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Getting Started: Set up a New User - Step1

o erteneserrre )

< c 25 https://lancaster.billingdoc.net/login bk & ) @

Lancaster Create an Account
The Skining Star of Fevas

‘Create an
Account’ Lancaster 5 Email

\ / The Shiming Star of Tevas

Welcome to the City of Lancaster Portal

All payments processed after 9:00 pm will be credited to the next business day. Balances not paid
due date will be subject to a 15% penalty.

New Users:

o 1=
Start by e |
selecting * pigrcasier

)
Password

on or before the

Create An Account

Remember me

One-Time Payment

Don't have an account?
Create An Account

@ Forgot Password?

Current branch: ~V1.1.0

hitps://lancaster.billingdoc.net/login 2



Getting Started: Set up a New User - Step 2

v [ City of Lancaster Portal X +
< c 25 https://lancaster.billingdoc.net/register
Lancaster

The Skining Star of Fevas

ﬂew Users: \

Making a new user account
is easy! Simply enter your
name, the email address you
want to use, and a
password.

Check Your Email:

Once you fill in your

information and hit submit,
the system will send you an
email to confirm your email

\oddress. /

Ly,

Lancaster

The Shining Star of Texas

Name

BIN

Email Address

B4

Password

&

Confirm Password

&

- JEE

Already have an account? Sign In

hitps://lancaster.billingdoc.net/login
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Create an Account



Getting Started: Set up a New User - Step 3

o erteneserrre )

< c 25 https://lancaster.billingdoc.net/login bk & ) @

Create an Account

Lancaster
The Skining Star of Fevas

New Users:

Once you have created

an account and I |_
confirmed your email *,
@ address, you can log in to Lancaster

The Skining Siar of Tevas
the payment portal and et

Lancaster link your utility account(s). 52 Email |
The Shining Star of Tevas
Welcome to the City of Lancaster Portal With your account(s)
All payments processed after 9:00 pm will be credited to the ne linked you can: [as=rod

on or before the due date will be subject to a 15% penalty.

-Sign up for eStatements

Remember me
Sign In

payment history

Don't have an account?
-Save credit card and Create An Account
ACH Info & Forgot Password?

an up for autopay /

Current branch: ~V1.1.0

hitps://lancaster.billingdoc.net/login 4



Link Utility Accounts to User Login - Step1

b e ) _

< c 25 https://lancaster.billingdoc.net/home aQ ¥ ® o0 | e

I |2 Lancaster
| The Shining Star of Texas

Account Number Dashboard

| & Dashboard

/Accouni Setup: \

B History
Now that you've created an

= Payment Methaods .
O <:| account and logged in, you
can link your utility account(s)

ﬁ': settings Add Account Number . .
to this login.
(% LogoOut
Simply select ‘Add Account
Qumber.’ /
Current branch: V1.1.0 City of Lancaster Portal | waterbilling@lancaster-tx.com | 972-218-1328

hitps://lancaster.billingdoc.net/login 5



Link Utility Accounts to User Login — Step 2

< > C 25 https://lancaster.billingdoc.net/user_accounts Q ® O | e

l |~ Lancaster
i The Shining Star of Texas
Add New Account Number Jashboard / Add New Account Numbel

& Dashboard

B History Finiiombsliratarenelneent ﬁccouni SerQ: \

- First 3 characters of the first or last name printed on your paper statement To link a Uf|||1'y Accou nfl

Sh e simply enter the first three (3)

<:| letters of the first or last name
and account number

: printed on your utility bill.

Then click ‘Submit.’

o Settings

® Log Out Account Number (Please use only account numbers without dashes)

Location of your account on your paper statement:

Adding multiple accounts?

Payment :E::; :&EE,R“ THIS PORTION ALONG WITH YOUR PAYMENT
Cou pon ACCOUNT INFORMA T1ION i
e e Repeat this process fo add
Fronorrcewseony T Y o gl 7 more accounts if necessary.
é:"?'::’:.‘:;:ﬁ?&n By 0772372024 . (“mg‘:‘;):l?‘: I YO U C O n | i n k O S m O ny
Net Amount Due If Pasd After 07232024 $13380
PRl A P A accounts as you n eed.

PO BOX 650427
DALLAS TX 752650427
001000020000400000221648

comrre.commme

Current branch: V1.1.0

hitps://lancaster.billingdoc.net/login 6



Add Payment Methods - Step1

- C 25 https://lancaster.billingdoc.net/home | G :
| Account Setup:

aster
The| g Star of Fevas

=~ g

You now have a utility

o 2 ACCOUNT NUMBER 12345678910 account linked to your user
Dasl .
**AUTOPAY IS NOT SET FOR ACCOUNT NUMBER 12345678910 |Og|n .
& Histor SERVICE ADDRESS: 123 MAIN ST
Next you can save a
payment method to your
Name: Statement Date: Due Date:
o Settings JORN SMITH 2023-08-16 2023-09-05 GCCOUnT TO mer
Current Due: Total Due: pOymenTS Ond SeT Up
= Log Out 568.03 $68.03 (Paid $0.00) OU.I.OpOy

\Sflec’r ‘Payment Me’rhods.’/

NOTE: Total amount due is as of your last billing statement and may or may not reflect recent payments, if you have a user account setup please logimar

see History for additional details.

See Statement History
See Payment History

o+

Add Additional Account Number(s)

Current branch: V1.1.0

hitps://lancaster.billingdoc.net/login 7



Add Payment Methods - Step 2

~ City of Lancaster Portal X+ = X
& c 2% lancaster.billingdoc.net/paymentmethods b I} & Relsunchtoupdate §

[0 BDS & SugarCRM @ PaySite List @ Cardpointe @ SEFAS admin Printa... @ SEFAS Instert Uploads g Ashell Admin Print a...

I L _Lancaster
The Strining Star of Texas

Payment Methods Payment Methods: Nashboard / Payment Methods

& Dashboard
Select ‘Add Payment

Method.’

= Payment Methods
O <:| The debit/credit cards
& settings .

Add Payment Method Occepfed Ore V|SO,
® Logout Mastercard, Discover,
and American Express.

B History

Note: You can save as
many payment
methods as you need

Q)r your account(s). /

City of Lancaster Partal | waterbilling@lancaster-tx.com | $72-218-1328

Current branch: V1.1.0

hitps://lancaster.billingdoc.net/login 8



Add Payment Methods - Step 3

Add Payment Method

== Add Credit Card

Description (No Special Characters|

Credit Card Number

Name on Credit Card
Zip Code (Postal Code)

Expiration Date

January

2024

Security Code

hitps://lancaster.billingdoc.net/login

ﬁlvmeni Methods:

You can save a credit card
or ACH payment method
for future use on the portal.
Enter all of the required
information and select
‘Save’ at the bottom.

Repeat this process to save
additional payment

methods.

\_




Set Up Autopay - Step1

I |2 Lancaster
| The Shining Star of Texas

Payment Methods Dashboard / Payment Method

& Dashboard

B History Payment Method created

R ¢—
Make Payments:

'ﬁ: Settings E4 CREDIT CARD #: ****1222 B n
. Now that you have payment
Log Ou
VISA Description: method saved, you can make
Test . .
Neasme on Credit Card: one-time pOymehTS and Sign up
csv teamn testing
S, for autopay.
06/2025
Note: You do not need to save a
payment method to make a
one-time payment.
To make a one-time payment,
select ‘Pay My Bill.’
To set up autopay, select
Qfﬁngs.’ /
Current branch: V1.1.0 City of Lancaster Portal | waterbilling@lancaster-tx.com | 972-218-1328

hitps://lancaster.billingdoc.net/login 10



Set Up Autopay - Step 2

~ L City of Lancaster Portal x ar = X
& c 23 lancaster billingdoc.net/settings & @ Y Im} L A Relaunch to update 3

[ BDS & SugarCRM @ Pay Site List i Cardpointe @) SEFAS admin Print a. @ SEFAS Instert Uploads  gf Ashell Admin Print a...

I L _Lancaster
I The Shining Star of Texas

Settings Setting
& Dashboard
[ ] History
& Payment Methods $ AutoPay & Paperless £ Account & Password
o 4 Settings
= Back to Admin
® LogOut
Account Number Payment Method Next Payment
12345678910 Not set Not set <:|
Add
Autopay
nutogax: \
To set up automatic recurring
payments (also known as
ciyerLeneaster portal | watersil|  ‘QUTOPQY’), select the [+] box.

Note: You must have at least
one saved payment method

\To sef up autopay. /

hitps://lancaster.billingdoc.net/login 11




Set Up Autopay - Step 3

Edit AutoPay for Account Number 12345678910

Dates chosen must be in future:

Day of Month

1

Month to Start

07/2024

Payment Method

Test - Visa - X1222

Close Save AutoPay Plan

hitps://lancaster.billingdoc.net/login

Autopay:

Autopay: Select the day of
the month you want
payments to come out,
select the month that you
want autopay to begin,
and select the saved
Credit Card or eCheck
(ACH) payment method
that you wish to use for this
Utility Account. Then hit
‘Save Autopay Plan’.

Note: Once Autopay is set
up, payments will
automatically come out for
the account balance, on
the day of the month you
that you selected.

Repeat this process to set
up additional accounts on
Autopay.

12



”i; Lancaster
I The Shining Star af Tevas

‘ & Dashboard

[ ] History

o Settings

(% Backto Admin

® LogOut

Current branch: V1.1.0

Payment Methods

Set Up Paperless Statements -

Account Number Dashboard

GJ ACCOUNT NUMBER 12345678910

**AUTOPAY IS NOT SET FOR ACCOUNT NUMBER 12345678910

Name: Statement Date: Due Date:
JOHN SMITH 2023-08-16 2023-09-05
|
Current Due: Total Due:
$68.03 $68.03 (Paid $0.0

D =3 E2n

NOTE: Total amount due is as of your last billing statement and may or may not reflect recent payments, if you have a use

and see History for additional details

See Statement History
See Payment History

hitps://lancaster.billingdoc.net/login

Step1

Dashboard

Anerless Statements: \

From the ‘Dashboard’ you can
also sign up for eStatement
nofifications!

Rather than receiving a paper
bill in the mail, you can choose
to receive an email or text
nofification when a digital
copy of your statement is
available to view on the
customer portal
(lancaster.bilingdoc.net).

To get started, select
‘Paperless’ on the customer
dashboard page as shown
above.

/

13




Set Up Paperless Statements - Step 2

I |i‘ Lancaster
| The Shining Star of Texas

Settings Dashboard / Setting:
& Dashboard

B History /Paperless Statements: \

To sign up for eStatement
noftifications, simply check
the box next to the utility

@ Backto Admin account number you want
to set up.

=
ma Payment Methods
' $ AutoPay 2 Paperless & Account

o Settings

= LogOut

Note: You can set up email
notifications for as many
Account Number Email Notification to bney@valli.com U'I'Illfy bl”lng OCCOU”TS as

you need.
12345678910 I:>
Alternatively, you can add

a phone number and sign
up for text notifications.

If you sign up for email or
text notifications, you will
no longer receive a paper
bill.

Current branch: V4.1.0 City of Lancaster Portal | waterbiling@lancaster-tx.com | $72

hitps://lancaster.billingdoc.net/login 14



Set Up Paperless Statements - Step 3

”! Lancaster
I The Shiming Star of Texas

Account Number Dashboard

& Dashboard

Dashboard
] History
B Payment Methods A‘Jperless Statements: \
7 ACCOUNT NUMBER .
o Settings Once you receive your
AUTOPAY FOR ACCOUNT NUMBER CURRENTLY SET eStatement notification,
® LogOut log in to your customer
portal
Name: Statement Date: Due Date: (Ioncos’rer.billingdoc.ne’r),
2024-07-03 2024-07-23 RVH HIt
o e and select ‘View Bill' to
Current Due: Past Due: Total Due: view your current
512025 $155.39 $275.54 (Paid $0.00)

statement.

:> S The system will prompt you

to download a pdf copy of

NOTE: Total amount due is as of your last billing statement and may or may not reflect recent payments, if you have a user account setup please log your s’ro’remen’r. YOU can
and see History for additional details then view a d|g|1’0| copy of

your bill and retain for your
See Statement History records, if desired.

See Payment History K /

Current branch: V1.1.0

https://lancaster.billingdoc.net/login 15



Statement & Payment History - Step1

~ City of Lancaster Portal X @ NewTsb X |+ — pd
<« c 23 lancaster.billingdoc.net/history @ ¥ 3 4 2 Relaunch to update &

[0 BDS & SugerCRM @ PaySitcList mm Cardpointe @ SEFAS admin Printa.. @ SEFAS Instert Uploads  g@f Ashell Admin Printa...

| |! Lancaster
| 7 Shining Star of Tevas

History Dashboz History
& Dashboard

Peyment Methods B statement History == Payment History
% settings Statement & Payment History:
Shuwentries

Sear

® Logout You can also access past
Date Account Number statements, and payment
history on the portall

2024-07-03 0610002000001 & Download

2024-06-05 061000900000 & Download Select ‘Statement HiSTory’ or
‘Payment History'.

2024-05-0 061000900000 & Download

2024-04-03 0610009000001 & Download Note: If you have mulhple Ufl/lf)/
accounts, yOU Ccan access

2024-03-06 0610009000001 & Download
Statement/Payment History for
2024-02-0 041000900000 & Download
each account.
2024-01-03 0610009200000 & Download
2023-12-06 0610009000001 & Download

Current branch: V1.1.0

https://lancaster.billingdoc.net/login 16



Statement & Payment History - Step 2

I |i; Lancaster
| The Shining Star of Tevas

History
& Dashboard

E oD =

Payment Methods

o‘.; Settings

B statement History

Show entries

® LogOut

a
<)
=
=

Cument branch: V1.1.0

Account Number

0410009

0610009

0610009

061000

061000

061000

0610009

061000¢

000001

000001

000001

9000001

20000071

9000001

000001

2000001

== Payment History

Search:

Dashbos

/Statement History:

On the ‘Statement
History’ tab,
customers can
download and view

\pos’r statements.

~

J

History

hitps://lancaster.billingdoc.net/login
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Statement & Payment History - Step 3

”i; Lancaster
| The Shintng Star af Texas

History
& Dashboard

daPle—

Payment Methods

B statement History

02 Settings
Show entries

(% LogOut

Date

2024-07-03
2024 5
,,,,, 4050

/Pavment History:

On the ‘History' tab, you can review past
payments made by credit card on the
new portal, IVR payments and over-the-
counter card payments after July 1, 2024.

N

~

J

Current branch: V1.1.0

Account Number

04100

06100090

&100

P&100

D610009

09000001

000001

09000001

09000001

09000001

== Payment History

Search:

Jownload

Jownload

Jownload

Jownload

Jownload

Jownload

Jownload

Jownload

History

hitps://lancaster.billingdoc.net/login
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Update Account Info & Add Phone # - Step1

Ilj Lancaster
I Fhe Shining Star of Texas

Account Number Dashbhoard

& Dashboard
Dashboard

B History

Payment Methods /
J ACCOUNT NUMBER View & Update
o <:UTUPAYFORACCUUNTNUMBER CURRENTLY SET Account Info:
To view your Login
account info, select

~

Name: Statement Date: Due Date: ‘Seﬂ'ings’, and go the
2024-07-03 2024-07-23
B \‘Accoun’r’ tab. /
Current Due: Past Due: Total Due:
412015 $155.39 $275.54 (Paid $0.00)

NOTE: Total amount due is as of your last billing statement and may or may not refiect recent payments, if you have a user account setup please login

and see History for additional details.

See Statement History
See Payment History

Current branch: V1.1.0

https://lancaster.billingdoc.net/login 19



Update Account Info & Add Phone # - Step 2

I |! Lancaster
| 7heShining Star of Texas

Settings Dashboard / Setting
& Dashboard
] History
-

ma Payment Methods

<:

® Back to Admin Kliew & Ugdafe \
Account Info:

$ AutoPay 2 Paperless £ Account & Password

® Log Out Name
& Srooks On the ‘Account’
tab, you can update
NOTE: On email address changes all AutoPay settings as well as Paperless email notification settings will be removed. your name Ond

change the email
address associated
with your account.

Email Address

NOTE: On phone number changes Paperless text notification settings will be removed. You can O|SO Odd a
cell phone number
to receive text

N eStatement

notifications. /
Current branch: V1.1.0 \

Phone Number (Phone number for text messaging.)

https://lancaster.billingdoc.net/login 20



Make a One-Time Payment - Step1

I |! Lancaster
I The Shining Star af Tevas

Account Number Dashboard

& Dashboard
Dashboard

] History

Payment Methods

Gd ACCOUNT NUMBER 12345678910
0’2 Settings
" **AUTOPAY IS NOT SET FOR ACCOUNT NUMBER 12345678910

(% Back to Admin

= LogoOut

Name: EESS Lhot Due Date:

JOHN SMITH / \ 2023-09-05
One-Time Payment:

Current Due: Total Due:

$68.03 You can make a $68.03 (Paid $0.00)

pa,,_., 1 one-ftime payment

using a credit card.

MOTE: Total amount due is as of your last billi SeleCT ‘POY My B|”’ TO ents, if you have a user account setup please login
and see History for additional details mOke q One_ﬂme
payment.

See Statement History \ /
See Payment History

Current branch: V1.1.0

hitps://lancaster.billingdoc.net/login 21



Make a One-Time Payment - Step 2

l Ij Lancaster
| The Shining Star af Fevas

Pay My Bill Dashboard / Pay My B

& Dashboard

] History

Payment Methods

of your last billing statement and may or may not reflect recent payments, if you have a user account setup please login and see History .
One-Time Payment:

On the ‘Pay My Bill’

ﬁf{ Settings

Account Number Current Due Past Due Total Due Want To Pay .
@ Back to Admin tab, customers will
12345678910 $68.03 $0.00 $68.03 (Paid $0.00) slea.03 | see their current

® LogOut

balance due for
:> each utility billing
account you have

linked to your user
login.

Simply enter in the
amount you wish to
pay and select
‘Next.’

Note: You can pay
fowards multiple
accountsin the same

Current branch: V1.4.0 City of Lancaster Portal | waterbiling@lancaster-tx.com | 972-218-1328

transaction.
\\ f

hitps://lancaster.billingdoc.net/login 22




Make a One-Time Payment - Step 3

I |: Lancaster
I The Skining Star af Fexas

Pay My Bill Dashboard ay My B
& Dashboard
[ ] Histary
& Payment Methods ﬁ)ne-Tlme Payment: \
Account Number Current Due Past Due Total Due Want To Pay

& Settings Once you have

12345678910 $68.03 $0.00 $68.03 [Paid $0.00) $68.03 selected the utility
@ Back to Admin account(s) for which
you wish to make a
= LogOut .
- Total Amount from Above ses0qd payment, the system will
prompt you to make the
[0.00% Minimum $0.00 ) Fee $0.00| pqymenf Using a Cred”-
_ card.
Final Total To Pay $68.03

nd American Express

Simply select a payment
Accepted credit cards: V
Terms: By authorizing this transaction y top g the amount listed. Disputing this service fee transaction will result in losing the ability to pay by Type'Ond. enTer The
credit or debit card required information to
make a payment.
::l You can also pay using
a saved payment

method, if you have a
saved payment

kne’rhod. /
Current branch: V1.1.0
Billing Address

https://lancaster.billingdoc.net/login 23

o= Pay with Credit Card ~ $Pay by Card Method

Name on Credit Card




