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REGISTERING FOR AN ONLINE SERVICE ACCOUNT 
STEP ONE: Open web browser and navigate to comox.ca 

STEP TWO: Select “Register…” on the homepage found on the bottom right-hand side 
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S T E P  T H R E E :  Once you’ve selected “Register”, scroll down and select “Register Your Account 
Online”.  
 

 
 
 
 
 

Either selection will bring you to the next page 
 
 
 

S T E P  F O U R :  Select “Register or Login for Online Access to Property Tax or Utility Accounts” 
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S T E P  F I V E : Enter your information; including first name, last name, email address and password of your 
choosing. 
IMPORTANT: Always record the password you have created for the online account so that it is available 
for future use.  
Once completed, select “Create an account”.    
A small grey box will briefly appear on the screen to indicate that your account has been created and to log in.  
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S T E P  S I X :  Select “Log In” 
 

 

 
S T E P  S E V E N :  Enter your email address and password. If you have forgotten the 
password that you have chosen, refer to page 13 for assistance in resetting your 
password. Select “Login In”. Upon login, you will be directed to your account dashboard 
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ADDING YOUR UTILITY ACCOUNT 
S T E P  O N E : Log into your account online. Once logged in, select “Utility Bills” icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
S T E P  T W O :  Select “+ Add a new utility account”
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S T E P  T H R E E : Locate the Account Number and Online Access Code. See example below 
for help locating this information. 

1) Account number: the UTILITY ACCT # can be found on the top left-hand side 
of the tri-annual invoice 

2) Online access code: the access code as it appears on the top right-hand side 
of the tri-annual utility invoice 

If you do not have a copy of your most recent utility invoice, or have difficulty finding your 
account number and access code, please dial (250)-339-2202 to speak with a member of the 
finance department 

 
S T E P  F O U R :  enter the Account Number and Online access code onto the webpage. 
Select the “Add Account” icon once complete 
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S T E P  F I V E : the newly created utility account will appear on the left side of the screen under “Your 
Accounts”. You can select the account number to view account details, or you can select “Add a new utility 
account” if you wish to add another utility account to your profile.  

 
 
 
 
 
 
 
 
 
 
 
 
 

ADDING A PROPERTY TAX ACCOUNT ONLINE 
S T E P  O N E : Log into your account online. Once logged in, select the Property Taxes icon 

 
 
 
 
 
 
 
 

 
S T E P  T W O : select “+ Add a new property tax account” 
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S T E P  T H R E E : locate the Account Number and Access code . See examples below 
for help locating this information. 
 

1) Account number: the account number is the property ROLL # which can be 
found on the top left-hand side of the property tax notice under owner name 
and mailing address. See below examples for assistance. 

2) Online access code: the access code as it appears on the property tax notice. 
This access code can be found on the top left-hand side of the tax notice 
beside the ROLL #. See below examples for assistance. 

 
If you do not have a copy of your property tax notice or have difficulty finding your account 
number and access code, please dial (250)-339-2202 to speak with a member of the Finance 

Department. 
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S T E P  F O U R : enter the Account Number (ROLL/FOLIO #) and Online access code onto 
the webpage. Select the Add Account icon once complete. 

 

 

 
S T E P  F I V E : the newly created property tax account will appear on the left side of the screen under 
Your Accounts. You can select the account number to view account details, or you can select Add a new 
property tax account if you wish to add another property tax account to your profile.  
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MAKING A PAYMENT ONLINE 
S T E P  O N E : Log in to your online account. 

S T E P  T W O :  From the main account dashboard, select the service account you would like to 
make a payment for.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
S T E P  T H R E E :  select the account number you wish to make payment on. 
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S T E P  F O U R :   Enter the amount you wish to pay in the provided box and then click to add to 
cart. 

Please note: the balance shown on the online account will not reflect payments made in real-time. 
To confirm your account balance, please contact the Finance Department directly by dialing 

 (250)-339-2202. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The shopping cart icon in the top right-hand corner of the title bar will reflect the added 

item.  Select the cart icon. 
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 S T E P  F I V E :  review your shopping cart and ensure the amount you wish to pay is correct. 
Enter the credit card number and the postal code associated with the credit card billing address 
in the provided box and select “Checkout”.  

Please note that there is a convenience fee of 3% added to each payment to cover credit 
card processing fees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 S T E P  S I X :  open your receipt 

 
Instructions for online service registration 
Finance department 
 



12   

 

 
RESETTING YOUR LOGIN PASSWORD 
S T E P  O N E : Select “Forgot Password?” 

 

S T E P  T W O : enter the email address used during the original registration then select “Reset”  

 

S T E P  T H R E E : a reset password email will be sent to the email address entered. Follow the 
link provided to reset the password. Once complete, return to the “Log In” screen on the 
webpage and proceed to enter your email address and newly created password.  

IMPORTANT: Always record the password you have created for the online 
account so that it is available for future use. 
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