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Account Login 
 
Use your account number that is printed on your bill,the service zip code and the Pin 
number. 
 
Pay Bill 
 
This screen allows you to make a credit card payment. 
 
Pay Current Bill screen 

 Displays the current bill information 

 Bill Date will display the bill date on billed charges but will display transaction 
date on payments and adjustments. 

 Pay Method allows the option of credit card or debit card. 

 Previous Balance is the balance that was brought forward from the previous 
bill. 

 
Payment History 
 
This screen allows you to view all payments.  The past 6 months of history will be 
displayed automatically.  A specific date range can be selected if needed. 
 
Bill History 
 
This screen allows you to view all history (including payments and adjustments).  The 
past 6 months of history will be displayed automatically.  A specific date range can be 
selected if needed. 
 
Contact Us 
 
Clicking on this option will redirect you to the municipality’s website for contact 
information. 
 
Log Out 
 
Logs you out of the account information screens and returns you to the Account Login 
screen. 
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Detailed information for using online bill pay services 
 
The first page is a summary of the Help menu that will be added to the online bill pay 
services in phase two. 
 
 
Account Login 
 
When the customer initially logs in to the utility company’s online bill service, the 
following screen will be displayed. 
 
There are two ways to search for your account.  You may search by account number 
and the service zip code or service address phone number and customer’s social 
security number.   The utility company must have a social security number on the 
customer master file prior to finding account based on social security number. 

 
 
The user will be given an error message if an invalid entry is used. 
 
****Another feature can be added to require a PIN number to be entered to access the 
account information. This is a calculated number based on the account number and is 
usually printed on the bill for the customer.  (see next page) 
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Pay Bill 
 
This screen allows you to make a credit card or debit card payment.  This screen 
displays the current bill information.  Bill Date will display the bill date on billed 
charges but will display transaction date on payments and adjustments. 
 

 
 
The user will select the payment method and click on Pay Now button.  This will take 
you to the Payment Method screen (This screen can vary depending on the Gateway). 
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The balance due will default in the Amount field but the user can change this.   
 
Pressing continue will bring you to the credit card processor screen. 
 

 
 
*If you charge a convenience fee it will show up on this screen. 
 
The card number and expiration month/year (i.e. 1/2009) is then entered.  
Following are some credit card accounts that work as test accounts for most 
gateways.  
 
Visa: 
4111111111111111 
4012888888881881 
 
Mastercard: 
5105105105105100 
5555555555554444 
 
Discover: 
6011111111111117 
6011000990139424 
 
The CVV2 number is a required field.  This is a 3 or 4 digit number located either on 
the front or back of the credit card. 

 
 
The user will need to enter the credit card billing address.  
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The user can click on the printer icon or the “click here” link to print a copy of the 
transaction. 

 
 
The user can then log out of the online bill pay service or select to view the bill 
history.  The user can also select to view payment history from the group tree. 
 
Payment History 
 
This screen allows you to view all payments (online, mailed payments, office 
payments, etc).  The past 6 months of history will be displayed automatically but a 
specific date range can be selected if needed. 
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Bill History 
 
This screen allows you to view all history (including payments and adjustments).  The 
past 6 months of history will be displayed automatically but a specific date range can 
be selected if needed. 
 

 
 
 

 


