Uses the Shores Citizen Self-Service

Provide detailed instructions on the registration and use of the Shores Citizen Self-Service Portal for Online Payments and other Services

How to Register

1. Click on Register Button on the Login Page

DAYTONA BEACH SHORES

LIFE IS BETTER HERE

Welcome to Citizen Self Service

Home

There are currently no announcements.
Citizen Self Service Log in to access
General Billing « General Biling « Utility Billing
Utility Billing Username
Ll
Forgot your usemname?
Password
L]
Forgot your password?
2. Fill out the required fields for your new user account.
DAYTONA BEACH SHORES
LIFE IS BETTER HERE
Self-Registration
Home
johndoeg9 -]
Citizen Self Service
*Re-type user ID johndoedg %
General Billing
Utility Billing ®
Password strength MAcceptable
*Re-type ®
*Password hint Hint Here m
*Email address johndoe@cityofdbs.org -]
Enter these v on numbers into the box below them

1843

Please note that passwords must be the following:

a. Be between 8-15 characters in length
b. Contain 1 Numeric Character (0-9)
c. Contain 1 Uppercase Character (A-Z)
d. Contain 1 Lowercase Character (a-z)
e. Contain 1 Symbol (!,@,#,$,%,",&,*,-,+,...

3. Click Save

4. Once you have registered, you will be logged in automatically and can add your accounts to make a payment.

Adding / Linking Accounts

1. On completion of your registration, you will be taken to the Account Settings Page, click the link to account button in the "Linked Accounts"
section based on what type of account you would like to add billing Accounts. If you are logging in without registration, you can click on the type



of account on the left side to link an account.

DAYTONA BEACH SHORES

JOHNDOES®
LIFE IS BETTER HERE

Account Settings

Citizen Self Service
Account

Now logged in as
Last successful login

Last failed login

Password last changed

Password expires in

s | Change Password

E-Mail address - | Change E-Mail Address

Linked Accounts

bills, etc.
ount” to

dditional instructions are

Customer Accounts | Alarm Permits. Business Tax Receipts. elc

link to account
There are currently no linked accounts

Utility Billing Accounts u link to account
Account Customer
Th ntly no linked accounts
Go To Medule Homepage
Y
-
DAYTONA BEACH SHORES (CLBTED
LIFE IS BETTER HERE
Welcome to Citizen Self Service
Citizen Self Service
Announcements
General Billing There are currently no announcements,
Utility Billing
Profile Information
Profile information not found.
Utility Billing Accounts
@
Customer Name Service Address Account Customer Parcel
Name on Account Address AccountNumber Customer Number Manage Bills

a. Customer Accounts will be for General Billing Services such as Alarm Permits, Business Tax Receipts, etc.
b. Utility Billing Accounts will be for Utility Billing / Sewer Services Only

2. Add your account information as requested and click Submit

@ Note

Account IDs and Customer IDs may be found on your most recent bill.

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Utility Billing

Citizen Self Service Account Link Setup

General Billing

What is the account 1D? * 2890000000

Utility Billin
Y ¢ What is the customer ID? * | 1111|

s

Contact Us

* indicates required field



3. Once an account is attached, you will be able to view all of your linked accounts on the Account Settings page. To access that page to make a
payment, click on your account number in the list.

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

JOHNDOES9)|

Account Settings

Citizen Self S e
e msee Account Information

Now logged in as
Last successful login

Last failed login

Password last changed

Password expires in

Change Password

E-Mail address | Change E-Mail Address

Linked Accounts

Customer Accounts

link o account

There are currently no linked accounts

Utility Billing Accounts link to acceunt

Account Customer

YourAccount Number Your Customer Number remove

Go To Module Homepage

. On the Account Summary Page, you can make payments or sign up for automatic EFT Payments and view all information about the billing
account including current balance and access previous bills,

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Utility Billing
Citizen Self Service Account Summary

Link to Account | Sign up for EFT Automatic Payments | Reque:

nge of Address | Service Requests | Bill Delivery Preferences | Manage Bills
General Billing

Billing Account

Uility Billing Service Address
Accounts Account Number
Bill Delivery Preference  Mail
Manage Bills
Gy Your Current Balance
Automatic EFT Paymems Amount Due Now $62.78 Pay Now
Payment Due Date 9/15/2020
Contact Us
About Your Payments
Bill Last Posted Sum of Payments
$62.78
$62.78
$62.78 ls
$62.78 details
4/15/2020 $62.78

details

Showing the 5 most recent

Fuctamar Infarmation

Making Payments

@ Note

Before making a payment, you must link your Customer Account or Utility Account to your Shores Citizen Self-Service Account.



1. After linking your accounts, you will have the option to pay the current balance on the Account Summary page.

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Utility Billing

Citizen Self Service Account Summary
Link to Account | Sign up fer EFT Automatic Payments | Reque: nge of Address | Service Requests | Bill Delivery Preferences | Manage Bills
General Billing

Billing Account

utlity Billing Service Address
Accounts Account Number
Bill Delivery Preference Mail
Manage Bills

Account Summar’
d Your Current Balance

Automatic EFT Payments I e 7 Pay Now

Payment Due Date 9/15/2020

Contact Us

About Your Payments

Bill Last Posted Sum of Payments
8/17/2020 $62.78

§62.78

§62.78

$62.78

$62.78
Showing the 5 most recent

2. When selecting the Pay Now Option, you will be given a summary page of all Outstanding Bills, Due Dates, Charges, and Balance Due.
addition, you will be given an option to view the Bill Details for each.

&
DAYTONA BEACH SHORES JOHNDOE
LIFE IS BETTER HERE

Utility Billing

. i Sign up for EFT Autematic Payments | Account Summary
Citizen Self Service Manage Bills e

General Billing Service Address
Aceount Number
Utility Billing
Y 9 As of 09/01/2020

Accounts

Manage Bills Outstanding Bills (b
Bill

Show Past Bills 3

ARSI PayBy Charges Pending Balance Due

$62.78 $62.78 gill Details
Automatic EFT Payments
Total Due:  $62.78

Contact Us

would lik

3. Select your Payment Method. As of now, only Credit Card Payment is available

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Pay Bills

Citizen Self Service
Select Payment Method

General Billin
g Credit card payments are issued against the credit card company.

Utility Billing

Accounts

Cancel

Manage Bills
Account Summary
Automatic EFT Payments

Contact Us



4. During the checkout process, you will be asked if you would like to enroll in Automatic Credit Card Payments. The Status line will show the
current status if you have previous enrolled. To enroll, click the enroll button.

@ Note

After Enrollment in Automatic Credit Card Payments, you will still need to complete a transaction before Automatic Payments will take
effect.

&
DAYTONA BEACH SHORES JOHNDOESS)
LIFE IS BETTER HERE

Automatic Credit Card Payments

Citizen Self Service Manage your enrollments in the automatic credit card payment system (optional)

. As a convenience to you, we offer an optional "Automatic Credit Card Payment” service. If you wish to se this service, this page allows you to enroll or delete
General Billing enroliments based on different bill types you pay on a regular basis. Enrollment status can either be Pending or Fully Enrolled. If pending, then you will still be
required to make payments manually until full enroliment is achieved.

utility Billing
Current enrollments
Accounts
Bill Category Aceount 1D Status
Manage Bills UB Service: Not enrolled in automatic cradit card payments.

Account Summary
=3

Automatic EFT Payments

Contact Us

5. Click Continue
6. You will be presented with a final list to review all bills being paid. Click Continue

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Pay Bills
Citizen Self Service Bill Description Bill Year Bill Date Bill Number Due Date Balance Due Now  Payment Amount
General Billing Utilities 2020 8/31/2020 B $62.78 s6278  § 6278
Utility Billing
Accounts
Manage Bills

Account Summary
Automatic EFT Payments

Contact Us

7. You will be redirected to the Bridgepay Payment Site to fill out your Billing and Payment Information. Ensure you select the Payment type and
any additional information for your card, check the reCAPTCHA Box, and click the Make Payment box to complete your transaction.

BILLING INFORMATION

Time left: 9 minutes, and 44 seconds

(Must match the billing address for your credit card)

o Name: Your Name
Address [Your Address |
Address:

City: DAYTONA BEACH
State / Zip: Florida v [ sms
Phone:
Email:
Total Amt: 62.78
Description:
PAYMENT INFORMATION

e Payment Method: Select. ~
™
e D I'm not a robot

° { « MAKE PAYMENT | & CLEAR FORM & CANCEL
Secu
i)

Oiroge Powered by Bridgenay Network Solutions.
2020-03-0)

8. On completion, you will be redirected back to the Shores Self-Service Page and and you will be emailed a receipt.



Sign up for Automatic Electronic Funds Transfers (EFT) Payments

You can sign up to have your account payments automatically paid via electronic funds transfers (EFT). To do so, you will need to have your bank name,
contact information, bank routing number and account number. To access the setup for EFT Payments:

1. Click on the account type on the left side of the screen

)
-
DAYTONA BEACH SHORES ITORTED
LIFE IS BETTER HERE
Welcome to Citizen Self Service
Citizen Self Service
Announcements
General Billing There are currently no announcements.
Utility Billing
Profile Information
Profile
Utility Billing Accounts
5
Customer Name Service Address Account Customer Parcel
Name on Account Address AccountNumber Customer Number Manage Bills

2. Click on the Automatic EFT Payments option on the left sidebar or in the top account navigation bar.

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Utility Billing

Citizen Self Service Account Summary

Link to Account ts | Regquest Change of Address | Service Requests | Bill Delivery Preferences | Manage Bills
General Billing

Billing Account

Utility Billing
Accounts
Manage Bills

(s Your Current Balance

Automatic EFT Payments Pay Now

Service Requests

About Your Payments

Contact Us
Bill Last Posted Sum of Payments



3. Fill out the required information and click Continue

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Service Address

Citizen Self Service Account Number

General Billing

Utility Billing o Copy current EFT information
Accounts Bank nama ¥ BANK OF AMERICA - 063100277 %
For auto-lookup, begin typing a bank name or routing number,
Manage Bills
Bank routing number * (9 digits)
Account Summary
Confirm routing number #*
Automatic EFT Payments
Bank phone number 18005551234

Service Requests

Bank account number *
Contact Us

Confirm account number *

Bank account type * ® Checking
Name on bank statement *

Phone number on bank statement * 386-555-1234

Email address on bank statement * email@mail.com

o

4. You will be presented with a screen to review the information you entered. Verify any fields and click Modify if any need to be changed. Once
ou are done, click Submit

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Utility Billing

i Sl Sanitas Automatic EFT Payments

Review
General Billing
Utility Billing Bank name BANK OF AMERICA
18005551234
J— Bank telephone 1800555 12
Routing number
Manage Bills Bank account number KKK

Account Summary Account type Checking

Name as it appears on your bank statement

Automatic EFT Payments Your telephone number

Service Requests Your email address

Contact Us

Requesting a Change of Address

If your Customer Contact Address has changed for an account, you can use Citizen Self-Service to update those records.



1. Click on the account type on the left side of the screen

-
DAYTONA BEACH SHORES JOHNDOES9
LIFE IS BETTER HERE

Citizen Self Service

General Billing
Utility Billing

2. Click on Request Change of Address in the top account navigation bar

Welcome to Citizen Self Service

Announcements

Utility Billing Accounts

Customer Name Service Address Account Customer Parcel

Name on Account Address AccountNumber Customer Number Manage Bills

DAYTONA BEACH SHORES
LIFE IS BETTER HERE

Citizen Self Service
General Billing
Utility Billing
Accounts
Manage Bills
Account Summary
Automatic EFT Payments
Service Requests

Contact Us

Utility Billing

Account Summary

Link to Account | Sign up for EFT Automatic Payments |_ Senvice Requests | Bill Delivery Preferences | Manage Bills

Billing Account

Service Address
Account Number

Bill Delivery Preference

Your Current Balance

Amount Due Now Pay Now

Payment Due Date

About Your Payments

Bill Last Posted Sum of Payments



3. Fill out your new Billing Address and Click Submit

LIFE IS BETTER HERE

DAYTONA BEACH SHORES

Citizen Self Service

General Billing

Utility Billing
Accounts
Manage Bills
Account Summary
Automatic EFT Payments
Service Requests

Contact Us

4. Once you submit your changes, the Utility Clerk will be notified and will review your changes.

Utility Billing
Change of Address

Current Information

Name Name on Account
Address Old Address
City State Zip Old City/StatelZip

New Information

Name 1 Name on Account

Address 1 * o

Address 2

New Address m

City *

State * FL
Zip code * 32118
Country USA
Phone number *

Fax number

E-Mail address *

oE=a=a

approved by the Utility Clerk and may take up to a week.

Please note that changes will not take effect until
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