UtilityPay

Pay your utility bill online
or set up automatic payments.

Registering an Account

1. From the Hamilton-city.org click on UtiltyPay , next click on Utility Bill Payment

Pay or View Bills

Please select an item below to get started.

Utility Bill Payment >




2. On the account locater screen type your account number and at least the first 3 characters of

your last name - select search invoices
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3. Once the search results displays the invoice, click the box in front of the bill and click register

selected invoices.
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4. The account registration screen appears. Complete the required fields and click complete

registration.

Register

Please fill out this form to complete your registraton. All required fields are marked with a *.
Click here for information on linking accounts together

Account Number *

101-01600-02
Email Address * Confirm Email Address
testi@test com testi@test. com
Create Password ~ Confirm Password *
L L1 1 ] e
Secure Code ®
E3kub |

63KLIB °°

« & | would like to sign up for Paperless

| understand that at any tire, | can print out my bill andior deckde to receive paper bills by edfing my online
profile. Flease select the Invoice Types on the right you wish o go Paperiess for

In order to complete your enrollment, you must verify receipt of the Paperfess Registration

information email which will be sent to your email address on record for each Invoice Type selected,

" Waler Bills

Registrant hereby acknowledges that he or she is the valid, authonzed signatory for this account with full responsibility for decisions

related o this account. Chek lo view Terms and Conditions 5

Complete Registration » ]




Your Account at a glance

| want lo..

Pay my invoices ¥

- Wiew my payment history »

= iy iy schedulad payment Feslory >
- Manags my AutoPay sefngs

- Wnnage my Paperioss sefings 3

= Upcate my account infamation )

Recent Opan Invoices ¥

Mo histary avadable

Recent Payments »

Mo tistory avadable

5. The user be directed to the registered account landing page.
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Adding Payment Methods
1. From the Customer Portal home screen select My Profile> Payment Methods
ﬂ' My Account = My Profile = Support = (g

Payment Metheds
Update Account Info
Update Email Address
Your Account at a glance AutoPay
- Paperiess
Pay by Text
Recurring Scheduled Payments
S Linked Accounts

| want to...
Change Password

Pay my invoices ¥ AutoPay # EDIT

2. The Saved Payment Methods screen will display to allow the user to select which method of payment
to setup.

.3 My Account - My Profile - Support - G

Saved Payment Methods

Manage your Payment Methods

4 Add Mew Credil Cand
e Add Mow Bank

e

You don't have any saved payment methods

You may add a new Credit Card by clicking here

You may add a new Bank by clicking here.



3. The user selects to add a new credit card or new bank account and save the information.

New Credit Card

Please fill out all fields below and click Save Credit Card Infermation to save your information. Need more information?

| v'“ , DISCOVER

Credit Card Number *

Card Number

.

Expiration Date

January ~ 2017 W
Billing Address = Billing City ©
Address City
Billing State Billing Zip *
Select State ~ Zip Code
Default

«" Save Credit Card Information

New Bank

Please fill out all fields below and click Save Bank Information to save your information. Need help filling out this information?

Bank Name * Bank Routing/ Transit *
Bank Name Routing Number

Bank Account Number ™ Confirm Bank Account Number *
Account Number Confirm Account Number

Account Type ™

Personal - Checking hd

Default

+" Save Bank Information



4. The saved information will display on the Saved Payment Methods screen in a truncated format.

Saved Payment Methods

Manage your Payment Methods

& Add Mew Credit Casd
&= Add Mew Bank

DateiTime Added (CST) Summary
1312017 10:05 AM T 056008849 J XXOOOOON1234 Edit
13172017 10:04 AM I\ OO00OCOOXKK 1111 % Your Default Edit

You are currently not set up for AutoPay. You may setup AutoPay by clicking here



Auto Pay Registration

1. To register for Auto Pay under My Profile selects Auto Pay.

. 1 My Account - My Profile =  Support = =

Payment Methods

Update Account Info

Update Email Address
Your Account at a glance ——"
Paperless
Fay by Text
Recurmng Scheduled Payments
Linked Accounts

| want to... Se
Change Password

2. On the Auto Pay setup select New Auto Pay Setup

AutoPay

Manage

+ Mow -‘I.ul:upi_l',' ﬁa,-lup

WView Fees Discloswre

Sawve trees, checks, stamps, and time. Sign up for AutcPay and pay invoices automatically on their AutoPay collection date.
AutoPay will send you an email confirmation of your transaction as each invoice is paid, automatically

a

You are not set up on AutoPay.

You may set up AutoPay by clicking here.



3. Complete the Auto Pay setup by selecting the account, payment method and invoice type
when applicable. Select yes, put me on Auto Pay and save the setup.

New AutoPay Setup

Registering for AutoPay will void any pnor, scheduled payments. In order fo prevent duphcate transactions, any scheduled
payments which are pending for this account will be cancelled. AutoPay will then pay invoices on their due date using your default
payment method

Select an Account” Invoice Type "
#101-01600-02 - KERI M. SMITH b Water Bills b

Use this payment method *

Trust : X000 1234 L%

AutoPay Status *

i#ires, put me on AutoPay

Mo, | do not want AutoPay

" Save this AutoPay Setup

Fees Disclosure

4. The Auto Pay Status will display waiting on email confirmation. The user must click on the link in the
email confirmation notice to complete the registration. The user has the ability to resend or cancel the
pending registration when needed.

AutoPay

Manage

View Fees Disclosura

Save trees, checks, stamps, and time. Sign up for AutoPay and pay invoices automatically on their AutoPay collection date
AutoPay will send you an email confirmation of your fransaction as each inveice is paid, automatically

Account # Type Status Payment Method

101-01600-02 Water Bills 1™ Waiting on email confirmation. [ HOOCCO00N1234 Edit

Resend | Cancel Pending Regisirabon




Paperless Registration

1. To register for Paperless in the Customer Portal>under My Profile>select Paperless

= Ny Account = My Prafile =  Suppor = (3

Payment Meihods
Update Account Info
Update Email Address

Your Account at a glance AicPay
Paperiess
Pay by Tex
Recurring Scheduled Paymenis
| want to... Se Lnked Accounts

Change Passward

2. On the Paperless setup screen select yes and save my changes. Once changes are saved the status
will display Resend/Cancel Pending Registration.

Paperless
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Wil 1hes P b

Accaoiant B Ty r - Simban

10 -01600-02 Wakay Dadis Yo - o Haward | Cancel Poadirmg e
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3. The user is sent a confirmation email, with a link to click to complete the Paperless registration.



Pay By Text

1. To register for Pay by Text in the Customer Portal>under My Profile>select Pay by Text

ﬁ My Account ~ My Profile -

Payment Methods
Update Account Info
Update Email Address

AutoPay
FPaperless
FPay by Text
Recurring Scheduled Payments
Linked Accounts
2. Select Email and Text
ﬂ Pay by Text
Your Accounts
How would you like to recelve Inveice Natifications? Your Emall Address

vjennings@invoicecloud.com
Email and Taxt




3. Enter the mobile number to receive the text messages and save.

n Pay by Text

Your Accounts

#101-01600-02 - KERI M. SMITH

How would you like to receive Invoice Motifications? Your Email Address

Email and Text v vjennings@invoicecloud.com

Your Mobile Phone Number *

901 - 555 -| 5555

Standard data fees and text messaging rates may apply based on your plan with your mobile phone carrier. You may opt out of text
delivery at any time by replying STOP to any Text message received from Invoice Cloud.

«" Save my changes

4. The customer will receive a text message and must respond OK to complete the registration.

E Pay by Text

Your Accounts

#101-01600-02 - KERI M. SMITH

Your information has been updated successfully

| Please check your mobile phone and read the details in order to complete the registration process.

How would you like to receive Invoice Motifications? Your Email Address

Email and Text ~ vjennings@invoicecloud.com

Your Mobile Phone Number ™

901 - 555 - 5555

Standard data fees and text messaging rates may apply based on yvour plan with yvour mobile phone carrier. You may opt out of text
delivery at any time by replying STOP to any Text message received from Invoice Cloud.



