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SETTING UP A NEW ACCOUNT 
 

1. Click on utility bills.  This will take you to the log in screen.  If you already have a user name and 
password, enter those now and press the “log in” button.  If you do not have a user name and 
password, click the “register a new user” link.  

 
 
 

2. If you are registering as a new user, you will complete the information in the registration form.   
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3. You will then see a screen with your account information.  You will then need to link your Village 

Services Account to your user name.  To do this, click on “link to account” under utility bills. 

 
 

4. You will then be able to enter your account number and Customer ID (CID).  These numbers can be 
found on the front of your Village Services Bill.  When you have entered the information, click the 
“Update button”. 
 

 
INSERT BILL IMAGE 
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5. You will then see that your Village Services account has been associated with your login. 

 
 

6. If you have more than one account, you may repeat steps 3 through 5 to link these additional accounts to 
your user name.  
 
 
MANAGING YOUR VILLAGE SERVICES BILL ONLINE 
 

1. From the home page, click on Utility Bills. 
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2. Then Click on “Accounts”. 

 
 

3. You will then see a list of your accounts.  Click on Manage Bills at the right. 

 
 

4. From this new screen, you have the option to view your bill details, review past bills, or pay outstanding 
bills. 

 

XXXX 
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REVIEW YOUR CURRENT BILL 
1. From the Manage Bills screen (#9 above), click on “Bill Details”  

2. You will be directed to a screen where you can see usage, readings, billings and payments. 

 

PAY YOUR BILL 
1. From the Manage Bills screen (#9 above), click on “Pay”  
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2. Click on “Pay by Credit Card”.  Online, the only option for payment is credit card. 

 

3. This will bring up a screen with the balance due.  The balance due will default into the Payment 
Amount box which is circled below.  You may modify the amount in this box to pay more or less 
than your balance due.  After you have entered the amount. Click on “Continue”. 

 

4. From this new screen, you will enter your credit card information.  Mastercard, Visa, American 
Express, and Discover are accepted.  Enter your credit card information and click “Continue.” 
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5.  Then, enter your billing address associated with the credit card you used in the prior screen. 

 

 

6. In the last step of payment you have a chance to review the payment information before you 
process final submission.  Please review the information on the screen and if it is correct, hit the 
“Submit” button to finalize payment.  If the information is not correct, hit “Cancel”. 
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REVIEW PAST BILLS 
1. From the Manage Bills screen (#9 above), click on “show past bills”  

 

2. This will bring up a list of your prior bills. To view the details of any bill, click “Bill Details” 

 

3. If you click on any bill, you will be directed to a screen where you can see usage, readings, billings 
and payments. 
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VIEW YOUR CONSUMPTION HISTORY 
Through Glen Ellyn Self Service, you can also view the past year of consumption history for your 
account.  To access this information: 

1. From the Manage Bills Screen click on “Account Details” on the left side menu.  

 

2. You will then see a list of water services for which you can view consumption.  Click on “View 
Consumption” to view the history for each meter. 
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3. This will bring you to a screen where you can see historical usage for your account. 
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