Instructions for Setting Up Online Bill Payments
There are three steps to setting up online bill payments. The first step is creating a user profile.

Second step is adding or linking your utility account to your user profile. The last step is
processing your payment. The step-by-step instructions below will assist you with this process.

How to Create a User Profile

1. Visit the City’s website www.ci.la-verne.ca.us and click on the “Online Services” | link
located on the left hand side of the web page under the “Main Menu” section.

2. Select the “Create User” tab located in the top right corner of the web page.

Login | Enable eMail | Create User |
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Ifyou have any questions or concems, please call Customer Service at
909-596-8744 for assistance during our normal office hours
Monday through Thursday from 8:00 a.m. to 6:00 p.m

3. Complete the registration form by filling in all required fields. You will need to provide a
name, address, email address, and at least one number.

faY Home Create New User

Create New User  *=Required
Work With:
Utility Payments In order to become a registered user, you will need 1o enter your email address and select a password. The selected password will need to be entered twice. The
selected password must consist of at least & numbers and letters. Your password must contain at least 1 upper case letter, at least one lower case letter and at least
one number. Once you have entered this information, click on the "Create New User” button. This will cause an email to be sent to your entered email address. You
must follow the instructions in this email in order to complete the account activation process.

*ellail Address:

FirstName

“LastName

*Address 1

Address 2

*City:

*State.

[
“Confirm Password l:l
|
|
|
|

Atleast one phone must be entered

I |
Home Phone l:l l:l
L1

Work Phone:

Cell Fhone l:l l:l

Create New User


http://www.ci.la-verne.ca.us/

4,

Once submitted, an email message will be sent to the email address you entered. Follow
the instructions in the email to enable your new user account.

*#*%% Please save this email for future reference *#¥#¥

This ewail address was registered with Cicy of La Vernes Municipal Services. To enable vour email follow these steps:
1. Clisk on the link below to go to the screen to enable your email.

Attention ACL Customers - you must copy and paste the URL into the Address Box.

Z. On the screen, enter the email id you registered, your password, and the Confirmation Key below.

If you have any guestions, please call 909-596-8744. Thank you.

Hawe a nice day.

Click this link to ensble your email: https://oem.ci.ls-verne.ca.us/wps/portal/UserEnshle
CONFIRMATION KEY: 5243023241421723103

Adding or Linking Your Utility Account to Your User Profile

Click on the “Log In” tab located in the top right corner of the online system portal. This
portal is always accessible by the link on the City’s web site.

Login | Enable eMail | Create User |
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Click on the “Utility Payments” link under the “Work With” menu.
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3. Click on the “Edit Master Account” under the Site Navigation Menu.
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4. Click on the “Add Account” link under the Add/Delete Account Menu.
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Select Account Mo accounts associated with your User Id.
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5. Enter account information exactly as it appears on your current bill and due date in the

associated fields and click Submit.

Clity o’

7 Lo Verne

13

& Utilities
Accounts & Payments Site Navigation Fill in the fields directly from your Utility bill.
Select Account
Work With: Edit Master Account
- . Account ID: | |
Utility Payments E-Mail Us
Due Date: | |_ P




6.

Where can | find my account number and due date?

Your account number (example: 11111-22222) and due date can be found in the upper
right corner on your most recent bill. It can also be found on the top left of the payment
stub found at the bottom of your most recent bill.

City of La Verne Municipal Services Y — m

96 Menlililn ST N, = =
3660 D Stree

o s Account N 0000-0000

' T Cycle-Routle 02-14

Service Address 3660 D ST

Bill Date 0172472012

DUE DATE FOR CURRENT CHARGES 02/23/2012

Last Bill Amount

—_— iyl U o aumnugiunaigmnn Payments -114.68
TR TR R R U TR U TR 1B ey o

_ JOHN DOE Balance Forward 0.00
mEHSrIE CA 917504116 Gurrsat Chages e

TOTAL AMOUNT DUE $90.47

PLEASE SEE REVERSE SIDE FOR IMPORTANT INFORMATION
Payments not received by 5:00 pm on the due date incur a 10% late fee

Can | register more than one City of La Verne Municipal Services account to my same
online user profile?

Yes, you can register more than one account under the same user profile. This feature is
especially helpful for landlords, business owners, or property managers with multiple
accounts in the La Verne service territory. Follow the same steps as in FAQ #3 above.
The new account information will be viewable immediately after you have registered the
additional account.

Making Online Payments

Customers may pay their service bills online using e-check, debit card, or Visa, MasterCard, or
Discover card by following the steps below.

1.

Have your personal/business check or debit/credit card (Visa, MasterCard or Discover)
available. For E-check payments, you will need your bank’s routing number along with
your checking or savings account number. For debit/credit card payments, you will need
your credit card number, expiration date, and security pin.

Register and Logon to the online system via the City’s website.

Click on “Utility Payments” in the menu box on the left side of the screen and select the
account you would like to make a payment for by clicking on the account number.

Utilities

Site Navigation Select the lecation yeu would like to wark with:

Select Account

: Account Number Location Address Total Cash Only?
WoHEIAT Edit Master Account

E-Maii Us

3660 D LV $161.19

3680 D LV $111.28



4.

5.

6.

Select “Make Payments” on the left menu bar under Site Navigation.

Utilities

Site Navigation

Account Information

Account Number: 000000000-111111111
Customer MName: JOHN DOE
LAVERNE CA
Phone MNumber: (000} 555 - 8700

Account Status: ACTIVE Payments are allowed
Account Balance: 5516.56 -
Amount Past Due: 50.00
Cash Only: No

Your last bill was sent on 0312/2012 in the amount of $516.56 due on 04/12/2012. You can view your last bill by clicking here . Your last
payment was received on 02/06/2012 in the amount of -8465.45.

* Transastions that havs been authorized but not y=t posted may be included

Pay MNow »

Enter the one-time payment amount you would like to pay and click “Continue.”

Utilities

Site Navigation View Fees

.

NOTE: If your account is past due, you must pay at least the past due amount to be
able to pay your bill online.

Please confirm the amount of your payment.

Utility Payments

*Payment Amount: |515_55

Continue »

* indicstes required information

= Cancel

Select your payment method and click “Continue”.

Utilities

Site Navigation

Make Paymen15

Payment Charges Review Receipt

Utility Payments

Please Select Payment Method

Payment Method

credit card
scheck

« Cancel




For E-check payments, complete required fields and click “Continue.”

Utilities -

Site Navigation .
Payment Charges Review Receipt
Payment Information

Utility Payments

Make Payments Please complete the fields below with your payment information. The cardhalder name must appear exactly as it daes on your credit
card. Also, be sure to use the billing address of the credit card as it appears on your statement.

Asterisk (*} indicates required fields.

1. Account Holder Name

Middle Initial |:|

2. Account Holder Address
*Address (ling 1) [ |

Address (line 2); | ‘
*2IP Code ]

3. Check Details

*Account Type:

*Routing Number: l:l
*Account Mumber: l:l
*Check Type:
Company Name l:l

« Cancel

The bank routing number and the checking or savings account number is printed on the
bottom of your personal check. View the sample check below for assistance.

Check Written Date

Account Open Dare

Recipient

i
Johin Adams .;..,.,..l ,'I.E
T34 Wi Sreet ; fmount
Amaunt B et irisstoom e Jrwun §
e 4 T ,.". ¥
b 1%/ .
T ]
.. 4
Checking et §
uurm - III'.
Memo %
[ ol .

EIEB#&E?HE 1234567893 01;3 f_e"

/ Signarure
Account Mumber | J

Routing Number V' Check Mumber




8.

10.

For debit/credit cards (Visa,

MasterCard, or Discover), please select credit card.

tiY Home
Accounts & Payments

Work With:

Utilities

Site Navigation

Account Information
Payment History
Make Payments
Consumption Report
Billing History
Service Summary
Edit Account

Select Account
E-Mail Us

|
Payment Charges Review Receipt
Payment Information

Please complete the fields below with your payment information. The cardholder name must appear exactly as it does on your credit
card. Also, be sure to use the billing address of the credit card as it appears on your statement.

- -

Asterisk (*) indicates required fields.

1. Cardholder Hame

*First Mame
Middle Initial

*Last Mame

2. Billing Address
“Address (line 1

Address (line 2

City
State: v
ZIF Code:
3. Card Details
=Card Type v
*Card Mumber.
*Card Security Code What is the CSC?
“Expiration Date: April v | 2012 v
« Back Continue »

Confirm your information/payment amount and click “Submit.”

If you are having trouble paying you bill online after you click the “submit” button
on the one-time payment screen, please ensure that your web browser allows pop-

ups from this site.

Once your online payment is successfully processed, a payment receipt should display
on your computer screen. You can print the receipt or record the receipt number for your
records. If you entered a valid email address when entering your payment, you will also
receive an email confirmation on your electronic payment transaction.



