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1. A�er logging into the Lynnwood Self Service page, click on U�lity Billing from the right menu. 

 

2. Click on Accounts to see the list of already linked accounts: 

 

3. Click on Manage Bills under the account you need to edit: 
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4. Click on Pay a�er selec�ng the bill/s if you currently have an open bill, if you do not have any open bills, skip to step # 11 on page 6: 

 

5. From the next screen, you are prompted to go through the steps for Automa�c Credit Card Payments. To change or remove your credit 
card from an exis�ng auto pay enrollment, click on the blue hyperlink delete.  
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6. You will see a message confirming you are now unenrolled from automa�c payments: 

 

a. If you want to cancel auto pay completely and pay your bill manually in the future, you can click Con�nue to make the manual 
payment. 

b. If you are no longer responsible for this account or don’t want to make a manual payment at this �me, click Cancel to go back to 
Manage Bills. 

7. To setup a new credit card for auto pay enrollment, click the blue hyperlink enroll – a manual payment is required, see next step: 
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8. You will see a message showing that your enrollment is requested and pending a manual payment, to complete enrollment, click 
Con�nue: 

 

9. From the next page, you can change the amount of the payment on the bill, or let it default to the full amount due, then click Con�nue: 
a. Note: Auto Pay will only charge the amount due for the current bill on the due date, any previous charges need to be paid 

manually. 
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10. The last step is to complete the manual payment through Bridgepay, our secure credit card processor: 
a. A receipt will be emailed to you a�er comple�on of your payment. 
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11. If you do not currently have any open bills and want to change or delete your auto pay enrollment, follow these steps: 
a. Go to U�lity Billing > Manage Bills on the right-hand menu, click on Show Past Bills: 

 

b. Click on Bill Details from one of these recent bills: 

 

c. See the enrollment status under the Bill Detail; to make changes, click on the blue hyperlink details: 
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d. Click either Update or Delete Enrollment on the pop-up window: 
i. If you click Update, you will need to click OK on the pop-up to be taken to our secure credit card payment processor, 

Bridgepay and Update your card informa�on, if you click Delete, you will be asked to confirm and see your status change. 

 

 


