NEW USER REGISTRATION PROCESS
Beginning 9.1.15.2

1. InClick2GovCX, click on ‘Create New User’

Chd(ZGov | Utlllty Bl”"'lg Contact Us | Create New User | Login

Welcome to SunGard City Click2Gov Utility
Billing.

One Time Payment

This service offers up-to-date, online views of
customer utility accounts, while also providing
several convenient payment options.

From the comfort of home, citizens can review
such information as payment history, pending
payments, and account status.
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2. Enter email address. This will be the user id/logon for citizen’s account.

Create New User

* = Required
* eMail Address: someone@somewhere.com
* Confirm eMail Address: someone@somewhere.com
* Password: eesssssss
* Confirm Password: essssssss
* First Name: $Someone
* Last Name: Else
* Address 1: 111 Some Street
Address 2:
*City: Some City
* State: Florida

*Zip Code: 32746
At least one phone must be entered
Home Phone: 407 555 1212
Work Phone:
Work Ext:
Cell Phone:

Security Questions

*1, Question: Cluestion number 4

Answer: Answer #4 Remove
* 2. Question: Question number 5

Answer: Answer #5 Remove
* 3. Question: Guestion number &

Answer: Answer #5 Remove

Add Another Question

The citizen will also need to enter their address and at least one phone number. They will be
prompted to select from a variety of security questions. These questions are customizable. The
answers to these questions are used if the citizen forgets their login information and they need
to reset their password. They will be prompted to answer these questions.
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Click on the ‘Create New User Button’ when all fields have been successfully filled out.

The following message will display.

Cl‘kaZGov | Ut|l|ty Bllllng Contact Us | Create New User | Login

Home

Create New User

* = Required

One Time Payment

Your user has been created. A confirmation email has been sent to the
ehail Address specified containing a link to enable your user.

3. The citizen will receive an email that contains a link. The citizen will click on this link to
complete the registration process.

4. Once the registration process is complete, the citizen can log into their account with their newly
created user id and password. Then click on the ‘Logon’ button.

Cﬁd‘ZGov | Ut|l|ty Bllllng Contact Us | Create New User | Login

Home

User Login

* = Required

One Time Payment

In order to log into the system, you will need to enter your user 1D or primary email address and your password. Please enter
them in below and click on the "Logon” button.

* eMail Address: someocne@somewhere.com

* Password: essssssss

Reset Password
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The following screen will display.

Chd(ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Welcome to SunGard City Click2Gov Utility
Billing.

Select Account

This service offers up-to-date, online views of
customer utility accounts, while also providing
several convenient payment options.

From the comfort of home, citizens can review
such information as payment history, pending
payments, and account status.

5. To add accounts to the login, click on the ‘Select Account’ button on the left side of the screen.

C”‘*ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Home

‘ Select Account

Welcome to SunGard City Click2Gov Utility
Billing.

This service offers up-to-date, online views of
customer utility accounts, while also providing
several convenient payment options.

From the comfort of home, citizens can review
such information as payment history, pending
payments, and account status.

The button name can be configured in the Consolidated Console.
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6. When the screen for Utility Accounts Displays, select ‘Edit Master Account’.

C”""ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Utility Accounts

No locations are associated with your User 1D.

Select Account

‘ Edit Master Account

7. Click on the link ‘Add Account
Chd(zeov | Utility Billing Contact Us | Edit My Profile | Logoff

Add/Delete Account

Mo accounts associated with your User [D.
You can add accounts to your User ID by clicking on the Rok. Add Account »

Edit Master Account

8. Enter the customer account number and associated validation fields.

C"d‘ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff
Add Account
* = Required
Edit Master Account User ID:  someone@someplace.com
* Account ID:

* Due Date: [T e.g. MMDOYY

*#coount 1D must be entered exsctty 35 it appears on your menthly statement | configurable |

In this example, we have the setup to require only the Due Date. The number of validation fields
and the types of validations fields are determined in Consolidated Console for Click2GovCX. See
available settings below.
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Click2GovCX Application Properties

Property: ‘Create Account Page'

Show the "Account Number' asterisk? [/

How would you like citizens to add their CX account

to their User Profile IJSE BILLING INFO

Show the 'Bill Date" asterisk?
Validate "Bill Date' field?

Show the "Cycle Route' asterisk?

Validate "Cycle Route' field?

R OO OO

Show the 'Due Date" asterisk?

&

Validate 'Due Date' field?

Show the "Last Pay Amount’ asterisk?
Validate ‘Last Pay Amount' field?
Show the 'Last Pay Date" asterisk?
Validate "Last Pay Date' field?

Show the "Previous Balance' asterisk?
Validate ‘Previous Balance' field?

Show the "Total Amount Due" asterisk?

I I I I N R C ¥

Validate Total Amount Due' field?

Save Changes

9. The account is now added to the login.

C’“‘ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Home

Add Account

* = Required

Select Account

Edit Master Account UserID: someone@someplace.com

The account was added successfully.

*Account ID: 00DDODETS - 000012875

* Due Date: 061101 [F] e.g. MMDDYY

* Account 1D must be entered exactly s it appears on yaur monthly statement { configurable )
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To view the accounts attached to the logon, click on ‘Select Account’

Cﬁd{ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Utility Accounts

Select Account Select the location you would like to work with:

Edit Master Account

Account Number Location Address Total Auto Pay Tender Acct # Casgh Only?
¢ ¢ ¢ ¢ ¢ ¢
000000875-000012878 123 MAPLE STREET 54027 Mones

Showing 1 to 1 of 1 entries

Click on the link of the Account Number to view the Account Information.

Chd(ZGOV | Utility Billing Contact Us | Edit My Profile | Logoff

Home "
Account Information
Select Account
Account Number: 000000675-000012878 Location Address: 123 MAPLE STREET
Account Information Customer Mame: JOHN SMITH SOME CITY, FL

Phone Mumber: (000) 000-0000
Payment History

Account Status
Make Payments
Wiew Actual Bill

Auto Pay

Account Status: ACTIVE Payments are allowed

Consumption Report Account Balance: 34027 -
- . Amount Past Due: 54027
Billing History

Cash Only: Mo

Sernvice Summar},f Your last bill was sent on D5/31/2001 in the amount of 540.27 due on 06/11/2001. You can view your last bill by clicking here.
Your last payment was received on 05/07/2001 in the amount of -541.10.

Edit Account * Transactions that have been sutharized but ot yet posted may be included,

» Pay
Manage eBilling e
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