City of Rapid City - Citizen Self Service

Account Registration and Set Up

I Go to selfservice.rcgov.org to register and access your account. I

“&% Munis Self Service

Login
Home User name
Citizen Self gervice

Password

Forgot your password? | Register

Click ‘Citizen Self Service’ and then
‘Register’.

City of Rapid City

Self Service Munis Self Service

Self-Registration

Home
*User ID

i (between 1 and 20 characters) |
Citizen Self Service

TR wsero Enter the required information and
*Password

(between 8 and 15 characters) click ‘Save’.

*Re-type password

*Password hint
*Email address

Enter these validation numbers into the box below them

©2017 Tyler Technologies; Inc.
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Munis Self Service

Resources CUSTOMERL
Welcome to Citizen Self Service

Citizen Self Service
Announcements

Gz | Hlig Welcome to Citizen Self Service

. ) Use the Utility Billing link on the left to pay your City of Rapid City utility bill. Please note you will need a bill dated after February 5th, 2017 to ensure you have the correct Account and
Parking Tickets Customer Numbers.
utility Billing Use the General Billing link to pay invoices you have received from the City of Rapid City.
Parking Tickets will be online by the end of February 2017.
A

Click on your user name in the upper right hand corner and select My Account to see you current linked accounts and to link to other accounts. These links give you quick access to an
account's details, bills, etc.

Click on the Resources icon in the upper right portion of the screen to see help decuments.

Profile Information

Profile information not found.

Use the links on the left side of the
page to access a General Billing
—] invoice, Parking Ticket or Utility Bill.

Utility Billing — For Water, Sewer, Garbage Bill

% Munis Self Service

CUSTOMERL

Utility Billing Accounts
Citizen Self Service Select an account to work with.

General Billing Link to Account

Parking Tickets No Utility Billing accounts have been linked to this user.

Utility Billing

Accounts

e Click ‘Utility Billing’ and then ‘Accounts’
and then ‘Link to Account’ to permanently
link an account to your profile.

Note: If you click only Utility Billing, you will be allowed to search for and view/pay an account,
but it will not permanently link the account to your profile.




'::E?. Munis Self Service
o CUSTOMERL
Utility Billing
Citizen Self Service
Enter you Account Number and Customer ID (Number) exactly as they appear on your bill to link the account to your login. This will allow you to access the
General Billing account quickly. You may link multiple accounts.
FELLS) TS Account Number * 50
Utility Billing Customer Number * 700
fecounts ==
Contact Us
* indicates required field
On the Account Link Setup page, you will
be prompted to enter your Account
Number and Customer ID (Number) as
they appear on your bill received on or
L after February 5, 2017. Click ‘Submit’ to ||
create the permanent account link.
5. tyler
Utility Billing -
Citizen Self Service Account Summary Manege Bl

Link to Account
General Billing
Billing Account

Parking Tickets Service Address

Utility Billing Account Number 50

Accounts

Your Current Balance

Manage Bills Amount Due Now $80.84 Pay Now

Account Summary ayment Due Date 2/7/2017

Contact Us About Your Pay

|
No payment sctivty found Once successfully linked, your Account
Summary page will appear.

Customer Information

Name e Scroll down for Services information.
S RAPID CITY, 50 57701 e Click ‘Pay Now’ or ‘Manage Bills’ to
I view or pay your bill.

For instruction on how to pay your utility bill, skip to page 6 below.




General Billing — For bills such as leased parking
. tyler

#% Munis Self Service
General Billing
Citizen Self Service Linked Accounts

Select from your linked accounts
General Billing

Link to Account
Accounts Mo General Billing sccounts have been linked to this user.
Contact Us

Parking Tickets

Utility Billing

Click ‘General Billing’ and then ‘Accounts’
and then ‘Link to Account’ to permanently
link an account to your profile.

Note: If you click only General Billing, you will be allowed to search for and view/pay an account,
but it will not permanently link the account to your profile.

. tyler % Munis Self Service
Customer Account Linking
Citizen Self Service Teate new Customer Account Linl
General Billing Te link your Citizen Self Service login to 2n 2 customer profile il in the fislds below.
The customer ID (number) a bill y Sth, 2017.
Acoounts NOTE: The name must be entered exactly as it appears on the bill or inveice.
Contact Us

Customer Number *

Parking Tickets —

* indicates required field

On the Customer Account Linking page,
you will be prompted to enter your
Customer Number and Name as they
appear on your bill received on or after
February 5, 2017. Click ‘Submit’ to create
the permanent account link.




Citizen Self Service

Contact Us

Parking Jickets

Utility Billing

General Billing
Linked Accounts

Select from your linked accounts

Link to Account
Customer ID Name Location

700 RAPID CITY Manage Bills

Once successfully linked, your Linked
Accounts page will appear.

Click ‘Manage Bills’ to view or pay the bill.

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

Unility Billing

General
Manage Bills

Customer

Addrass

Customer number 700/

2 Found ol years

il Type pay by Total Unpaid Balance Due

=] 14 GENERAL BILLING

510000 10000 Details

15

$52.06 $5106  Details

s of 28207

Total Unpaid 15306
Total Balance Due 153.06




Pay Your Bill

Utility Billing

Accounts

Contact Us

Citizen Self Service
General Billing

Parking Tickets

Manage Bills

Account Summary

Utility Billing
Manage Bills

Service Address

Account Number 50

As of 02/08/2017

- Before payment of newer bills will be accepted, all past-due bills must be included, starting with the oldest.

Qutstanding Bills ({bill years 1993 to 2013 only)

% Account Summary

Show Past Bills ¥

Bill Bill Date Pay By

& 10178 1/16/2017 2/6/2017

Charges Balance Due
$89.84 $89.84 gill Details

Total Due:  $89.84

Select the bill(s) you want to pay and click

‘Pay’.

select bills you wouldH#E To pay now, then click “Pay”

Citizen Self Service
General Billing
Parking Tickets
utility Billing
Accounts
Manage Bills
Account Summary

Contact Us

Pay Bills

ing Address

Please enter your billing information exactly as it appears on your credit card or bank statement

First name ®

Adddress fine 2

* indicates required field

CUSTOMER FIRST
CUSTOMER LAST

123 USA STREET

RAPID CITY
S0

57701
605-000-0000

customer@test comi

O Remember these values

Enter your billing information and click
‘Continue’.




k. tyler . Munis Self Service

Pay Bills
Citizen Self Service Bill Description il Yoar 8l Date Bil Number Due Date
General Billing Utiites ms 11672017 10178
Parking Tickets
Utility Billing
Accounts
Manage Bills

Account Summary

Contact Us

Enter your desired payment amount and
click ‘Continue’.

NOTE:

e You can pay more than the amount
due to put a credit on your account.

e All delinquent balances must be paid
in full.

Balance DucNow  Payment Amount

s 8984

When you click Continue, you will be taken to a third party payment site where you will enter
your Card Information and Customer Information. Click Make Payment to complete the payment

process.

NOTE: You will not be able to schedule a recurring payment using the Citizen Self Service site.

Payment Processing: enter values as prompted below

Total Awount (§).  $89.84

UB Services - Genersl Bill. 10178

Card Information
==
CordNumber | 4
Expiy Date: * V| e
o

Customer Information

Customer Tl
FirstName:® | CUSTOMER FIRST
Midde Name:

LastNeme® | CUSTOMER LAST

Cay, | RAPIDCITY

State or Provises: | S0

Posial Code: | 5770

Make Payment

Transaction Result

A Transaction Result screen will appear with a
“Response Message” to confirm if your transaction was
approved or declined by your credit card processor.

[Primary Response Code: 100

[Requested Amount: 89.84

Order ID: 624808613

[Transaction Tvpe: CREDIT CARD

esponse Message: Decline




Account Maintenance / Updates

Account Settings
Citizen Self Service Account Information
Now lagged in s
Last successtul login

Last failed login

Password last changed
Password expires in 129 days | change Password
E Mail address

customertest.com | Change E-Mail Address

Linked Accounts

055 10 3 acco
ditional instruct

detai
are provided.

Account
700

Utility Billing Accounts

Account

56

Go To Module Homepage

To link additional or remove existing
accounts later, click your profile icon and
then ‘My Account’ in the upper right
corner.

You will also find the Log Out link here.

* Munis Self Service

il etc. For each self-service madule

count linking, hyperlinks such as “ink to a
link ta account

details | remeve
link to sccount

remove

CUSTOMER

My Account

Log Out




