Setting up Your Account within the Bill Payment System

NOTE: There are two ways set up your account within the bill payment system.

a. Using the “Quick Pay” option — Your account information is not saved for future payments. You will have to enter your Account Number,
Last Name/Company Name and Zip Code each time you wish to make a payment. You can only look up and pay for one account at a

time.
b. Using the “Account Management” facility — You may look up, add and save several accounts to your profile.

A.Using the Quick Pay Option

1. Once you access the “WSSC Bill Payment” application, you will see the launch page as indicated in Figure 1. This includes the “Payment
Information” box on the left and the “Quick Pay” box on the right.
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Figure 1: WSSC Bill Payment Launch Page

2. Within the “Quick Pay” box, enter your Account Number, Last Name/Company Name and Mailing Zip Code and click “Search”. See figure
2.
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Figure 2: Account Lookup



3. If you have entered the information correctly, your account will appear within the Payment Information box with your balance amount
and other relevant information.
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Payment Account Details Last Payment Details
Account Number: Y
P Current Balance: $50.6 Payment Amount: $165.66
3y Delinquent Amount: $0.00 Payment Date: 12/27/2010

Figure 3: Payment Information

4. You may click the “Pay” button within the Payment Information box corresponding to your account to proceed with the bill payment.

B. Using the Account Management Option

1. On the bill payment launch page, click the “Account Management” tab as shown in Figure 4.
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Figure 4: Account Management Tab



2. Enter the Account Number, Last Name/Company Name and Mailing Zip Code for the account you wish to add and click the “Add This
Account” button (Figure 5). If your account is added successfully, you will receive a pop-up saying so and the account will appear in a list
of successfully added accounts (Figure 6) once you click “OK”. You can repeat this step for each account you wish to manage.
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Figure 5: Adding Account
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Figure 6: Account Added Successfully

3. Click the “Quick Pay” tab to get back to the Bill Payment landing page (Figure 7). You will see a list of all the accounts that you added
within the Payment Information box (Figure 8). Each account will have a corresponding “Pay” button which you can use to make a
payment.
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Figure 7: Quick Pay Tab



" payment Information Dl

Payment Account Details Last Payment Details
Account Number: =
Current Balance: $183.63 Payment Amount: $170
PaY ) peinquentAmount  $174.89 Payment Date: 12/07/2010
Account Number:
»-E Current Balance: $50.6 Payment Amount: $165.66
f;) Delinquent Amount: $0.00 Payment Date: 12/27/2010

Figure 8: Payment Information

4. You may click the “Pay” button within the Payment Information box corresponding to your account to proceed with the bill payment.



