
1. From the City of New Berlin Website/Finance Department/Acceptable Payments Page

select the link for "Citizen Self Service" or visit: https://newberlincitizens.munisselfservice.com/

2. From the New Berlin Self Service web-page -  click on Citizen Self-Service.

3. If this is the first time you are using New Berlin Self Service enter your e-mail address and click on "Create an Account". 

(If you are a returning customer please use your previously created user-name and password). 

4. Fill in the account information and click Sign up. Please keep in a safe place, city personnel will not be able to retrieve usernames or passwords.

Please make note of the password requirements listed below and use an e-mail address that you have access to. 

City of New Berlin Citizen Self Serve Utility Billing Account Instructions



5. An e-mail will be sent to the address provided with a code to enter into the next screen.

6. Once the account is verified you can now link your user to your City of New Berlin accounts.

Click on the user menu on the right hand corner and choose My Account.

7. Click the "link to account" hyperlink for the account(s) you would like access to. 

8. Enter the account ID and CID (customer ID) exactly as it appears on your bill, without the dashes - click submit.

9. Once your accounts are linked you will see your account number listed.



10. To view your account click on Citizen Self Service. Click the + to the left of the account to expand your account information. 

11. Once the account information is expanded click on the account number to view account detail or click on Manage bills to view or pay your bill.

12. From the Account link you can see payment history, request change of address, sign up for EFT Automatic Payments, and Manage bills. 

13. To make a payment you can click on Pay Now in the Account Summary screen or go to Manage Bills. 



14. Check the bills you would like to pay and click Add to Cart. 

15. Click on the shopping cart in the right hand corner and click Checkout.

16. Please make note of the $5.95 convenience fee to pay by credit card or a $1.95 fee for e-check. 

Click Continue to make payment or cancel to terminate the transaction.

17. Make your payment selections for paying now or later, and credit card or e-check as payment method. Click Continue.



18. Enter the payment information and click Continue.

E-check payment option: Credit Card payment option:

19. Review and Submit  to complete the transaction. 20. You will receive  a message summarizing your payment.


