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Citizen Self Service Account Page  

 

To access Citizen Self Service go to the following website https://selfservice.carsoncity.gov/css/ 

Or  

This page can also be accessed from the Carson City’s website; https://www.carsoncity.gov/ , from the 
main page go to the Pay Icon, then to the Water/Sewer Icon, and then to the Login/Signup Icon. 
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Signing up for a Citizens Self Service Account 

 

To sign up for a Citizens Self Service Account go to the Munis Self Service page located at: 
https://selfservice.carsoncity.gov/css/. From this page either click on the “Citizen Self Service” text, 
under the “Home” text or click on text “Log In” located in the top right-hand corner of the screen. 

Both texts will redirect you to the login/sign up page. If you need to create a profile, then select the 
“Create an account” box at the bottom of the page. This page will redirect you to the next screen which 
will ask for the following information (this will be used for your account login profile and does not need to 
match the information on the utility bill); after completed click on “Sign Up” 
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You will be redirected to an email verification page that will send a code to your email. The email this 
code will come from noreply@identity.tylerportico.com and the subject line “Welcome to your 
Community Access account” this email can sometimes be directed to your spam/junk folder. 

Enter the code and you will be redirected to the Security Set up Screen, none of these are required but 
are recommended for receiving future access codes.  
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Linking/Removing Utility Accounts to Citizens Self Service Profile 

 

To link water/sewer/stormwater account(s) to your Citizen Self Service profile go to your Account 
Settings. This page is located by clicking the Icon of a person, located in the right-hand corner of the 
screen, a menu will appear and then click on “My Account”.  

 

 

 

On the next web page, next to Utility Billing Accounts, click on the blue text “link to account”. You can link 
your utility account under Customer Accounts however this will limit the features you have access to. 
Also, multiple utility accounts can be linked to your profile by repeating the steps listed below with each 
utility account.  
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On your Carson City Utility bill, you are provided with an account number that is made up of your 
Customer ID - Account Number. These numbers can be found at the top of your utility bill or at the 
bottom of the utility bill, in the tear off stub section, and are separated by the dash. Enter these numbers 
into their corresponding boxes on Account Link Setup page. Then select submit. Your utility account will 
now be linked to your profile. 

 

 

 

 

  

 

 

 

** To remove a water/sewer/stormwater 
account(s) to your Citizen Self Service 
profile go to your Account Settings. Next to 
the account you wish to delete from your 
profile, click on the blue that says remove. 
Then okay on the pop-up verifying the 
removal. ** 
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How to Make a Payment 

 

To make a payment while logged into your Citizen Self Service Portal, go to the Account Summary Page; 
this will be found by selecting the Utility Billing Account you would like to pay.  Then click on the page now 
blue text.  
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At the next screen you will select the bill(s) that you would like to pay. The system will require you to pay 
the oldest bill first. If you would like to pay a different amount than what is offered you can change your 
total while in the shopping cart, on the next step, in the meantime select a bill and hit “Add to Cart”. You 
can pay multiple bills at once by adding them to your “Shopping Cart” by following the previous steps and 
repeating the process. After all the bills have been added to your Shopping Cart, go to the Shopping Cart 
Icon, on the top blue banner, and click on it, then click on “Checkout”. 

 

 

 

 

 

 

 

Next select the payment method you would like to use.  

 

 

 

In the “Pay Bills” screen you can change the amount you would like to pay. To do this change the 
“payment amount” but not the “Subtotal Amount”. The subtotal amount and service fee will be updated 
on the next screen.  Click “Continue”.  
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Depending on the payment method selected you will fill out all the information requested. The Billing 
Information section auto populates with the Utility Bill Holders information. Please update this to 
your information (if you are not the Utility Bill Holder or if it is outdated! After completed select the 
“Make Payment” button at the bottom of the screen. You will then be given a confirmation page and sent 
a confirmation email. The payments will be applied to your Utility Billing Account in the next 2-3 business 
days and will be debited from your Bank in the next 1-5 business days.  
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Signing Up for EFT/Automatic Payments 

 

*The Automatic payments process is initiated 2-3 business days before your bill is due, the payment will 
be posted to your utility account on the due date, and the funds will be drafted from your bank account 
within 1-4 business days of the due date. * 

 

 

Automatic Payments can be set up online by going to the “Account Summary” page for the address you 
want set up on autopay. While on this page click on the blue text that says, “Sign up for EFT Automatic 
Payments”. 
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On the next screen you will enter the routing and account information that you want the automatic 
payments to be debited from. In the Bank name section, instead of typing in the Bank name, type in 
your Bank routing number, while you are typing this in a list will appear and click on your bank’s 
name. Then retype in your Bank routing number and fill out the rest of the information required and click 
on continue.  

 

 

 

 

 

 

 

 

 

 

On the next screen verify your autopayment information and select submit.  
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Accessing Utility Bills/History 

 

To access your history, go to Home, Citizen Self Service, click the plus sign next to the utility account you 
want to view (this will be under the customer’s name column) and select manage bills text.  

 

On the next screen, you can select the current utility bill and view the actual bill by selecting “Bill Details” 
and on the next screen “View Bill Image”.  Or you can look at prior bills by selecting show past bills and 
following the same two steps to see the Utility Bill Image. 
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Changing Citizen Self Service Login Information  

 

To edit your email and password for the login information go to https://selfservice.carsoncity.gov/css/ and 
make sure you are currently signed out of your Citizen Self Service profile. The select login and above the 
Create an account button the is a text that says “help”, click on this text. This will redirect your page to the 
Community Access website. On this page select login and then login using your Citizen Self Service login 
information.  

Under the Personal Information selection, you can change your Username and email address.  

Under the Privacy Setting selection, you can change your password and the social media links “if that is 
what you used to login in and create your profile. In this section you can change your verification settings 
and delete your account. 

 

https://selfservice.carsoncity.gov/css/

