
   

Forest Grove Utility Billing Online 
 

The following are basic instructions for getting set up to view and/or pay your City of Forest Grove 

Utility Bill with our online site.  Sections include: 

 

1. Getting Started 

2. Create a User 

3. Logging In 

4. Add Your Utility Account 

5. Pay Your Utility Account 

6. Account Information 

7. Changing Your Password 

8. Pay Utility Bill using Quick Pay (no login required) 

9. Password Recovery 

10. Contact Us 

 

Click on ‘Ctrl’ (control button on your keyboard) + use your mouse to click on one of the topics above 

to go directly to that section for assistance. 

 

 

 

1. Getting Started 

You may choose to either set up an account to view & pay your utility bills, or you can make a quick 

payment without setting up an account. 

 

To create an online account to view and pay your utility bill over the internet, you will need to complete 

three steps: 

1. Create a user 

2. Login 

3. Add your utility account(s) to your user name. 

 

It may be helpful to have your e-mail open as you get started, since when you first create your user, a 

password will be e-mailed to you.  Once you receive this password and login, you may change your 

password.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

2. Create a User 

From Forest Grove’s web site (www.forestgrove-or.gov), click on the quick link on the main screen 

‘Pay Utility Bill Online Securely’.  

 

This will open a separate web page, a secure site apart from Forest Grove’s web page.   

 

 
 

 

 

Click on ‘Utility Billing’ under Available Services  

 

 
 

 

 

 

 

 

 



   

 

 

This will direct you to the next screen where you can ‘Login’, ‘Register’, or use the ‘Quick Pay’ link. 

 

 

 

 

 

 

 

 

 

 



   

To register for an account, enter your email address, name, phone number, and password.  The email 

address you enter will become your login id.  It will be used for password recovery & confirmation of 

any activity on the site.   

(NOTE:  Secure passwords are at least six (6) characters long, including capital and lowercase letters, at 

least one (1) number, and one (1) special character.)   

Next, click ‘Create Member’. 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

A password will be e-mailed to you, after about five (5) minutes, and a screen similar to the screen 

below will be displayed, confirming that you have successfully created a user.  Next, click the continue 

button, and you will be re-directed to the initial Utility Billing online screen.   

 

 
 

Check your email for the ‘Thanks for registering!’ email.  Click the link in the email to confirm your 

email address and activate your account.  The link returns you to the login page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

3. Logging In 

From the Login page, when you click on the ‘Utility Billing’ link, you will be taken to the Utility Billing 

Home page.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Click on ‘Login’.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Enter your e-mail address and password, then click Login.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

4. Add Your Utility Account 

The first time you login, if you move, or if your utility account number changes, you will need to add 

the utility account to your user name.  To add your account, you will need your Forest Grove utility 

account number, and the dollar amount of your last payment.  If you have not made any payments, you 

will enter 0.   

 

Click the ‘Add an Account’ button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

Enter your utility account number, including the dashes, and the amount of your last payment.  Then 

click ‘Add Account’. 

 

 
 

 

You can add multiple accounts repeating this process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

5. Pay Your Utility Account 

The next screen will be your utility account.  You may choose to pay the balance owed by checking the 

box next to the account under “Pay”, then clicking the “Pay Selected Accounts” button, or you may 

view information about your account by clicking on the account number, which should be underlined.  

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To pay, click the box under 

‘Pay’, then click ‘Pay Selected 

Accounts’. 

Click on account 

number to bring up 

account information. 



   

To pay your utility account, you will need a VISA, MasterCard, American Express, or Discover card. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Verify the amount you are paying on your account in the Payment Cart.  You cannot pay more than is 

showing next to Payment Total.  But if you have a past due amount that you are paying, you can click on 

‘Change Payment Amounts’ it will take you to the following screen.  Change the amount, and click 

Continue. 

 

 
 

Select the card type, and enter your credit card information.  The billing address and zip should be the 

address for the credit card statement, not necessarily the Forest Grove service address. 

 

If you wish to save your credit card information for future payments, click the ‘Save Credit Card’ box.  

Otherwise, click Continue to follow prompts to complete payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

6. Account Information 

You will be able to view your account detail, transaction history, account information, etc., by clicking 

on the various tabs. 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

This tab shows 

your monthly bill 

amounts & 

payments. 

This tab shows 

your usage, 

including a graph. 



   

7. Changing your password 

Member passwords can be changed at any time. It is recommended that users change their password the 

first time they login to something that will be easy for them to remember. Secure passwords are at least 

6 characters long, include capital and lowercase letters, at least one number and at least on special 

character (!.+@#, etc.). 

Navigate to the Member Profile Management screen by clicking on the ‘Member Profile’ link on the 

right-hand side of any page. If you are not logged in, you will be required to log in before you will be 

able to access the Member Profile Management screen. 

 

 

Click on ‘Edit Profile’. 

 

 

 

 

 

 

 

 

 



   

Enter the current password.  Then enter your new password and confirm it.  Then ‘Save Profile’. 

 

 

 

 

 

 

 

 

 

 

 



   

8. Pay Utility Bill Using Quick Pay (no login required) 

From the Home page, click on any of the 3 ‘Utility Billing’ links 

 

 

 

Click on ‘Quick Pay’. 

 

 



   

You will need your utility account number and the last payment amount.  These can be found on the 

utility bill mailed out monthly, or if you have a login, you can see the information on your account. 

Enter your account number, including the dashes, and the last payment amount.  Click Continue. 

 

 

This will take you to the Payment Cart, same screen as when you are logged into your account.  Follow 

the prompts to change the amount, if necessary, enter credit card information, etc. 

 

 

 

 

 

 

 

 

 

 

 



   

9. Password Recovery 

Click Login on upper right. 

 

 

Click on ‘Password Recovery’. 

 

 

 

 

 

 



   

Enter your email address and click ‘Submit’.  Password recovery instructions are sent to your login 

email address. 

 

 

Follow the instructions in your inbox from the InSite Administrator to complete password recovery. 

 

 

 

 

 

 

 



   

Click ‘Submit New Password’. 

 

 

10. Contact Us 

Even though you are logged in when you use the ‘Contact Us’ link, please include your account number 

or service address in your inquiry.  This information does not come through, and we may not be able to 

properly assist you with your question. 


