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7. Setting up the Auto Payments:  (Office)  Your tab calls it “Setup/Change Auto-Pay” 

a. Make sure to click on the “Activate” button. 
b. Choose the date when you wish deduction to occur 
c. Do Not have the first date to also be the payment date. (Customer will have to make a one-

time payment because system cannot pick up that payment that quickly if pull date and activation date 
are the same.) 

d. To pay balance in full leave field “0.” This will pick up the full amount each month. 
8. Setting up multi profiles to a primary profile: (customers screen) 

a. Register into your primary account 
b. Adding profiles will be performed from a primary account 
c. Click on the left side of the page “Manage Profiles” 
d. It will display your primary account in the middle of the page and below that you 

will click on the tab that says “Add Another Profile to New London Utilities 
(RT15286)” 

e. Have your account numbers that you wish to add to this profile handy! (Have all 
your statements available to see account numbers) 

f.                FOLLOW PROMPTS ON THE RIGHT SIDE OF THE PAGE. 
g. “Account Number,” “First Name” then “Last Name.” personal accounts 
h. “Account Number” then “ Business Name” 
i. Click on “Find Customer” button 
j. This will bring up a pop-up of the name of the account and then if this is correct 

you will then click on the right side of the page the button that says “Link 
Customer.” 

k. YOU HAVE SUCCESSFULLY LINKED A PROFILE TO YOUR PRIMARY ACCOUNT! 

When making a payment the screen would look like this; 
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