Termination of Service.
• Please fill out the requested information. 
• Once you fill the requested information click Continue.

Please indicate the number of carts present at the house.

You will need to upload your Driver’s License or Government 
ID here in PDF format or a Word document ONLY.

Select yes if you wish to set up for bank draft and fill out the required 
information.

Here you will fill out the service address 

If your requested start/termination date is not available, please select the next 
available date on the calendar. In the Additional information field, let us know 
your actual desired date. (Mon-Fri only)



Please review the details of your request and enter the validation number (1). Click on the square to verify all information is 
correct (2). Click on Submit. 

1 Validation number

2



Once your request has been submitted successfully, you will receive this confirmation page, please make note of 
your Request ID. A confirmation message will NOT be sent to your email as stated above. To check the status of 
your request, you can contact our office via email or phone. You are NOT able to check the status through the 
portal as stated above.

You will receive a “Welcome Packet” via email when your request is processed, 
on or around your selected start date.
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