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This guide is to assist a Payer with navigating the online services site and allowing the Payer to add 

donation(s) with their payments. 
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Login Page 
Payers will land on the following page, that will allow them to log in using their current Login ID and 

Password, or allow 1st Time Users to Enroll.  Payers may also choose to make a One-Time Payment 

without logging in or enrolling. 

 

Enrollment 
Enrolling allows a user to create a unique Login ID and password so that they can save their payment 

methods, setup recurring payments and see payment history. 
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One-Time Payments (or Guest Payments)  
 

 

Home Screen 
A payer can make a payment and donation from the Home Screen. 
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Pay My Bills Screen 
A payer can select item(s) to pay and/or add a donation with their payment from the Pay My Bills 

Screen. 

If the payer wishes to make a donation only, and invoice does not need to be selected in order to make 

a donation. 
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Verify Screen 
The Payer will be allowed to verify the payment and / or donation amounts, or can adjust payment 
amount and delete the donation from the Verify Screen.  The Payer will also be asked to acknowledge 
Terms & Conditions before completing their payment and /or donation.   
 

Verify Amount and Acknowledge Terms and Conditions 
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Remove Donation 
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View Confirmation Screen 
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Payment History 

Donation History 

 

 

Payment History 
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View Payment Status Details 
 

 

 

 



 

 

 

Payer User Guide  Page 10 of  12 

 

User Menu Change Password 

 

 

Account Settings 
Manage ǘƘŜ ǳǎŜǊΩǎ profile, security settings and notifications. 
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Billing & Payment (Setting up Payment Methods) 
You can also Add a Payment Method from the Home Page, Pay My Bills screen and from the User Menu 

under Billing & Payment. 
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Account Access (Account Linking & Unenrollment) 

 

 

 

Change Password 

 

 

 


