Online Account Information Setup
Instructions

Required information to begin using this service:
e An email address that can receive incoming messages.

e A utility bill from the City of Casselberry.

1. Go to our website www.casselberry.org

2. On the right hand side of our Home Page, click on Utility Payments
3. On the next page, scroll down and click on “Once registered to view account

information online, click here to access the website” or CLICK HERE.

4. This will bring you to the City of Casselberry Online Account webpage

5. Click on New User

Home

Welcome to the City of Casselberry Ultility
One Time Payment Billing.

Accessibility

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

Contact Us - : .
From the comfort of home, citizens can review !
<

New User

such information as payment history, pending
payments, and account status.



http://www.casselberry.org/
https://cass-egov.aspgov.com/Click2GovCX/index.html
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6. Complete the information requested on this page and click Create New User.

Create New User

T = Faguined

* el Address: | “fourEmailAddress & emailoom -f|

" Confinm =il Address: | YourEmailAddress 2 email.oom f|

TR—

*FirstMame: | Jane |
*Lastiame: | Dee |
*Agdressones | 123 Example St -
Ausdress Two:
L [T — |
. =]
" P code
Phone Number

At =zt one phone must be erered This message will be
/ displayed even when
there is at least one

Home Phane: | 407-555-1212 phone number entered.

‘Work Fhone: 407-282-7700

‘Waork Extension:

Cell Fhone: 321-555-1212

Security Questions This option will be

Flease chocss your security questons below. Seournity questions ars used 1o Feset vour pessword in the event it hgg B displayed even though

Compromised or forgotisn. The minimum number of required pregetined sacurity questions & 3. the selection is not
available

T4, Type: @ Pregefined Qusstion () Usesr Defined Cusston

¥ Gesfion: What was fee last name= of your 15t grade teacher? El

T AnSwer: Exmmpl=

T2, Type: i Fregefined Qusstion O User Defined Gueston

T Csestion: Whiat iz your ia%her's middls name?

* ANSWer:

T3 Type: i Fragefined Qusstion OLhu'I:Imdl:.lﬁh:\n
T Gsesiion: Whesrs ware you Mew Yesrs Evs in 12007

T Answer: Casschbermy

Creats Mew User



Online Account Information Setup
Instructions

7. On the next screen, enter the email address that you want to use to access this
system in the future. This will be your User ID.

8. You will also be asked to enter a password

a. Note that the password must contain at least
e Six (6) characters
e One (1) number
e One (1) upper case letter
e One (1) lower case letter

* = Required
* eMail Address: r CustomerService @ Casselberry.org ]
* Confirm eMail r CustomerService @Casselberry.org + ]
Address: )
‘Password: | o x ]

Must contain at least
'6' characters.

Must contain a letter.
Must contain a
lowercase letter.
Must contain an
uppercase letter.
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9. A pop up screen will appear that confirms that you have created a new user.

Create New User

* = Required

Your user has been created. A confirmation eMail has been sent to the eMail address specified
containing a link to enable your user.

10.To enable your User ID, you must now go to your email, find the message sent to
you by CustomerService@casselberry.org, and click on the hyperlink in the email.

a. If you do not see the confirmation email, please be sure to check your spam
folder to see if it is located there.
b. The email will be similar to the one pictured below.

From: Custom rvi asselberry.or

Sent: Wednesday, April 26, 2017

To: Customer Service <CustomerService @casselberry.org>
Subject: eMail Address Verification

CASS ERyrgY
C PYIIE

**** Please save this email for future reference ****

This email address was registered at Casselberry. To enable your email click on
the link below.

If you have any questions, please call 407-262-7700, option 4.
Thank you and have a nice day.
Cli is li e

Connect With Us

[ £} L J

11. You will now be taken back to our website and will see a confirmation that your email
User ID has been enabled.
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12.Click on Login to log on to the website.

Home
One Time Payment Enable Emall |

Your eMail has been enabled. You may now use it to login.

Accessibility
New User
Login Login

Contact Us

13. The User Login screen will now appear and you will log on to the website using your
email address as the User ID.

User Login

* = Required

We have enhanced our website to better manage your accounts. Your existing user ID will need to be
migrated to this new centralized user system. If this is the first time you have logged into this site since
the upgrade, please enter the user ID or account number you have always used.

The site will prompt you to create a new user ID, identified by your eMail address. Your existing
accounts and wallet will be migrated to this new eMail based User ID. For future logins, you will use
your eMail address to gain access to the site.

* User ID: | ® ]

Must not be empty.

* Password:

Reset Password
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14.You will now associate the User ID and password created with your utility account. If
you have more than one account, you can link all of the accounts to one user ID. To
do this, click on Select Account.

You are now logged in
Select Account ‘Welcome to the City of Casselberry Ultility
Billing.

Accessibility

My Frafie This service offers up-to-date, online views of

Logoff customer utility accounts, while also providing '
i several convenient payment options. 7 r .@
From the comfort of home, citizens can review

such information as payment history, pending ‘Qq

payments, and account status.

15. Click on Add Account

Select Account Utlllty Accou nts

Manage Accounts
No locations are associated with your User ID.

Accessibility

You can add accounts to your User ID by clicking on the link. Add Account

My Profile

Logoff

Contact Us l I
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16. Using your utility bill, enter your Account ID, bill date, due date, and total amount
due and then click Submit.

Add Account

" = Required
User ID: CustomerService & Casselberry.org
* Account |D: [ 101 v l [ 263 v ]
* Bill Date: 03/31/2017
* Due Date: 04/24/2017
* Total Amount Due: $ | 54.81 v ]

17. Click on your account number to make to view information on your utility account or
to make a payment.

= Account ID must be entered exactly as & appears on your monthly statemant.

Utility Accounts

Salect Account

Saloot tha location you woulkd ke 10 work with. 1l you nad 10 associabe Snoiher Rooow with your prolils, select #e Manags
Acoounts opbion on tho befl

Asoount Humbar | Localion Address | Total || AuloPay | Tendor Number | Cash Only
LLLLL R T ] 131 QLA POND CiR 20.00 Hona
S " gniired.

.

18. If you have more than one utility account, click back to Manage Accounts and then
click on Add Account

Home

e A Manage Accounts

Manage Accounts Yoous e Ak BSCoUNts 10 your User 1D by chelang on tha nik Agd Acoounl
A Iy mmmmmmmmmﬂm

e SN vt
L

DO0000T 01 -DO00FE3 m]

Showing 1 50 1 ol 1 entres
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19. Now that your utility account is linked to your login, you will see several options on
the left side of the screen. These options include:
a. Home
i. Returns you to the home page.
b. Account Information
i. Provides a general overview of the current status of the account.
c. Payment History
i. Displays a list of previous payments made for the utility account and
allows you to view your latest bill.
d. Make Payment
i. Make a single online payment on this account using a credit card.
e. Auto Pay
i. This screen allows you to enroll for recurring auto payments by using a
credit card.
e Changes to recurring auto payments must be made before 11:59
p.m. on the day before the due date stated on the bill.
f. Consumption Report
i. Displays a history of how much water was used during previous billing
cycles.
g. Billing History
i. Displays the history of previous bills.
h. Service Summary
i. A listing of services charged to this utility account and the average cost.
i. Edit Account
i. This screen allows you to change the address for the bills to be mailed,
if different from the service address.



