Visit the Citizen Access website to begin the account activation process:
https://services.ci.billings.mt.us
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Citizen Access

Public Access
PUBLIC ACCESS AVAILABLE OPTIONS:

— Building Permits: View Residential & Commercial

New User Planning Permits: View Fence, Sign, Zoning Clarification, Zoning Compliance
—_———— Planning Projects: View Subdivisions, Zoning & Annexations

Forgot Fassword Licenses: View business licenses by type, address or business name
Parcels: View parcel information by address, owner or parcel id

REGISTERED/LOGGED IN USER OPTIONS:

Utility Billing: Pay Residential/lCommercial water bills
Solid Waste Payments: Landfill customer account payments
Building Permits: Apply/pay for ResidentiallCommercial Permits
Planning Permits: Apply/pay for Fence, Sign, Zoning Clarification, Zoning Compliance

**BE ADVISED DURING THE HOURS OF 10 PM TO MIDNIGHT THE SYSTEM WILL NOT ACCEPT
PAYMENTS DUE TO DAILY MAINTENANCE**

To log in, please provide the information below or select New User
Click on the

“new user”
button to begin

Email Address: gamoncombs@gmail.com|

Password: seeeeess

Login J NewUser J


https://services.ci.billings.mt.us/

Fillout the New User Registrationinformation:
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New User Registration

login
Please complete the following information below
E-mail Address:

RuE eSOt Re-enter New Email:
New Password:
Re-enter New Password:
First Name:
Last Name:

Once the New User Registration information has been entered, clickon the “submit” button:
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New User Registration

login
Please complete the following information below

E-mail Address: signtest59102@gmail.com
Re-enter New Email: signtest59102@gmail.com i

};oot password

New Password: sssssssessses
Re-enter New Password:

First Name: Sian

Last Name: Test



After clicking the submit button, you should see a confirmation that a Registration E-mail was sent:

New User Registration

permitficense

log in
| Please complete the following information below
E-mail Address:

forgot password

Re-enter New Email:

New Password:
Re-enter New Password:

First Name:

Last Name:

Registration E-mail Sent ' B =

Your registration is almost complete! An e-mail has been sentto the address you i
provided. Follow the link contained inside the email to confirm your account.

i



After clicking on the “ok” button of the confirmation message, you'll be instructed to check your email
to complete the reglstralon process:

New User Registration
permitflicense

||| togin

Please complete the following information below

E-mail Address:

SAPOL password Re-enter New Email:

New Password:
Re-enter New Password:

First Name:

Last Name:

Registration E-mail sent successfully. Check your e-mail to
complete registration.

Below is an example of the registration email that will be sent to the email address used for
registration. Click on the link in the email to confirm the registration.

City of Billings CA New User inbox «

utilities@ci.billings.mt.us 9:21 AM (6 minutes ago)
tome [~

Hello

Thank you for registering for Citizen Access. To complete the registration process. please click the link below te confirm your email address. If this does not werk, please copy and paste the link belew into the address bar of your internet

browser

hitps:iis s ci.billings. mt us/ dex2 zul & 40308497086809938

If you have questions, please use the centact information below. DO NOT respond to this email

Thank you

City of Billings
2251 Belknap Ave.
Billings, MT 53101
406) 657-8315

utilities@ci.billings. mt.us



Clicking on the linkin the email registration confirmation message will bring you to the screen below.
Notice that the message reads “Your email address has been confirmed and your account will be

enabledfollowingavalid login. Once your account is enabled you will need tolog ina
second time to begin using the system.

THE CITY: OF
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Your email address has been confirmed and your account will
be enabled following a valid log in. Once your account is
enabled
you will need to log in a second time to begin using the system.

Email Address:

Password:

Enter your email address and password used for registration (This is the first login)

THE CITY: OF,

i ABILL INGQ MONTANA.,

Your email address has been confirmed and your account will
be enabled following a valid log in. Once your account is
enabled
you will need to log in a second time to begin using the system.

Email Address: signtest59102@gmail.com

PassSWOrd: ssesesssesses




Once you’ve successfully logged in the first time, you’ll receive this confirmation message
that your account was activated. Click on the link provided to return to the login page and
log in for the second time.

THE CITiY:
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Your account has been activated.

Click here to return to login page.

Here is the login screen presented after clicking on the link in the previous screen shot:
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Citizen Access

To enter Utility/Billpay please provide the information below or select New User

**BE ADVISED DURING THE HOURS OF 10 PM TO MIDNIGHT THE SYSTEM WILL NOT ACCEPT
PAYMENTS DUE TO DAILY MAINTENANCE**

Email Address:

Password:

| _login QL _newuser J

Click here to view site's browser compatibility

[ S



Enter your login information once again and you should be ready to use the
system:

‘ ¥ Do yol
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Citizen Access

permitficense o . . .
To enter Utility/Billpay please provide the information below or select New User

_— **BE ADVISED DURING THE HOURS OF 10 PM TO MIDNIGHT THE SYSTEM WILL NOT ACCEPT
new user PAYMENTS DUE TO DAILY MAINTENANCE**

foroot?a;swom

Email Address: signtest59102@gmail.com

PasSWOrd: seeeeessseee

Click here to view site's browser compatibility

e

After the second successful login you’ll be presented with this screen. The “Utility Pay”
button can be used to pay water bills. The “Permits” buttonis what we’ll use to apply and
pay for permits online.

o

THE CITY: OF :

BBILLINGS; MoNTANA

~ DI D my

Welcome to Permit/License Inquiry and Utility/Billpay

Please select an option from the menu on the left.
my user profile

home
log out




After clicking on the “Permits” button on the previous screen, you’ll need to click on the “Link
Account..” button next.

THE CITY: OF,

eaBILLIN

Welcome

You will need your PIN Number (provided on your application or receipt) to link accounts.

Select "link account” from the options to the left.

After clicking on the “Link Account...” button, you’ll need to clickon the “add accounts”
button:

T i o -

THE CIT:Y: OF

BBILLINGS - MONTANA =

< comdev Manage Accounts

Only one ComDev account can be associated with a single Citizen Access Account
Link Account...

Contact Name Profile Type Ref No

delete accounts) 3 retm



Clicking on the “add accounts” button will present the dialog box below. You
can ignore the “Provided PIN” box and just put in the email address that is
attached to your account. (Typically this will have been activated by the City IT
Department prior to this process)

THECITY OF : ci M. . D i ey
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comdev Account Lookup

Please enter your PIN to link to a Business Account:

Email Address |

Provided PIN

cancel 3 ok )

Upon entering a valid email to link accounts, you’ll be presented with a
confirmation box:

@ Account successfully found and added to

profile.

Apply for Permit...

L

defete accountis) X retun

Your account isnow linked and you’re ready to apply for permits. If youwishtolink yourwater service,
follow the same procedure underthe Utility Pay menu and link youraccount with your account number.



