CPHX

How to Register for PHX Pay Online

Already Paperless Bill Customer as-of March 30, 2017?

PHX Pay Online account setup for existing customers who already received electronic bills as of

March 30, 2017.

1. Login to view and manage your account at https://payonline.phoenix.qov
2. User Name is your Email Address used for electronic billing
3. Password* is your 4-digit security PIN on file for main customer.

*NOTE: Change your password to secure your account using Login Profile.

How to Register: (2-Step Process)
City Services customers must create a Web
Portal account by registering with a valid email
address and then confirming email link from
delivered email. Following registration,
customers can enroll account(s) to view and
manage their City Services Bills.

1. Open Pay Online portal at
https://payonline.phoenix.go

2. Click on menu

Home Logi Regier Forgat UserName/Passward?

ONE TIME PAYMENT

L account has been shut off for delinguency (or is
aboUt to be), you cannot Pay Online. Visit a Pay
Station or call (502) 262-6251 Monday-Friday, 8 a.m.
o Spm

B Username
u Password

cIn

Cr Register hNew ACCOLINE,

PAY STATION LOCATIONS

FAQS

REPORT & REQUEST OTHER CITY SERVICES

Meed Help with Sign In?
By continuing, you agree
fo the Terms and Conditions

3. Enter User Name of your choice (case sensitive)
https: fpavonline phoenix.gow/OUCS5Portal faces/oracle fugbufss fcustom fpages fpublic/Cmlogin jspx?_afrloop=1730

| eChris
GPHX

Home Login  Register Reset Password

[ csstest [ InsidePHX Home

User;,Name &

H * Flrst Name | Williarm
Emal Iﬁddress * Last Name | Sample
( u p p er.an d I ower, : + Email Address | wstestphx 1 0@gmail.com

* Confirm Email Address | wstestphx10@gmail.com

case sensitive)

4. Enter First Name and Last Name

* User Name | testWilllamSample

Register |

* Make note, of
UsersName

fg__r-later-

—_—
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https://payonline.phoenix.gov/
https://payonline.phoenix.gov/
https://payonline.phoenix.gov/

@PHX

5. Enter Email Address and confirmation Email Address (case sensitive)

* 1 !
J_——L NOTE: Make sure you have access to . F.SE: Name
. ) . . IFST Name
PN Email Address to confirm registration. * Last Narmis

* Email Address

* Confirm Email Address

Reqgister
6. Click Register button.
a. Registration confirmation email is sent to the email address provided

@ Information

ALMOST DONE!N 1) Find email sent from PHXwelcome and click the confirmation link 2) Enter User Marme, Email Address and Password, 3) Click Submit, 4) Login,
Thank You for using PHX Pay Online,

b. Step 2 of the process is to confirm your email and set your
password. —
i. Remember your User Name and Email Address
entered
ii. User Name and Email Address are case sensitive A
1. If upper and lower case used, enter it the same way.

7. Find and open email sent from PHXwelcome@phoenix.gov. If unable to find email in
inbox, spam, junk or deleted folders, see Re-Registration option.

PHxwelcome ACTION NEEDEDI. Confirm Your PHA Pay Online Account Registration,

a. Click Link provided to complete registration and set your password.
ACTION NEBRED!!. Confirm Your PHX Pay Online Account Registration. inboc =

u ]
[5]

PHXwelcomegph
to me |=

117 PM {5 minutes ago) -
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Your email address has beeNysed to register with our online Customer Self Service. Please click the link below so that your
details can be confirmed and yo® registration completed:

hitps Hpavonline phoenix gov 443/0UC S5PodabTacesforaclefugbu’ss/portal/pages/publicd

alidateEmail. |spx?genConfirmiD=ebY20acs-010Fdees-ade - d b3 2 1 056he

If you did not request this registration then please disregard this notice.

J_EL NOTE:

’ ‘ 1. Until you have confirmed your registration, each time you register with the

N same User Name and Email Address an email is sent from

PHXwelcome@phoenix.gov with a new link.

Mail delivery speed is dependent upon carrier

Always use the latest email to confirm registration.

4. Some email services stack similar emails together. Make sure to click the
link with most recent date and time.

w N
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b. PHX Pay Online registration GPHX
confirmation page displayed in
default browser.

Home . Login _ Register  Reset Passuiord

@ City of Phoenix ~ About Phoenix

c. Enter User Name and Email Address provided during registration. If originally
entered with upper and lower case, repeat.
* User Name  testilliamSample

* Email Address wstestphx10@gmail.com User Name &
* Dacoword sessssssssnse Ema" Address
* Confirm Password ssesssssssses Case Sensitive

Submit

d. Create Password and confirm password you will remember (case sensitive 4 to
32-characters).

e. Click Submit.

f. Now registration is confirmed and you can get started

@ Information

Get Started!! Click Login and Enrall your account{s) with your ten- digit account number(s) and four-digit security PIN, Thank You for using PHX Pay Cnline,

8. Click Login. —
B testWiliamSample
a. Enter User Name, Password and click Sign In. m

b. Your User Name appears in upper right corner when signed in.

Weltorme b | Logout

User Name appears

when logged in Logout when done

Home Account(s) Details » Account Settings User Profile Links ~ Help ~




@PHX

9. Click Enroll to add your account(s). Logout required after 15t account only.

NOTE: If you are not the main account holder, contact them and requests that they
invite you using the email address used in your registration. Once invited, an email
will be sent from PHXwelcome@phoenix.gov and the account will appear the next

time you log in.

a. No enrollment needed for customers with electronic bills as of March 30, 2017.
PHX Pay Online accounts create and current accounts enrolled for most

customers.

b. For other accounts, use your 10-digit account number and 4-digit security PIN of
the main person to enroll.

c. Don’t know your PIN?

Visit https://phoenix.gov/payonline/FAQs for additional help and how-to

instructions.

Re-Registration Option

PHX Pay Online has a feature to aid customers that have started the registration process but
have not completed Step 2 — eMail Registration Confirmation. This email verification is the key
to complete the online registration. Unable to find the email from PHXwelcome@phoenix.gov
with a subject “ACTION NEEDED!! Confirm Your PHX Pay Online Registration”?

1. Click 222550 meny option * User Name
2. Enter same User Name and eMail Address

3. Click Register and new email is sent

* First Marme
* Last Name
* Email address

* Confirm Email address

Feqgister

4. CRITICAL: Open latest eMail with a new link (old link(s) have expired and will not work).
J:L a. Mail delivery times vary depending upon mail carrier (be patient)

\V

5. Click Link to
complete
registration

< b. Some mail services stack similar emails together (open latest date and time).
VRN . Check your inbox, spam, junk, and deleted folders

ACTION NEEDED!!. Confirm Your PHX Pay Online Account Registration. mko: « = B

PHXwelcomegiphoenix.gov 1:17 PW (5 minutes ago) L -
to me [+

‘four email address has been used to register with our online Custorner Self Service. Please click the link below so that your
details can be confirmed and your registration completed:

http:ffesstest. one. phosnix. gowBBS2/OUCESPoralfaces/oracle/ughu/ssfportal/pages/publicvalidateErmail jspx?
genCaonfirmlD=7 441 b23-fH2e-dac2-hlc]-60%3e 164567

If you did not request this registration then please disregard this notice.



mailto:PHXwelcome@phoenix.gov
https://phoenix.gov/payonline/FAQs
mailto:PHXwelcome@phoenix.gov

@PHX

a. Enter User Name* and eMail Address*

exactly as originally entered, and create # Lser Mame | wstestphx 10
password. # Ermail Addrass | wetestphx 10@gmail.canm

T YR | A —
* Confirm Password | messeeess |

Submit |

*NOTE: User Name and eMail are case sensitive.
If upper and lower case used, re-enter it exactly as registered.

6. Once confirmed,
a. Login
b. Click Account(s) and Enroll
c. Enter 10-digit Account Number and 4-digit security PIN of main account holder
d. Logout/Login required after 15t account enrollment only

RECOMMENDATIONS:

e Always logout when done

e Authorize PHX Customer Service to add your email address to your City Services Bill
Account for assistance.
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ERROR: Email address xxx@xxx.xxx is already in use...
@ Error

Email address tinocoyunuhen@icloud.com is already in use with another account. CUSTOMERS RECEIVING ELECTRONIC BILLS before Apr2017: Your PHX Pay
Online account was already created using the email address on file. 1.Click Login 2.Enter UserName equal to email address on file and 3.Enter main account
holder's 4-digit security PIN as password. NOTE: Please change your online password after initial login with Login Prefile. NEW CUSTOMERS: 1.Register 2.Find
confirmation registration email and click link 3.Legin, Enrell Account(s).

Registration Errors:

CAUSE: Email address has already been used in registration. This message is received when
User Name and Email combination do not match. Verify User Name and Email entered
correctly and matches your Step 1 registration entry (case sensitive). If unsuccessful, contact
us at https://www.phoenix.gov/waterservices/contact

ERROR: User name xxx@xxx.xxx is already in use. Please choose another user name.

@ Error

Uzer el EXEOOOOCON0 iz already in use. Please choose another user name,

CAUSE: Another customer has used the same User Name. Please enter a different user name
between 4 and 32 characters. Remember it is case sensitive.

ERROR: No user found with the generated confirmation ID...

@PHX

Home Login Register Forgot UserName/Password?

@ Error
No user found with the generated confirmation ID retrieved from request. Please retry registering or updating your profile.

CAUSE: Registration confirmation ID is no longer valid.

1. Find your latest email send from PHXwelcome with the subject “ACTION NEEDED!!
Confirm PHX Pay Online Registration”.

2. Click new link provided to complete registration.

3. Then login and enroll your account(s) by clicking Account(s) and Enroll.

If unable to locate the email in your inbox, spam, junk, or deleted folder, you can request
a new confirmation email by:

1. Click Register
2. Enter the same User Name, First Name, Last Name, and Email Address
3. Find new email, click link and complete registration.


mailto:xxx@xxx.xxx
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CPHX

ERROR: Information provided in the form does not match our record.

CAUSE: Received during Step & Error )
2 registration confirmation when
User Name and Email Address
are not entered exactly as M
originally entered in Step 1 of Ay :
registration. If entered with
upper and/or lower case, repeat.

Information provided in the form does not match our record.

* Confirm Password essses

submit |

ERROR: User details update failed. Contact us at cityservicesbill@phoenix.gov or

602-262-6251.

@ PHXE e

RSOkl © Error 2

User details update failed. Contact us at cityservicesbill@phoenix.qov or 602-262-6251.
o |

CAUSE: Received after Step 2 confirmation during Login process. Notify technical services if
customers receive this error message.

If still experiencing problem, report the problem at Contact Us for assistance.
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