
Sign UP for Pre-Authorized Payment on the Water Bill Portal 

Once you have added your account on the Water Bill Portal, you will have additional menu options on 

the left sidebar.  To Sign Up for Pre-Authorized Payment, complete the following: 

• Click on the Pre-Authorized Payment option on the left menu bar 

• Verify that the account number, customer name and property address are correct 

• Click on Sign Up 

•  

• Click on Pre-Authorized Payment 

•  

• You will need a blank cheque or a pre-authorized payment form to complete the enrollment 

o Financial Institution is a 3 digit code that can be found on the bottom of your cheque 



▪  

o Branch Transit is a 5 digit code that can be found on the bottom of your cheque 

▪  

o Account is your bank account number.  This could be up to 9 digits and can be found on 

the bottom of your cheque 

▪  

  



• Enter this banking information on the following screen: 

o  

• Upload an image of a blank cheque or a completed pre-authorized payment form from your 

financial institution 

o Click Browse 

o  

 



o You will need to wait a moment for the file explorer window to open up and to be able 

to select the file 

o Find the file where you stored that image 

o Click on Open 

o  

• Click on Continue 

o  

  



• On the Terms and Conditions page, select if the account is Personal or Business 

• Provide your acceptance of the Terms and Conditions 

• Click Done 

o  

  



• You should then receive a confirmation screen that the account was successfully enrolled.   

• Click Done 

•  

• You will have received an email from no-reply@guelph.ca with the subject line Pre-Authorized 

Payment Agreement which contains the pdf version of your enrollment and Terms and 

Conditions. 
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