Paying a Bill using CSS

CSS login webpage: https://napervilleil.munisselfservice.com/login.aspx

Welcome to Citizen Self Service

Citizen Self Service
Announcements

‘Welcome to the City of Napenille Citizen Self Service (CSS) portal: Please use this portal to view and pay general (non-utility) bills from the City of Naperville

Other Services

There are some bills that currently cannot be paid via this portal. If ther
- 1f you would like to pay 2 utilty bill, please click the following link:
ou would like to pay a local tax (food & beverage, hotel/matel or local ga

would like to purchase 2 garbage cart, please click the following link: B
ou would like to purchase a recycling cart, please click the following link: Pur

is an electronic option, a link is provided below:
Utility Bill

N Questions:
If you have questions about a bill or how to use the portal, please contact the City of Napenville Finance Department via phone or email

The Fi

inance Department call center (530-420-6059) is opens
ay, Tuesday, Thursday 2nd Friday from 7:30 am to 5:00 pm
- Wednesday from 10:00 am to 200 pm.

If you send an email to css@napenvilleilus, the email will be converted to a Request in the City's Help Center and will be responded to by  Finance staff member within two (2) business days.

o Click the General Billing link under Citizen Self Service.

General Billing

Citizen Self Service Customer Search

Enter your Customer ID and the bill (invoice) number from one of your bills to search for your account.
General Billing

_ 9 Click the Dacument Icon in the upper right corner to view an example bill and locate your Customer ID and bill (inveice) number.
Accounts

Customer Number *
Contact Us

Other Services
Bill number *

JRemember these values

w0 B &

9 Click the Accounts link under General Billing.

General Billing

Citizen Self Service Linked Accounts

Select from your linked accounts
General Billing

Link to Account

Accounts
Customer ID Customer Name Location Manage
Contact Us
NAPERVILLE
Other Services

e Click the blue Manage Bills link on the right side of the screen.
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https://napervilleil.munisselfservice.com/login.aspx

General Billing

Citizen Self Service Manage Bills

Customer name
General Billing
Address
Contact Us
Customer number
Manage Bills

3 Bill(s) found bill years 2015 to 2020 only

Customer Information

gill Number Eill Type P2y ey Total Unpaid galance Due _Details
Other Services 4577 GENERAL BILLING CLERK SERVICES 10/3/2020 $97.45 $97.45 | Details
o 4578 GENERAL BILLING DPW SERVICES 107272020 §1,24458 $1,244.58 | Details 6
4579 GENERAL BILLING WATER SERVICES 107272020 §520.25 552025 | Details
As of Date 9/28/2020
Total Unpaid 1862.28
Total Balance Due 1862.28

Add to Cart e

o If you do not need to view the bill(s) before paying, click the check boxes to check which bills you want to pay.

e Click the Add to Cart button and go to Step 6.

o If you do need to view the bill(s) before paying, click the blue Details links to view the details and see a copy of the
bill.

General Billing
Citizen Self Service Bill Detail G Return to M

Customer name

General Billing

Address
Contact Us 0
Customer number

Manage Bills

View bill image
Customer Information ! =

As of Date 9/28/2020

Other Services
Bill Year 2020

Bill Number 4577 9

View payments
Charge Code Description Amount
FEERE RECORDING FEES I $100.00
SUBTOTAL 510000

=10
Total Unpaid Balance $97.45
TOTAL DUE $9745

On the Bill Detail screen, you can review the bill details and make a payment.
0 Click the View Bill Image link to view an electronic copy of the bill.
9 Click the Payments link to view a summary of the payments made to date.
0 Click the Return to Manage Bills link to return to the Manage Bills screen.

6 If you decide that you want to pay the bill, click the Add to Cart button to make a payment.
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General Billing

Citizen Self Service Detail
GENERAL BILLING CLERK SERVICES 4577 was added o your shopping cart.

General Billing To proceed with payment, click "My Cart” then click "Checkout

Contact Us Customer name
. Address

Manage Bills
Customer number %

Customer Information

Other Services View bill image

As of Date 9/28/2020
Bill Year 2020
Bill Number 4577

6 After you have added the bill to your Shopping Cart, you can either click the Shopping Cart icon to check out or the
blue Return to Manage Bills link to review additional bills.

NOTE: In these instructions, we are only paying the one bill. However, if you have multiple bills to pay, follow Steps 4 - 6
again until you have added all of the bills you want to pay to the Shopping Cart.

General Billing ity
. General N
Citizen Self Service

GENERAL BILLING CLERK SERVICES 4577 was added to your shopping cart.

General Billing To proceed with payment, click *My Cart" then click “Checkout".

Contact Us Customer name
0 Adds
Manage Bills ress
Customer number

Customer Information

Other Services View bill image

As of Date 9/28/2020
Bill Year 2020
Bill Number 4577

o Click the Checkout box.

s .

Pay Bills

Citizen Self Service Bill Description Bill Year Bill Date Bill Number Due Date Balance DueNow Payment Amount

General Billing GENERAL BILLING CLERK SERVICES 2020 9/3/2020 4577 10/3/2020 597.45 s9745 |5 9745 e
Other Services

9 The Due Now amount will show in the Payment Amount field. If you do not want to pay the Due Now amount, you
can reduce the amount. You cannot overpay.

9 Click the Continue button.
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BILLING INFORMATION

Time left: 9 minutes, and 38 seconds

(Must match the billing address for your credit card) @

Name:

Address:

Address:

City:

State / Zip: Ninois v/
Phone

Email:

Total Amt: 1.07

Description:

PAYMENT INFORMATION
==
Payment Method: Select... v
™

I'm not a robot

0 « MAKE PAYMENT @& CLEAR FORM

Powered by Bridgepay Network Solutions.

@ Complete the Billing and Payment information.

0 Click the Make Payment button.

‘ﬂl BridgePay

P NETWORK SOLUTIONS
Gen Bill WEB

Your payment was successfully processed. Please print this receipt
for your records.

Payment Details

Total Amount: 1.07 Ik
Description:

Invoice No.: 4577
Auth code: 05636C

CMckI here Io return to Gen Bill WEB

@ A confirmation screen will appear to indicate that the payment was processed. Click the blue here link to return to
CSS to see the payment on the Bill Detail screen.

NOTE: You should also receive an email from the credit card processor (BridgePay) and CSS confirming the payment.
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Citizen Self Service
General Billing

Accounts

©0

Contact Us

Other Services

City of Naperville, IL Self Service

Welcome!

General Billing
Customer Search

Enter your Customer ID and the bill (invoice) number from one of your bills to search for your account.
Click the Document Icon in the upper right corner to view an example bill and locate your Customer ID and bill (invoice) number.

Customer Number *

Bill number *

[JRemember these values

®o B &

@ Click the General Billing link.

@ Click the Accounts link.

Citizen Self Service

General Billing
Accounts
Contact Us

Other Services

General Billing
Linked Accounts

Select from your linked accounts

Link to Account

Customer ID Customer Name

600433 SCHMIDT KIMBERLY

Location

NAPERVILLE

Manage

@ Click the blue Manage Bills link.

Citizen Self Service
General Billing
Accounts
Contact Us
Manage Bills
Customer Information

Other Services

General Billing
Manage Bills

Customer name

Address

Customer number

3 Bill(s) found

bill years 2015 £0 2020 only

Pay Bill Number Bill Type Pay gy
4577 GENERAL BILLING CLERK SERVICES 10/3/2020
4578 GENERAL BILLING DPW SERVICES 10/3/2020
4579 GENERAL BILLING WATER SERVICES 10/3/2020
As of Date 9/28/2020
Total Unpaid 1862.28
Total Balance Due 1862.28

Add to Cart

Total Unpzid

£97.45

§1,24458

52025

Balance Dus

§124458 Details

552025  Details

0 A red asterisk will appear next to the Balance Due amount for a pending payment.

@ Click the blue Details link to view the pending payment.
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Citizen Self Service
General Billing
Accounts
Contact Us
Manage Bills
Customer Information

Other Services

General Billing
Bill Detail

Customer name

Address

Customer number

Retum ta Manage Bills

View bill image

As of Date

Bill Year
Bill Number

Charge Code

FEERE

Total Unpaid Balance

TOTAL DUE

9/28/2020
2020

4577

Description

RECORDING FEES

§100.00

$100.00

255

£97.45

$97.45

| “*Pending web payments (not reflected in the total due)

$107 |®

@ Any pending payments will be shown below Total Due.

@ Once the payment has been received by the City from the credit card processor (typically next business day), the
pending payment will move into Payments and you will be able to view the detailed payment information.
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