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Welcome to
My Constellation

This guide provides detailed step-by-step instructions
for logging into My Constellation as a new user and

areturning user. It also details the steps used to set
up Auto Pay and scheduled payments.
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Logging into My Constellation: New Users

o Navigate to my.constellation.com

e Enter your email address and click “Submit”
 Please note that you must have access to this email address in order to register for My Constellation

« If you have an email address used for billing with Constellation, please register your My Constellation
account using the same email

a You will be redirected to a page titled “Create a My Constellation Profile”
A. Follow the steps on screen to register as a new My Constellation user
B. As a part of the registration process, you will be required to enter a verification code
1. After entering your email address, click the on-screen button “Send verification code”
2. You will receive an email verification code from “Microsoft on behalf of Constellation”
3. Enter the code from the email into the registration screen and click “Verify Code”
- If you do not receive the verification code, click on the “send new code” button

C. Click the “Create” button at the bottom of the registration screen to complete your My
Constellation registration and create your profile

o You will be directed to the main My Constellation page to login using your newly registered email




Logging into
My Constellation:
Returning Users

o Navigate to my.constellation.com

Welcome to My Constellation

Hi. Welcome to My Constellation. Login

Emal Address *

ou ur friends,
lear
Tologin mply pr and click continue.

We'l ook you up and send you to place you need to be ne

o Enter your email address and click “Submit”

e You will be redirected to a sigh-in page

A. The email address entered on the previous screen
will be pre-populated into the Email Address field

B. Enter your My Constellation password and click
“Sign In”

Linking Your Service Account: New Users

0 After logging into My Constellation, you will be taken to the My Profile page
If we were able to find any service accounts associated with your email address, they will be displayed
under “My Service Accounts”
» Click on “View Dashboard” to view your account details

e If we were unable to find any service accounts associated with your email address, you will see an
on-screen message: “No service accounts were found. Click here to add an existing service account.”

« Click on the message or on the button “Add existing service account”

o You will be re-directed to the “Find your service account” page where you can find your service
account and link it to your newly created profile.

STEP 1: What is your service account zip code?
 Enter the zip code for your service account address and click on the “continue” button

STEP 2: Enter your Constellation Account ID
 Enter your Constellation customer number and click on the “continue” button

STEP 3: Verify your name and email address

STEP 4: Enter a name for your service account

« This step is optional and if nothing is entered, the service address will be displayed as the account name
* Click “Add my service account”

STEP 5: You will be redirected to the Dashboard page for the newly registered account




e In the Payment Method section, you will see any credit card or ACH data you have on file
« If you do not have any payment information on file, you can click on the “Add New" link to enter in your
payment details.
A. You will see an option to add either a debit or credit card and an
option to enter electronic check information
B. Select the appropriate option and click the “continue payment
process” button

C. A separate secure window will open to allow you to enter your
payment details and save them to our secure payment
partner. Follow the instructions on-screen to enter in the required
payment detail.

D. Your new payment method will be displayed in the Payment
Method section

SEttlng up AUtO Pay ° Select the payment method you wish to use for Auto Pay from within the Payment Method section

and click “continue”

From the Dashboard page for a selected service account, click on “Enroll in Auto Pay” from within e Your Auto Pay information will be shown on screen for you to review, including the date of your
the My Bill section. next payment and the payment method you have selected. If all the information is correct, click on
“Enroll in Auto Pay”

e Once you are on the Auto Pay page, you will see informational text that describes the process and

informs you of your next payment date once you enroll. e You will see an on-screen message telling you your enroliment was successful, and receive an email
 This date will change every month as it is your next bill due date confirmation of your Auto Pay enrollment.




e In the Payment Method section, you will see any credit card or ACH data you have on file

M aking a One-time « If you do not have any payment information on file you, can click

on the “Add New" link to enter in your payment details. oty st et i et s

Payme nt A. You will see an option to add either a debit or credit card and pe———

an option to enter electronic check information.

. . : . : $000 February 6, 2018
B. Select the appropriate option and click the “continue payment

o From the Dashboard page for a selected - oA
process” button d

service account, click on the Green , _ .
payment button within the My Bill section C. A separate secure window will open to allow you to enter 2 osomremmononz sz

your payment details and save them to our secure payment
partner. Follow the instructions on-screen to enter in the
required payment detail.

+ Make One Time Payment Without Saving Wallet ltem

* This button will say either “Make a
Payment” or “Pay Ahead” depending on the

current status of your account
D. Your new payment method will be displayed in the Payment Method section

e Once you are on the one-time payment
page, use the fields in the “One-Time
Payment Details” section to select your
payment amount and date
- By default, your current balance is shown but e Your payment information will be shown on screen for you to review, including the payment amount, date and

you can overwrite this amount with the dollar method you have selected. If all the information is correct, click on “Continue”.
amount you would like to pay

Select the payment method you wish to use for your payment from within the Payment Method section and
click “continue”

e After your payment has processed or been scheduled, you will receive an on-screen confirmation including

* The payment date will default to the current your payment details and your confirmation number. You will also receive an email confirmation.

date but can also be overwritten to schedule

a payment to take place in the future « If you have scheduled a payment, you will receive an email confirmation acknowledging that you scheduled a payment

as well as an email confirmation on the date the payment is processed.
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Making a one-time immediate payment
without saving a wallet item

o You can also make an immediate, one-time payment without saving your credit card or check
information to your My Constellation wallet for future use. To make a one-time payment without

saving a wallet item, simply click on the “Make One Time Payment Without Saving Wallet Item” link.

A. A separate, secure modal window will open to allow you to enter your payment details

B. Click “Submit” within the modal to make your immediate, one-time payment

C. You will see your one-time payment confirmation details within the secure window and also receive a
confirmation by email

D. Click on the X in the upper right corner of the window to be returned to your service account dashboard page

Our team is here to care for you

Questions? We're here to help.

You can count on our Customer Care Team to answer your question and
provide outstanding service. Help is just a call or click away. Plus, our online
tools, like our Frequently Asked Questions, are available to you after regular
business hours, seven days a week.

0, GEORGIA CUSTOMERS
1-877-677-4355

MON - FRI, 8 AM - 6 PM EST
customercarega@constellation.com

’ Chat with our Customer Care Team members
J online from 8 a.m. to 6 p.m.

For additional assistance and 2 Twitter.com/Constellationeg
instructions, please visit € Facebook.com/ConstellationEnergy

www.constellation.com/agl-bill-pay @) Linkedin.com/company/constellation-energy
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~" Constellation. &7 HANDS ON ATL

An Exelon Company Do Something Good

For the past three years, Constellation has been a corporate sponsor of Hands On Atlanta—providing
$150,000 in support over that time. Hands On Atlanta helps individuals, families, corporate and
community groups serve Greater Atlanta through more than 400 nonprofit organizations and schools.

In addition to providing staff to help with community projects, Constellation also supports Hands On
Atlanta’s Parent U, which strengthens families by helping parents gain the skills and confidence they need
to improve decision making, prepare for job interviews and help their children with reading and homework.

By being a Constellation customer, you're helping us help Hands On Atlanta—and your neighbors across
Greater Atlanta!
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