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BILLPAY MANUAL GUIDE
User Edition



Welcome to point&pay

Point & Pay is one of the fastest growing companies in the payments industry and we
welcome you as our newest partner. We are confident that your organization will
quickly reap the benefits of doing business with us and promise to provide an
unparalleled level of service and support to both your staff and customers.

We are pleased to present you with this BillPay User Training Manual, User Edition.
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.
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ingIn/Lo Pointépay

<« Cc O (ﬁ https://staging.paydici.com/city-of-point-and-pay/search/landing [u] Sﬁ’) *» @9 & 0O ‘(’

->) SIGN IN/ REGISTER

Welcome
Point & Pay hosts this site on behalf of the City of Sian In
Point & Pay to enable fast easy access to bills and g
electronic payment options. To make a one-time
payment without registering, please select from the EMAIL ADDRESS
Q. sEARCH payment options below. 2
By utilizing the registration options, you will have
_— . PASSWORD
City of Point & Pay the ability to create a dashboard, setup automatic
{828 su6064 payments, receive notifications, and view payment
support@pointandpay.com N
Hours: 24/7 history. (Recommended)
https://www.pointandpay.com/ (J Remember Me Forgot password?

Point & Pay Support

support@pointandpay.com ﬁ G
Q
S ——

Search for Search for Don't have an account? Create one

Taxes Utilities

o Sign in with Facebook

NG

Search for

{5 signin with Google

Step 1: To log in, navigate to the BillPay URL created for your organization.

Step 2: Enter your email address and password.
If you do not have an account, you can create one by selecting either option: Create one, Sign in with
Facebook or Sign in with Google from your billpayer homepage.



ing In / Loaging O pointepay

<« C 0O (ﬂ https://staging.paydici.com/city-of-point-and-pay/manager a M iﬁr) » EIO |

Manager at City of Point & Pay
Ipointandpay.com

Account Settings

Search Accounts o
Log Out
SEARCH BY:
Parce' ID N “
Q SEARCH
REPORTS 3
& NOTIFICATIONS
Support  Terms & Conditions ~ Accessibility Palicy ~ Privacy Policy ~ Select Language ' ¥ © 2023 Point & Pay
City of Point & Pay
(888) 891-6064
support@pointandpay.com
Hours: 24/7

https://www.pointandpay.com/

Point & Pay Support
support@pointandpay.com

Step 3: To log out, select the Gear icon in the upper right-hand corner of the screen, then select Log Out.

Throughout the rest of this manual the information will be presented as logged in.



point&pay




point&pay

< c O (ﬂ https://staging.paydici.com/city-of-point-and-pay/search/landing Q

_ (.

Welcome 1

=3
Sk
¥
[«
]
&

Point & Pay hosts this site on behalf of the City of Point & Pay to enable fast easy access to Sian In
bills and electronic payment options. To make a one-time payment without registering, please g

select from the payment options below.

EMAIL ADDRESS

By utilizing the registration options, you will have the ability to create a dashboard, setup
automatic payments, receive notifications, and view payment history. (Recommended)

PASSWORD
City of Point & Pay
(888) 891-6064 O
support@pointandpay.com /
Hours: 24/7
https://www.pointandpay.com/ e [ Remember Me Forgot password?

Point & Pay Support 3 Utilities
support@pointandpay.com

Don't have an account? Create one

o Sign in with Facebook

G  sign in with Google

You must have an existing account before you can sign in with Google or Facebook.

2

Step 1: To view and/or pay your utility or property tax bill, go to the Web URL assigned to your
organization.

Step 2: You can search which bill you would like to pay, or if you already have an account, you can
also sign in to view/pay your bill.



Customer BillPay

point&pay

->) SIGN IN/RE]

O] O
Search for Search for Search for
Taxes Utilities Court Cases

SEARCH

SEARCH BY

City of Point & Pay

888) 891-6064 Parcel ID v 7 Search
lsupport@pointandpay.com

Hours: 24/7
Ihttps://www.pointandpay.com/

Point & Pay Support

upport@polntendpey.com Search results for account id: "7"

Parcel #7 Prescott Williamson (@) Other Amount Due ($28.67)
2023 Taxes 8343 Nec Street Salt Lake City, UT 50202
Download Bill $28.67 ‘

(©) Delinquent Amount Due ($230.02)

() Total Amount Due ($4,85110)

Register Bill

Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select the amount you would like to pay and then press ‘Add To Cart’.



Customer BillPay

point&pay

Q searcH

City of Point & Pay
(888) 891-6064
support@pointandpay.com
Hours: 24/7
hitps://www.pointandpay.com/

CcART PAYMENT REVIEW

< BACK

Choose your method of payment

@ Pay with Credit Card
$1.00 service fee

CONFIRMATION

AAAAAAAAAAAAA

nnnnnnnnnn

MONTH YEAR cw @

sssssssssssssssss

VISA @
o] [

AVE MY PAYMENT INFORMATION (OPTIONAL)
reating An Account Securely Stores Your Information To Make Future Payments Even Easier

Order Summary

Parcel #7 $2867

2023 Taxes

Processin g Fees $100

ssTmaTeo $20.67
Continue

Step 3: After reviewing your card, you can select a ‘Method of Payment'. Note: Services fees will differ
depending on method of payment.

Step 4: Fill out all fields.

Note: If the ‘Save My Payment Information’ box is checked, this will prompt you to create an account.
Step 5: Once all fields are properly filled, select ‘Continue’.

10



Customer BillPay point&pay

1 (]
SIGN IN / REGISTER
> W s2867 Clear Cart

CART PAYMENT REVIEW CONFIRMATION

< BACK

Review your order details

Parcel # Other Amount Due $28.67 Order Summary

City of Point & Pay #7 8343 Nec Street Salt Lake City, UT 50202
(888) 8916064 Subtotal $28.67
Suppos@poktiandipecors Processing Fees $1.00
Hours: 24/7
https://www.pointandpay.com/ PAYMENT METHOD

PAYMENT DATE

Point & Pay Support "\, ............ 1 (] schedule My Payment For A Later Date
support@pointandpay.com g

JOTAL $29.67

CONTACT INFORMATION | (] 1Agree to the Terms & Conditions I

Submit Payment

Step 6: Before submitting your payment, you are able to review your order details.

Note: If desired, you can also schedule your payment for a later date by checking the “schedule my
payment for a later date” box.

Step 7: Once you have reviewed your information and agreeing to the terms & conditions, select ‘Submit
Payment’. 11
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CART PAYMENT REVIEW CONFIRMATION

Payment Successful & Print Your Confirmation

Q_ SEARCH Confirmation #6340204
jsmith@pointandpay.com
An email confirmation has been sent to apoizer@pointanapay.com

City of Point & Pay
(888) 891-6064 &

support@pointandpay.com PAYMENT DATE Wednesday, November 15, 2023 TOTAL $29.67 Y Savetime and paper
Hours: 24/7 FEES  $100 Register to save this account to
https:/www.pointandpay.com/ 2 your favorites and never miss a

Point & Pay Support payment.
eperigpolnianipay com We have sent you an activation

email. Please check your inbox to

Parcel # 7 Other Amount Due $28.67 complete registration or click
8343 Nec Street Salt Lake City, UT 50202 below.
PAYMENT METHOD

CONTACT INFORMATION

Annie Polzer

10072 12th Way N.

Saint Petersburg, FL 33716
apolzerapointandpay.com
(920) 896-3476

Step 8: After your payment has been made, you will receive an email with your confirmation number.

Note: (Optional) You may also print your confirmation.
12



point&pay

13



point&pay

->) SIGN IN/ REGISTER

Welcome
Point & Pay hosts this site on behalf of the City of Sian In
Point & Pay to enable fast easy access to bills and 9
electronic payment options. To make a one-time
payment without registering, please select from the EMAIL ADDRESS
Q_ sEARCH payment options below. 2
By utilizing the registration options, you will have
. - PASSWORD
City of Point & Pay the ability to create a dashboard, setup automatic
(B8S)1E91c00 Y payments, receive notifications, and view payment
support@pointandpay.com N
Hours: 24/7 history. (Recommended)
https://www.pointandpay.com/ D Remember Me Forgot password?

Point & Pay Support

support@pointandpay.com ﬁ @
Q -

Don't have an account? Create one

Search for Search for
Taxes Utilities

O Sign in with Facebook

&

Search for

G Sign in with Google

Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process)
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login. 14



Turn On & Edit Recurrin e pay

Search for your Taxes using the options below

® O ®
6 Q &6

{A} DASHBOARD

Search for Search for Search for
Taxes Utilities Court Cases
“D  HISTORY
SEARCH BY

Q_ SEARCH

3 ACCOUNT SETTINGS

City of Point & Pay
(888) 891-6064 Search results for account id: "3"

support@pointandpay.com
Hours: 24/7
https://www.pointandpay.com/

Parcel #3 Suki Pitts (@) Other Amount Due ($26.92)
Point & Pay Support 2025 Taxes 6282 Imperdiet Road Atlanta, GA 25073-0462 . f )
support@pointandpay.com Download Bill ‘ $26.92 Add To Dashboard

() Delinquent Amount Due ($135.61)
() Total Amount Due ($2,280.87)

Add To Cart

Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard'. .
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Turn On & Edit Recurring Payments

Dashboard

Vi Parcel #7 PAPERLESS . No

8343 Nec Street Salt Lake City, UT 50202

{n} DASHBOARD
2023 Taxes
D HISTORY
AMOUNT
$4,851.10

SEARCH

ACCOUNT SETTINGS View Payment Options

City of Point & Pay

(888) 891-6064

support@pointandpay.com

Hours: 24/7

https://www.pointandpay.com/ Support  Terms & Conditions  Accessibility Policy  Privacy Policy © 2023 Point & Pay

®& 0

Point & Pay Support
support@pointandpay.com

Step 5: Go to your ‘Dashboard’.

Step 6: Turn on ‘Recurring Payments’.
16



T

urn On & Edit Recurring Pavments

point&pay

Step 7: Choose the
amount you would like
to pay. Next, click ‘Add
New Payment
Method'.

Step 8: Select when the
recurring payments will
start. Click in the ‘I'd
Like My Payments To
Start On’ field to open
the calendar.

Step 9: Before saving,
you must agree to the
terms & conditions

Recurring Payments

TOTAL PAYMENT AMOUNT

(O Other Amount Due

Gt DpasHBOARD O Delinquent Amount Due
(O Total Amount Due
‘D HISTORY
(@ Pay an Exact Amount
Q_ sEARcH $0.00
83 ACCOUNT SETTINGS

PAYMENT METHOD

@ Add New Payment Method
City of Point & Pay
(888) 891-6064

PAYMENT START DATE
support@pointandpay.com

Hours:24/7 ‘ Thu Nov 16th 2023
https://www.pointandpay.com/

Point & Pay Support
support@pointandpay.com

PAYMENT FREQUENCY

monthly v every 1 month

REPEAT ON
The 16th of the month

My next four recurring payments will occur on:

Thursday, November 16th 2023
Saturday, December 16th 2023
Tuesday, January 16th 2024

Friday, February 16th 2024

[J 1Agree To The Terms & Conditions

Cancel

17
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Turn On & Edit Recurring Payments

More Actions ()

Dashboard

v Parcel #7 paperiess (IO saance $4,851.10 O

8343 Nec Street Salt Lake City, UT 50202 RECURRING PAYMENTS ({ @ Set up Installments
D Auto-scheduled for November 16th, 2023 Change
m DASHBOARD Remove from Dashboard
2023 Taxes ‘ o
View History/Activity
D HISTORY
AMOUNT
Edit recurring payments
Q, searcH
83 ACCOUNT SETTINGS View Payment Options

City of Point & Pay

(888) 891-6064

support@pointandpay.com

Hours: 24/7

DHps:www politandp ay.com/ Support  Terms & Conditions ~ Accessibility Policy  Privacy Policy ~ Select Language ¥ © 2023 Point & Pay

Point & Pay Support
support@pointandpay.com

‘Recurring Payments’ has be turned on successfully.

To edit ‘Recurring Payments’ information click the three dots and a drop down menu will
app

18
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Setting Up Installment Payments

& CcC 0 @ https://staging.paydici.com/city-of-point-and-pay/search/landing [u) ﬁ) » @ L O O

->) SIGN IN/ REGISTER

Welcome
Point & Pay hosts this site on behalf of the City of Sian In
Point & Pay to enable fast easy access to bills and 9
electronic payment options. To make a one-time
payment without registering, please select from the 2 EMAIL ADDRESS
Q_ sEARCH payment options below.
By utilizing the registration options, you will have
. - PASSWORD
City of Point & Pay the ability to create a dashboard, setup automatic
(B8S)1E91c00 Y payments, receive notifications, and view payment
support@pointandpay.com N
Hours: 24/7 history. (Recommended)
https://www.pointandpay.com/ D Remember Me Forgot password?

Point & Pay Support

support@pointandpay.com ﬁ @
Q -

Don't have an account? Create one

Search for Search for
Taxes Utilities

O Sign in with Facebook

&

Search for

G Sign in with Google

Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process)
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login. 20



point&pay

Search for your Taxes using the options below

®
10} Q &6

7~
@)
\

DASHBOARD

10} Search for Search for Search for
Taxes Utilities Court Cases
D HISTORY
SEARCH BY
Q, searcH

Parce' ID N :

@ ACCOUNT SETTINGS

City of Point & Pay
(888) 891-6064 Search results for account id: "3"
support@pointandpay.com
Hours: 24/7
https://www.pointandpay.com/

Parcel #3 Suki Pitts @ Other Amount Due ($26.92)
Point & Pay Support 2025 Taxes 6282 Imperdiet Road Atlanta, GA 25073-0462
support@pointandpay.com Download Bill $26.92 Add To Dashboard

O Delinquent Amount Due ($135.61)

() Total Amount Due ($2,280.87)

Add To Cart

Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard'. 21



point&pay

Setting Up Installment Payments

DaShboa I’d More Actions ()

v Parcel #7 paperiess (T sauance $4 85110
8343 Nec Street Salt Lake City, UT 50202 RECURRING PAYMENTS @
{x} DASHBOARD Remove from Dashboard
2023 Taxes
D wisrory View History/Activity
AMOUNT
$4,851.10
Q_ seARcH

€3 ACCOUNT SETTINGS View Payment Options

City of Point & Pay

(888) 891-6064

support@pointandpay.com

Hours: 24/7

https://www.pointandpay.com/ Support  Terms & Conditions  Accessibility Policy  Privacy Policy © 2023 Point & Pay

Point & Pay Support
support@pointandpay.com

Step 5: Click the three dots and a drop down menu will appear. Select ‘Set up Installments’.

22



Setting Up Instaliment Pa Bl Py

Set Up Installments

$4,851.10 ‘

DASHBOARD

SELECT NUMBER OF PAYMENTS PAYMENT FREQUENCY
D  HISTORY 2 payments v Month v
Q SEARCH PAYMENT START DATE
Thu Nov 16th 2023
€3 ACCOUNT SETTINGS

City of Point & Pay PAYMENT METHOD
(888) 891-6064

support@pointandpay.com O “ Credit card (****1111)
Hours: 24/7
https://www.pointandpay.com/ @ Add New Payment Method
Point & Pay Support
support@pointandpay.com
Payments to Schedule

DATE AMOUNT FEES

Choose a payment method above to add payments.

Step 6: Choose the total payment about, number of payments, frequency of payments, and start date.

Step 7: Select a ‘Payment Method’.
Note: If you do not have a saved form of payment you will be need to fill out all required fields. 23



Setting U

Installment Payments

point&pay

Step 8: Once a
‘Payment Method' is
selected and/or
added, ‘Payments to
Schedule’ will be
displayed with the
date, amount, and
processing fees.

Step 9: After
reviewing your
information, select
‘Schedule 2
Payments’

Note: Number of
Payments will differ
depending on your
selection.

{a} DASHBOARD

0D  HISTORY

Q  searcH

€3 ACCOUNT SETTINGS

City of Point & Pay

(888) 891-6064
support@pointandpay.com
Hours: 24/7
https://www.pointandpay.com/

Point & Pay Support
support@pointandpay.com

Set Up Installments

TOTAL PAYMENT AMOUNT

$4,85110
SELECT NUMBER OF PAYMENTS

2 payments

PAYMENT START DATE

Thu Nov 16th 2023

PAYMENT METHOD

® w Credit card (*****1111)
@ Add New Payment Method
Payments to Schedule

DATE AMOUNT

1 Thu Nov 16th 2023 $2,425.55

Sat Dec 16th 2023 $2,425.55

Schedule 2 Payments Cancel

PAYMENT FREQUENCY

Month

FEES

$5312

$5312

24



point&pay

History

Filter by Account #  All v
(A} DASHBOARD
ACCOUNT ACTIVITY STATEMENTS
“D  HISTORY
You h il 11:59 PM Ti h fore the schedul 1 th .
'ou have until 11:59 (Eastern Standard Time) on the day before the scheduled payment date to cancel the payment. Filter by Order Status ~ Scheduled Orders 7
SEARCH

& 9

ACCOUNT SETTINGS

DATE ACCOUNT # PAYMENT TOTAL STATUS

City of Point & Pay Dec16,2023 7 @D 111 by Annie Polzer $2,47867 ¢
(888) 891-6064
support@pointandpay.com
Hours: 24/7 Nov 16, 2023 7 @D - 111 by Anie Polzer $247867
https://www.pointandpay.com/
Point & Pay Support
support@pointandpay.com

Support  Terms & Conditions ~ Accessibility Policy  Privacy Policy ~ Select Language | ¥ © 2023 Point & Pay

Installment Payments can be viewed and canceled under your ‘Account History'.

Note: To view more information, click the ‘<’ -



point&pay

26



point&pay

Turn Paperless Billing

& CcC 0 @ https://staging.paydici.com/city-of-point-and-pay/search/landing [u) ﬁ) » @ L O O

->) SIGN IN/ REGISTER

Welcome
Point & Pay hosts this site on behalf of the City of Sian In
Point & Pay to enable fast easy access to bills and 9
electronic payment options. To make a one-time
payment without registering, please select from the 2 EMAIL ADDRESS
Q_ sEARCH payment options below.
By utilizing the registration options, you will have
. - PASSWORD
City of Point & Pay the ability to create a dashboard, setup automatic
(B8S)1E91c00 Y payments, receive notifications, and view payment
support@pointandpay.com N
Hours: 24/7 history. (Recommended)
https://www.pointandpay.com/ D Remember Me Forgot password?

Point & Pay Support

support@pointandpay.com ﬁ @
Q -

ST Search for Don't have an account? Create one

Taxes Utilities

O Sign in with Facebook

&

Search for

G Sign in with Google

Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process)
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login. 27



point&pay

Search for your Taxes using the options below

® O ®
6 Q &6

{A} DASHBOARD

Search for Search for Search for
Taxes Utilities Court Cases
“D  HISTORY
SEARCH BY

Q_ SEARCH

3 ACCOUNT SETTINGS

City of Point & Pay
(888) 891-6064 Search results for account id: "3"

support@pointandpay.com
Hours: 24/7
https://www.pointandpay.com/

Parcel #3 Suki Pitts (@) Other Amount Due ($26.92)
Point & Pay Support 2025 Taxes 6282 Imperdiet Road Atlanta, GA 25073-0462 . f )
support@pointandpay.com Download Bill ‘ $26.92 Add To Dashboard

() Delinquent Amount Due ($135.61)
() Total Amount Due ($2,280.87)

Add To Cart

Step 3: Search for your bill by name, parcel number, or address.

Step 4: Select ‘Add to Dashboard'. -
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Turn On Paperless Billing

More Actions (/)

Dashboard

. pAperLESs (11
Parcel #7 < . BALANCE $4,85110
) |
8343 Nec Street Salt Lake City, UT 50202 RECURRING PAYMENTS & instaliments ON
) 2 scheduled payments , next one occurring on November 16th, 2023
{2} DASHBOARD
2023 Taxes
D HISTORY
AMOUNT
$4,851.10
Q seARrcH
€83 ACCOUNT SETTINGS View Payment Options
City of Point & Pay
(888) 891-6064
support@pointandpay.com
Hours: 24/7
hitpsi//www.pointandpay.com/ Support  Terms & Conditions ~ Accessibility Policy  Privacy Policy ~ Select Language | ¥ © 2023 Point & Pay

Point & Pay Support
support@pointandpay.com

Step 5: Click the ‘Paperless’ option.
Note: After selecting the option, you will be directed to an ‘Authorization and Agreement’ page. Once

confirmed, ‘Paperless Billing’ will be activated.
29
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Setting Up & Text2Pay

& CcC 0 @ https://staging.paydici.com/city-of-point-and-pay/search/landing [u) ﬁ) » @ L O O

->) SIGN IN/ REGISTER

Welcome
Point & Pay hosts this site on behalf of the City of Sian In
Point & Pay to enable fast easy access to bills and 9
electronic payment options. To make a one-time
payment without registering, please select from the 2 EMAIL ADDRESS
Q_ sEARCH payment options below.
By utilizing the registration options, you will have
. - PASSWORD
City of Point & Pay the ability to create a dashboard, setup automatic
(B8S)1E91c00 Y payments, receive notifications, and view payment
support@pointandpay.com N
Hours: 24/7 history. (Recommended)
https://www.pointandpay.com/ D Remember Me Forgot password?

Point & Pay Support

support@pointandpay.com ﬁ @
Q -

ST Search for Don't have an account? Create one

Taxes Utilities

O Sign in with Facebook

&

Search for

G Sign in with Google

Step 1: To log in, navigate to the URL created for your organization.

Step 2: Enter your email address and password. (This is created for you during the onboarding process)
Note: Create one, Sign in with Facebook and Sign in with Google are only available to create/login. 31
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Setting Up SMS & Text2Pay

Dashboard More Actions (©) ‘
Add a phone number for SMS
You have no claimed accounts. Claim an account here.

Account Search

{7} DASHBOARD
Support  Terms & Conditions  Accessibility Policy  Privacy Policy © 2023 Point & Pay
D HISTORY
Q_ sEARCH
@ ACCOUNT SETTINGS

City of Point & Pay
(888) 891-6064
support@pointandpay.com
Hours: 24/7
https://www.pointandpay.com/

Point & Pay Support
support@pointandpay.com

Step 3: Once on your account ‘Dashboard’, click ‘More Actions’ and select ‘Add a phone number for SMS’.
Note: To successfully add a phone number you are required to agree to the terms and conditions.

32



Setting Up SMS & Text2Pay Bl Py

SMS and Text2Pay Notifications

Enter your mobile number for SMS notifications.

MOBILE NUMBER

(800)867-5309

Step 4: Enter a mobile phone number and click ‘Submit’.
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