INSTRUCTIONS FOR ONLINE PAYMENTS- CITIZEN SELF SERVICE

CITIZEN SELF SERVICE

Citizen Self Service (CSS) provides web-based access to Utility Billing Accounts. Using CSS, citizens can
view or pay their utility bills.

https://selfservice.burlingtonnc.gov/mss

To begin, click on Citizen Self Service (on left column)

o tyler *%% Munis Self Service

MUNIS Self Services

Home

Citizen Self Service

NEW USER: If you are a new user, click Register to create a user name and password (next to
the Login button).

FORGOT USER NAME/PASSWORD: The application prompts you to enter your user name and

password. If you are a current user and you forget your user name or password, use the Forgot
your username and Forgot your password options to receive a reminder by email.

= tyler *%a% Munis Self Service

Login
Home Username
Citizen Self Service Forgot your username?
Password
Forgot your password?



Click on Water & Sewer Services in the column on the left (see red arrow). Next click on
Accounts (see blue arrow)
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Water & Sewer Services

Wi Should you have any issues with accessing your Utility Account please email us with a brief description of your issues.
hiizen Self Service Account Number |
Water 8. Sewer Services Customer ID
Accounts _ Bill number
Contact Us [T Remember these values

Click on Link to Account (See red box)

Water & Sewer Services Accounts

Horme Select an acoount ta work with.

Lk o Accaurnt

Citizen Self Service

‘Water & Sewer Services

Accounts

You will see the screen below. Please enter Account ID number and Customer ID (this can be
found on your bill — please see the example below). Click Submit.

Water & Sewer Services
Account Link Setup

Home
Feel free to link your Utility Billing Accounts to your Self Service login for easier use and lockup.
Citizen Self Service

What is the account 107 * |
Water & Sewer

Services
What is the CID? *

Accounts

Service Requests

* indicates required field
Contact Us



PO Box 1358

Burlington, NC 27216
(336) 222.5100

City of Burlington

UTILITY BILL
REMIT PORTION

ﬁur Account Number on your check
i portion of bill with your payment.

Service Address
425 S Lexington Ave

Please write
4 and enclose
Bill Mumber | Account Number - Customer Number
52442 1123481

0101005001,

| 1V16/2018 $28.00

Acount ID #

Customer ID #

If your account has been properly linked, you should see a screen that looks similar to the one

below. If you want to pay your bill online, click Pay Now.

Home
Citizen Self Service
Water & Sewer Services
Accounts
Manage Bills
Account Summary
Automatic Payments

Contact Us

Water & Sewer Services

Account Summary

Link to Account | Sign up for Automatic Payments | Bill Delivery Preferences | Manage Bills

Billing Account

Service Address 800 S MAIN ST

Account Number 01010005001

Bill Delivery Preference Mail

Your Current Balance e
Amount Due Now $20.00 Pay Now
Payment Due Date 11/12/2018

About Your Payments

No payment activity found

Customer Information

Name ROVAL JW

e SR e

Customer ID 123481

Services

Service Code Start Date Stop Date Status Consumption History
STORMWATER UTILITY FEE 1000 71572004 ACTIVE None

SOLID WASTE 2000 71572004 ACTIVE None

RECYCLE 2100 7/15/2004 ACTIVE None

SEWER RESIDENTIAL INSIDE 3000 7/15/2004 ACTIVE None

WATER RESINEATIAL INGINE P 7150 ArTE Nena

On the next screen, you should see your bill. If you have more than one bill you will have to pay
the oldest outstanding bill first. You can select and unselect by using the check box next to the
bill. You will then click Add to Cart to start the payment process.

Home
Citizen Self Service

Water & Sewer
Services

Accounts

Manage Bills
Account Summary
Automatic Payments

Contact Us

Water & Sewer Services

Manage Bills

Service Address

Account Number

As of

800 5 MAIN 5T

01010005001

1042972018

+ Before payment of newer bills will be accepted, all past-due bills must be induded, starting with the cldest.

ing Bills

Sign up for Automatic Payments | Account Summary

Show Past Bills ¥

[ 1

Bill Date

10/22/2018

Pay By

11/12/2018

Charges

420,00

Pending

5000

Balance Due
$20.00 Bill Details

Total Due:  $20.00

Add to Cart

select bills you would like to pay now, then dick "Add to Car”




The green check mark will show that your bill has been added to your shopping cart (please see
example below). The message also provides direction for how to process the payment. The My
Cart menu will display, providing options to review your cart or start the checkout process.

Water & Sewer Services
Mgnage Bills

O Utilities 1 was added to your shopping cart.
To proceed with payment, click "My Cart™ then click "Checkout™. @

Service Address 800 S MAIN ST
Account Number 01010005001
As of 10/29/2018
« Before payment of newer bills will be accepted, all past-due bills must be included, starting with the oldest.

Outstanding Bills

Bill Bill Date Pay By Charges Pending Balance Due
\f 1 107222018 111122018 $20.00 $0.00 $20.00

Total Due:  $20.00

My Cart

The My Cart menu displays the payment items you have added to the shopping cart. The
shopping cart is available once you have added at least one item. When you click the Checkout
button, the payment process begins.

Lrilities 1 £20.00
Water & Sewer Services Total: £20.00
Manage Bills GENEeUd  Checkout

O Utilities 1 was added to your shopping cart.
To proceed with payment, dick "My Cart™ then click "Checkout™,

Shopping Cart Review

You can click Review Cart in the My Cart option to display the Shopping Cart Review page.
Here you can remove individual items from the shopping cart, or click Pay to display the Pay
Bills page. Select the payment method for the payment process. Click Close to close out of the
shopping cart.



Shopping Cart Review
Cart Contents

UTILITY BILLING
Utilities 1

Subtotal

Total

$20.00

$20.00

Being Paid
$20.00

$20.00

$20.00

remove all



Payment Processing
The Select Payment Method page provides credit card or eCheck payment method options.
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Pay Bills
Select Payment Method Citizen Self Service
EChecks is an electronic transfer of funds in which money is taken from a bank account. Animal Licenses
IPay by Credit CardI\IPay by eCheckI| Cancel Trsres [legmes
Email Announcements

To enter a payment by credit card or eCheck:

1. Enter the payment amount.
The Payment Amount page determines the payment amount. The Due Now amount is the
default payment amount. You can modify the amount of the payment in the Payment
Amount box.
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Pay Bills
Step 1 of 4: Payment amount Step 1 2 3 4 Citizen Self Service
Bill Description Bill Year Bill Date Bill Number Due Date Balance Due Now Payment Amount Animal Licenses

GENERAL BILLING 2014 11/8/2013 10254 12/8/2013 $100.00 $100.00 S e

Email Announcements

General Billing

Motor Vehicles

2. Click Continue when all payment amounts are correct.

3. Select the payment type.
If you are paying by credit card, you must enter the credit card number, card ID (CVV)
number, and expiration date on the Pay Bills page.

Click the Where Is This? option for an image that explains the card ID number and where to
find it.
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Pay Bills MasterCard or Visa
Step 2 of 4: Please enter the payment information Step 12 3 4 Citizen Self Service
Enter the details needed to process this payment. Animal Licenses

Credit card Business Licenses

. . . Lo Email Announcements
Card type Visa v A 3-digit number in reverse italics

on the back of your credit card General Billing

Card number
Motor Vehicles

Card ID (CVV) number
Non-Emergency

Requests
Expiration date Month[v] | Year|v|
Miscellaneous Receipts
Parking Tickets

m Permits and Inspections

Personal Property

GUUL L yULL CIvUs b UL Real Estate

Tax Relief

6




If you are paying by eCheck, you must enter the account, check, and routing numbers, as
well as your driver’s license information. If you are paying using a checking account, you

must enter the check number. Click Where Is This? for an image that explains the check

number, routing number, and account number.
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Resources MICHAEL FRITZ

Pay Bills
Step 2 of 4: Please enter the payment information St 1234 Glzmsaliiaves
Enter the details needed to process this payment. Animal Licenses
Bank account Business Licenses
Tom Waits e 2134 AN ncincement
ail Announcements
Type of account Please select [v] BN sssss Pl
Pay 10 the Ordor of: ] eneral Billing
Bank ABA/routing number
9 digis Dt # 5
9 = otor Vehicles
Momo. w
Bank account number Where is this? p T a2aw2boie 2034 lon-Emergency
_7 — lequests
Re-enter bank account number | R i3 123
fiscellaneous Receipts
= v ABA/Routin, Account Check
Driver's License - Number s Number [:] Number
larking Tickets
State
Permits and Inspections
Number
Personal Property
Real Estate
Utility Billing
©2016 Tyler Technologies, Inc. Help/Feedback

Click Continue once you have entered the necessary information in Step 2.

Enter the billing address.

The Billing Address page adds billing information, such as the mailing address and contact
telephone number associated with the account you are using to make the payment.
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* indicates required field

[JRemember these values
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¢ Resources MICHAEL FRITZ
Pay Bills
Step 3 of 4: Billing address Step 1234 Citizen Self Service
Please enter your billing information exactly as it appears on your credit card or bank statement. Animal Licenses
Business Licenses
*
first name Email Announcements
Last name * General Billing
Address line 1 * 1 COLE HAAN DRIVE Motor Vehicles
Non-Emergency
Address line 2 Requests
City * YARMOUTH Miscellaneous Receipts
* Parking Tickets
State ME
two letter abbreviation
Permits and Inspections
Zip code * 04096
Personal Property
Contact phone number * 2078789998 Real Estate
E-Mail i Tax Relief
for your e-mail confirmation michael fitz35@yahoo.com
Utility Billing




6. Click Continue.
The Review page provides the payment information.

7. Click Submit to process the payment; click Cancel to end the payment transaction.
Once the payment is complete, the application presents a confirmation page.
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Resources MICHAEL

Pay Bills
\/ Your payment has been successfully processed Citizen Self Service
Payment submitted on 11/21/2016 Animal Licenses

Your Confirmation Number is 616920068
Your Authorization Code is 54321ABC . .
Business Licenses
Thank you for your payment!
Email Announcements
You may want to print this page for your records.

General Billing
Payment Amount

Bill Description Due Now Payment Amount Motor Vehicles
GENERAL BILLING 10254 $100.00 $100.00 Non-Emergency Requests
Subtotal $100.00

Miscellaneous Receipts
Convenience Fee $3.50
Total $103.50 Parking Tickets

Permits and Inspections
Payment Method

Master Card kkki A6 T 0 Personal Property
Billing Address el
Name MICHAEL FRITZ Tax Relief
Address 1 TYLER DRIVE

YARMOUTH, ME, 04096 Ut‘.”ty Billing
Phone Number 2078789998
E-mail michael.fritz35@yahoo.com




