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WELCOME & TABLE OF CONTENTS

Welcome to Point & Pay!

We are pleased to present you with this BillPay User Training Manual. This training manual has been
designed by the Point & Pay Customer Support Team and will provide you with information and
guidance as you learn to use your online payment portal.

As always, should you have any questions or concerns, please reach out to the Point & Pay Customer
Support Team agencysupport@pointandpay.com.

Once again, welcome to Point & Pay!
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BillPay - Log In/Log Out

STEP ACTION VISUAL

1 To log-in, go to the Web URL

. o O https://www.paydici.com/sxoooocounty. tax. ooeonc.com
assigned to your organization

Email ‘_ -2}

Once on the log-in screen, enter
your e-mail address and Password 3

2 password created when your

account was set up. Once done,

click Login. You can also use “
your Facebook or Google
account information to log-in as \

well.

] Remember me Trouble loggling in?

El sSIGN IN WITH FACEBOOK

s SIGN IN WITH GOOGLE

Sales1 Smith
Staff at Alpha Cc_=*"
salesl@pointandpay.com

To log out, click the Settings

3 button in the upper right-hand

corner of the screen, and then Help / Support
click Log Out.
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BillPay - Customer Bill Pay

STEP

ACTION

VISUAL

To view and/or pay your
utility or property tax bill,
go to the Web URL
assigned to your
organization

O https://www.paydici.com/xoooocounty. ta)eoeooc.com

Once on the home page,
you can choose which bill
you would like to pay
(Quickpay)or, if you
already have an account,
you can also sign in to
view/pay your bill.

T

PAINE
FIELD ~
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Start by chooswrg&earch for your groperty taxes or utility bills:

L0

If you chose to log in to
your online account, or if
you chose Quickpay, to
pay your bill, click Add To
Cart.

) Bills for Reference #N012324
5013 SOUTHWICK CIR, LANSING, MI 48917

July 2016 Utility Billing Test

AMOUNT s

$1,093.98 71152016

ADD TO CART

Once you are ready to

July 2016 Utility Billing Test

Checkout.

4 make the payment, click AMOUNT 155UED
. $1,093.98 715/2016
View Cart.
X Remove from cart
Here, review the items in s ——— ez
5 the cart and then press

+ You have made a payment on this account,

BACK CHECKOUT
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Next, choose the preferred
method of payment.

() saved Payments (@ Credit Card

() Debit Card () Electronic Check

If using a credit or debit card,
enter the first and last name of
the card holder, card number
and month and year of
expiration.

FIRST NAME

CARD NUMBER

MONTH

LAST NAME

1

YEAR

If using an electronic check,
enter the first and last name,
account type, routing number

and bank account number.

Enter the bank account number
a second time.

FIRST NAME

ACCOUNT TYPE

BANK ACCOUNT NUMBER

CONFIRM BANK ACCOUNT NUMBER

LAST NAME

Next, enter the billing address
associated with the card or
bank account.

BILLING ADDRESS

COUNTRY

UsA

ciry

STATE

1P CODE

You can also choose to save this
information in the system. (If
you have not already set up an
account profile, checking the
box to save your payment
information will prompt the
system to take you to the
registration page)

SAVE MY PAYMENT INFORMATION

You must register to save your payment method

Once all information is added as
needed, click Next.
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Here, review the order details,

Q

— Review your order details

FARCEL £ apTION AMOUNT

processed and show the

payment confirmation number.

You'll also have the option to
print the confirmation as well.

10 | select the payment date, agree
to the Terms & Conditions and
then click Submit. o $748.81
=
Select Payment Date: | £rj Aug 24th 2018
© o

The screen will show that the Success. Confirmation #6148297 +——

1 1 payment Was successfu”y An email confirmation has been sent to dpaviuk@pointandpay.com
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BillPay - Setting Up Recurring Payments

PLEASE SELECT AN ACCOUNT TO LOAD
Once on your account
Dashboard, select the S910-35460-00-0
1 account you want to 5910-35460-00-0

load (if applicable) then

5E00-20852-001
click the Recurring

Payments toggle.
I'D LIKE TO PAY
On the Auto Pay
2 screen fIrSt ChOOSG the O Balance Please Note: Paine Field only accepts balance monthly recurring payments.
' ’ . @Other Amount
amount you would like
to pay. $0.00
I'D LIKE TO PAY
If Balance is chosen, @ salance
3 yOU can aISO Choose to Set Maximum Payment Amount?

"Set Maximum

$0.00
Payment Amount"

O Other Amount

Next, click the "Add

PAYMENT METHOD
New Payment Method"
link.
(@ Credit/ Debit () Electronic Check
Choose the payment

method as needed. If
choosing Credit/Debit,
5 enter the name on the
card as well as the card
number and expiration

B
information.

MONTH YEAR
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If choosing Electronic
Check, enter the Name
on the Account, the
6 Account Type, Routing
Number, and the Bank
Account Number twice.

O Credit/Deh“/v (@ Electronic Check

FIRST NAME LAST NAME

ACCOUNT TYPE

ROUTING NUMBER

BANK ACCOUNT NUMBER

CONFIRM BANK ACCOUNT NUMBER

Next, add the Billing
7 Address associated with
the
credit/debit/electronic
check account.

BILLING ADDRESS

Billing address required

CITY STATE ZIP CODE

FL - Florida

City required Zip code required.

8 Once all information is
complete, click Save.

BILLING ADDRESS

1010 Spooner Street

CITY STATE ZIP CODE

Quahog RI - Rhode Island 34677-3666

o _
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Next, choose when the
recurring payments will
start. Click in the "I'd
9 Like My Payments To
Start On" field to open
a calendar. Click on the
desired date.

I'D LIKE MY PAYMENTS TO START ON

Wed Sep 12th 2018

Sep 2018 »

Sun Man Tue Wed Thu Fri Sat

13 14 15
16 17 B8 19 20 21 22 Y
23 24 25 26 27 28 29 I
30
- Ni

The system will show a
10 Processing Fees
statement. Click the "I
Agree To The Terms
and Conditions" check
box, and then click the
Save Recurring
Payments button.

I'D LIKE MY PAYMENT TO BE PROCESSED

on the due date

PROCESSING FEES ‘

A processing fee will be applied to this transactig, t the tergis agreed between
Point & Pay and your organization. The pr: on the amount of the
payment and will be calculated at thgs#ffie of submission. Cugtomers will receive an
email confirming the paymen applicable fee when the pyment is scheduled
You can use

[J 1 Agree To The
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BillPay - Turn on Paperless Billing

STEP ACTION

VISUAL

Once logged in to your
account, on your account
1 Dashboard, click the
Paperless switch to On.

Dashboard

Read the "Paperless Billing

2 Authorization and

Agreement," and click
Confirm.

PAPERLESS BILLING AUTHOF N A

IMPORTANT INFORMATION REGARDING ELECTRONIC COMMUNICATIONS

Papertess Billing, you will no lange
Autharization thoroughly. This authc

format, by pesting the d

nd you authorize Paydici to billng statements, natices, and other documer
nication thet we are legally required 1o provide to you, Your electranic consent will alsa a

loase
persan

cess your account. inchuding
ind notice of fees, such as a late fee or

The Dashboard will now show
3 that Paperless Billing is turn
On.

Dashboard

20358 Bednar Stream, Springfield, OR 97313
B

duled
or recurring p
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