Village of Pleasant Prairie

Utility Billing Web Site

To use the Village web site to review Utility Bills, Water Consumption, Payments it is necessary to create an account.

Please follow the directions below.

1. From your web browser connect to the Village of Pleasant Prairie web site
http://www.pleasantprairieonline.com.

2. The Village site is updated frequently so the screen may vary from what is pictured below. You will find the
“Online Payments” link in the upper right hand corner. Click on it and it will take you to the payments screen.
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Thank you for choosing to make your payment online. The links below will take you to a website for the payment services
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4. A page similar to this will display. Click on “Utility Bills”

Utility Bills
MNEW - We have upgraded our online software to a newer version. The fonts and buttons will look a little different but
everything will function the same way.

Click "Utility Bills" above to pay vour utility bills or create a new account online. If creating a new account, please have your
utility bill ready, vou will need your account and customer numbers from your utility bill.  If you will be making a payment have
a copy of your check ready. If you need more detailed instructions click here.

Once you create a login and link your utility account to your login you will be able to view your bill summary and detail, sign up
for automatic payments on the 20th of each meonth (the bill's due date), and make one-time payments by e-check. When
making one-time payments, you will be directed to our payment gateway vendor, "authorize.net”, to complete your payment
request. Credit card payments for utility bills are not presently accepted.

Request Email Utility Bill
To opt-out of a paper bill, and receive an email bill instead, click the link above.

5. A page similar to this will display. Click on “Citizen Self Service”
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Home

Citizen Self Service

Forgat your password?
1
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6. If you are a returning Customer enter the User Name and Password you previously created and skip forward to
step 14. If this is the first time you are visiting the site click on “Register”

Munis Self Service

Login
Home User name
Citizen Self Service

Password

Forgot your password? | Register




7. Fillin the form completely. Keep a copy of the User Name and Password you create in a safe place. Village
personnel will not be able to provide it to you should you lose it. For this example | have picked a user ID of
“TSawyer”, you should pick something that is unique, that you will remember. The password | chose is
“HuckFinn”, so my hint is “Best Buddy”. Enter an e-mail address that you check regularly. Be sure to enter the 4
digit number that appears on your screen in the last box. Click Save

Resources Log In

Self-Registration
W s TS
Citizen Self Service
®Re-type wzer ID TSawyer

| *password

\ *e-type password nssaann
|
*Password hint Best Buddy
| *email address TSawyer1234@yahoo com

\ Erter these vahdation nurmbers into the box below them
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"2 Munis Self Service E A
v Resources TSAWY
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Citizen Self Service
Rnnouncements
Utility Billing Welcome to your new Utility Bllling Partal

Ta link your utility bill ta your new login, you will need your account and customer mumbers from ity Bill. Your account umber and customer number i
Incatied i the grey shadied anse on bath the aistomer copy “top section” and remit portion “botiom section” of your ulility il Once you have your ulidy bl chck “Utiity
killing™ and then “Accounte” ta link your utility bill 1o your account.

once yo

e created an account and linked your bill to your User ID, you will be able to do the following:
ur bill summary and detail

+Sign up for automatic payments on the 20th of each monith the bil's due date)
Mk one-tme payments by e-chedk

9. Click Accounts

Munis Self Service &
TSAWYER

utility Billing

Citizen Self Service
utility Billing

Accounts
O] Remmemtoer these values

5o | e |

Contact Us

10. Click Link to Account

3 Munis Self Service
Utility Billing Accounts

Citizen Self Service Select an account to work with.

Utility Billing Link to Account

Accounts No Utility Billing aceounts have been linked to this user.

Contact Us

11. Enter your Account # and Customer Id. You can find this information on your bill.



utility Billing

Account Link Setup

Citizen Self Service

You will find your Account and Customer Numbers on your bill.
Utility Billing

What is the accouns

Accounts

3 What is the Customar D7 *
Contact Us

ates, required held

UTILITY BILL

iri iliti Customer Copy
Pleasant Prairie Utilities : :
9615 39th Avenue Keep this portion for your records

Pleasant Prairie, W1 53158

I e
SAWYER, BECKY

12312015 | s 01/20/2016
Descrption | Meler Foret D | Rs:d"eD:‘;le Me‘l’:’re;.::ﬁing Metar g::‘da_vg i (Igﬂsggg?glj Charge
WATER USAGE RESIDENTIAL S  '0ve015 | 120772015 a8t 382 F 1 4.40
WATER METER CHARGE RESIDENTIAL 236
SEWER USAGE RESIDENTIAL 1 5.76
SEWER METER CHARGE RESIDEMTIAL 309
REFUSE 3.85
PUBLIC FIRE PROTECTION 159
CLEAN WATER ; 1.08

12. A screen similar to this will display.

Utility Billing A

Account Summary Manags Bills

Citizen Self Service
Link to Account | Sign up for Automatic Payments
Utility Billing

Billing Account
Accounts -
Sarvice Address
Manage Bills Account Number _

Account Summary

Your Current Balance

SutonancRy st Amount Due Now 50.00
Contact Us Payment Due Date

About Your Payments

Bill Last Posted Sum of Payments

153098 743142016 543878 details

145653 6/28/2016 543894 datils

138760 5/25/2016 548878 cetaile

131863 4/30/2016 $478.62 details

124851 3/31/2016 543894 details

Showing the 5 most recent payments oniy.

Customer

i

Address PLEASANT PRAIRIE, W1 53158-6501

f— (—
Servicas
Service Code Start Date Stop Date Status Consumption History
WATER USAGE PUBLIC AUTHORITY 1040 ACTIVE View Consumption
WATER ONLY USAGE PUBLIC AUTHOR 3040 ACTIVE View Consumption
WATER METER CHARGE PUBLIC AUTH 5040 ACTIVE Nane
WATER METER CHARGE PUBLIC AUTH 5040 ACTIVE Nane

ER USAGE PUBLIC AUTHORITY 5040 ACTIVE Nans

ER METER CHARGE PUBLIC AUTH 040 ACTIVE Nane
PRIVATE FIRE PROTECTION ACTIVE Nane
CONTAINER FEE [DUMPSTER) ACTIVE Nanz v
BIIRITC FIRF PROTFCTION arTvE N

B2016 Tyler Technologies, Inc.

13. At this point you may review your bill, water consumption, payments made, pay an outstanding balance, Sign up
for automatic payments or link to additional accounts.
14. Returning Customers will see a page similar to this



Welcome to Citizen Self Service

Citizen Self Service
Announcements
Utility Billing
Welcome to your new Utility Billing Portal

To link your utility bill to your new login, you will need your account and customer numbers from your utility bill. Your account number and customer

number is located in the grey shaded areas on both the customer copy “top section” and remit portion “bottom section” of your utility bill. Once you have your
utility bill click "Utility Billing” and then "Accounts" to link your utility bill to your account.

Once you've created an account and linked your bill to your User ID, you will be able to do the following:
View your bill summary and detail

+Sign up for automatic payments on the 20th of each month (the bill's due date)
-Make one-time payments by e-check

Profile Information

Profile information not found.

Utility Billing Accounts The Account and

_ Customer number

appears here

15. If you have not linked to an account, return to step 8 for directions on linking to your account. Click on the plus
sign before the account number.

Resources TSAWYER

Welcome to Citizen Self Service
Citizen Self Service

Announcements
Utility Billing

Welcome to your new Utility Billing Portal

To link your utility bill to your new login, you will need your account and customer numbers from your utility bill. Your account number and customer

number is located in the grey shaded areas on both the customer copy “top section” and remit portion “bottom section” of your utility bill. Once you have your
utility bill click “Utility Billing” and then "Accounts” to link your utility bill to your account.

Once you've created an account and linked your bill to your User ID, you will be able to do the following:
+View your bill summary and detail

+Sign up for automatic payments on the 20th of each month (the bill's due date)
=Make one-time payments by e-check

Profile Information

Profile information not found.

Utility Billing Accounts

Customer Name

Service Address

Account  Customer Parcel

Manage Bills

16. Click on the Account Number to access the Billing Information (see step 12), click on Manage Bills to go directly
to the page where the bill may be paid.

% Munis Self S

utility Billing .
- . il Sagn up for AUtomatic Payments | ACcount Sumiman
Citizen Self Service Manage Bills anve i "
Utility Billing Service Addrase _
PR ]
Accounts
As of 0873012016
Manage Bills

Account Summarny Outstanding Bills (s

. Bill
Automatic Payments

-

Show Past Bl 3
Pay By Charges Balance Due

516881
Contact Us

$168.81 Bill Details
Total Due:  5188.81

sebect bills you would ke to pay now, then cick "Pay”™

17. For a onetime payment click on Pay. You will be re-directed to the authorize.net website.
a.

Please complete the form. Note: It will be necessary to complete this process each month to pay by e-
Check. To setup a re-occurring payment, please follow the directions in step 18.



Order Information * Required Fields

Total: NN (USD)

Payment Information

Bank Name: ‘ ‘
Bank Account Mumber: ‘

‘* [enter number without spaces or dashes)

ABA Routing Number: ‘ * What's this?

MName On Account: ‘ ‘

Bank Account Type: | Personal Checking V|

Billing Information

Customer 1D

First Name: Last Name: |

Company:

Address:

|
|
City |

.
State/Province: |:| Zip/Postal Code: |:|

Country:

Email:

Phone:

b. Once authorize.net has processed the payment you will receive the following. Please save for your
records.

Thank you for your order!

You may print this receipt page for your records.
Order Information

Merchant: Village of Pleasant Prairie
Date/Time: 4-Jan-2016 8:05:29 PST
Customer 1D (D

Billing Information

Total: @V SD)
eCheck ***8882
Date/Time: 4-Jan-2016 8:05:259 PST
Transaction ID: TAEE5T4942

Payment Method: eCheck =*=3882




18. To sign up for automatic payments each month Click on “Sign up for Automatic Payments”

Py io Calf Canyi
%% Munis Self Service Teawven
” SAWYER

Ut Billing

Citizen Self Service atic Payments |

ign up for automatic payments, please complete the form below. Auto-draft setup must be completed on or before the 17th of the month to be

utility Billing -awn on the 20th of the same month. Setups after the 17th of the month will take effect the next billing cycle. Please make a one-time payment on-
. ine or by cash or check to avoid a late fee.
Manage Bills
Service Address [ ]
Account Summary
Account Number "
Automatic Payments
Contact Us
Bank name
Reuting number *
9 digits
Confirm Routing number *

Bank account number *

Cenfirm Account number *

AcCOUNt type * & Checking
O savings
Name as it appears on yous bank statement |
Vour telephans number
Your email address *
Continue

* indlicates required values ¥

©2016 Tyler Technologies, Inc.

19. Complete all fields. The Routing number and Bank Account Number can be found on the bottom line of your
check. The Routing number will fill in automatically when the Bank Name is entered. Here is a Sample of what a
check might look like:

YOUR MAME 2%
1234 Main Street
Anywhore, OH 00000 DATE

PAY TO THE 5
CROER OF

DOLLARS

|I:quhﬂ'?lli|- i1 LO00L23ILSR7ES 0 ki [

|

ACCOUNT CHECK
NUMBER NUMBER

20. If you receive an error on the Bank Name, Please contact Utility Billing at 262-925-6705 to have the bank’s name
added.

ROUTING

Please address the following validation issue(s):

» Bank was not found in the system. Select a bank name from the list that appears when typing in the Bank name text box.

Bank name * |1st Bank of Hannible| % |

21. To remove an account that you no longer wish to have linked to your login, Click on the drop down arrow after
your ID, and select “My Account”. From this page additional properties can be linked or removed. Your E-mail

-

or Password can be updated.

P o )
" Munis Self Service

TSAWYER
ili illi My A nt §
Utility Billing i At
Manay
Citizen Self Service Account Summary 402 Log Out

Link to Account | Sign up for &

utomatic PEyments



Citizen Self Service

Account Settings

Account Information

Now logged in as TSAWYER
Last successful login /252016
Last failed login L3I3I015
Password last changed 12232015
Password expires in

119 days | Change Password

[E-Mail address Tiawyerli34@yahoo.com | Change E-Mail Address

Linked Accounts

Exrsting accounts can be “inked” 1o your self-senice user i, These hnks g you quick access 1o an account’s detals, balls, etc. For each self-senace module that allows user-

control aver accourt linking, hyperlinks such as “link to account” of “remove” will appear below. Click 8 module's “link to sccount” to neach the page where new account links can
tee created, and where additional instructions are provided.

Utility Billing Accounts
Account

lirik £o acs

Customer

L L remae

G5 To Medule Homepage




