Click2Gov Utility Billing User Documentation

1) Open: http://www.elkgrovecity.org/online-billing/
2) Click on “Log-In Now” under Registered Users.
3) Log in with the account number (including the dash) and the pin that you created.
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 EIlk Grove ™

California

Home Welcome to Litility Billing
Sign On >
Forgot PIM?
Create Pl Account ID: |55555-55555 |
Email Us PIN: |IIIIII |
|
“Account |0 must be entered exactly as it appears on your monthly staterment.
[ Sign-On H Clear ]
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http://www.elkgrovecity.org/online-billing/default.htm

4) Once you are logged in, you will see this screen:
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City of

g Elk Grove

California

Home Account Humber: 55555-55555

Account Inl:urmationh Customer: Doe, John or Jane
Payment History Location Address: 12345 Test Center Drive
Make Payments ELK GROVE CA
Billing History Phone Humber:  (916)555-1212

Service Summary
Edit Account

Account Status:  ACTIVE Payments are allowed
Master Account

Maintenance Account Balance: $45.06 *
Select Account Amount Past Due: 50.00
Email Us

% Last Bill our last bill was sent on 03/01/2006 in the amount of $45.06 due on
04/17/2006.

Your last payment was received on 02/17/2006 in the amount of $-45.06.

* Transactions that have been authorized but not yet posted may be incuded. L
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5) To view you previous bill, click on “Last Bill”

6) To change your Mailing Address, click on “Edit Account”

7) To pay your bill, click the “Pay Now” button.

8) A summary screen will appear with the amount that is due. You may change the
amount you want to pay if you would like. (it will warn you twice if you try to
pay on a credit)
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Home
Account Information
Payment History

wake Payments >

Billing History
Service Summary
Edit Account

Master Account
Mainte nance

Select Account
Email Us
Log OFF

)

by Elk Grove ™

Please confirm the amount of your payment.

[ Continue H Cancel l

Payment Amount:

b

Done
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9) Click the “Continue” button.




9) You will see a confirmation of charges screen. Click “Pay Now”
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City of

 EIk Grov

Hama Review Charges

Account Information

Payment History
take Payments Utilities Charges Amount

Billing History Utilities Fees 52.00
Service Summary

Editifoconiit Additional Charges

Master Account

Mainte nance

Select Account Total Payment Amount: 52.00

Email Us

|
< | >
Dane (@ €0 mmtermet H100% v

[




10) This will bring up the Credit Card Information Page. Enter all fields.
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Home = Please fill in the fields below with your card information. Please remember that the
Account '“f“'mah““ cardholder name must appear exactly as it does on your credit card. Also, be sure to use
Payment History the billing address of the credit card which may be different from your home address.
Make Payments

e Account Information
illing History

Service Summary

Edit Account Card Type Payment Amount
h;n“?s_tetr Account |V|S)’-\ W . 52.00
aintenance _—
Select Account Card Number (no dsshes or spacss) Expiration
Email Us 4012000010000 |- January  |v|| 2009 v -
Log OFF CWV?2

L [eee |[ Whatis this? |

Cardholder Name

First Name i1} Last Name

|Jane | - | | |Doe -
Credit Card Billing Street Address

555 Test Center Drive -

City State

[EGrove : : |

Zip Code: (nc dashes)

95758 - [ save this card information in my billfald.

* indicates required information [ Continue “ Cancel ]
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11) Once you click “Continue”, you will see a summary transaction page.
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Homa N If everything iz carrect, click the "Complete Transaction” buttan below. This will finalize the
:::::Ttl:;;::tm“ transaction and bring yau to a printable receipt page
Mhake Payments B ~
Billing History Transaction Overview
Service Summary
Edit Aceount Account Humber S0000-00000
Master Account Customer Dioe, John or Jane
Maintenance Address Test Center Drive
Select Account Payment Amount 200
Email Lis
Loe OFF Payment Method
Charge To VISA *ssersspnng
Account Holder [roe, Jane
Billing Address 555 Test Center Drive,

Elk Grove, CA 95758

After clicking the "Complete Trangaction’ button, please wait for the receipt page to
appear. This may take a few miniutes

[ Complete Transaction _][ Edit ][ Cancel | e




12) Select the “Complete Transaction” button to process. You will then get a receipt
page.
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Thank you for your payment. Please print this page for your records. Once you navigate
away from this page this data will be lost.

Transaction Overview

Account Mumber  55555-55555

Customer Doe, John or Jane
Address 12345 Test Center Drive
Payment Amount  2.00

Payment Date 2/28/2006

Payment Method

Charged To VISA ======0000
Account Holder Doe, Jane
Billing Address 555 Test Center Drive,

Elk Grove, CA 95758

Authorization Results

Authorization Approved
Auth Code WVITAL1
Ref # 17
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