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Getting Started: Set up a New User - Step 1

C City o Costrefiens Fers *

¢« i 25  https://cdaid.billingdoc.net/login T ® O } | @

City of -
Coeur d'Alene Create an Account
IDAHO

~

New Users:

Start by selecting

‘Create An 7
Account’ )///\\ #_é
\ /—-—‘——4/\ Coeur d'Alene
_ —— IDAHO
City of 4
Coeur d’Alene _
IDAHO < Email

Welcome to the City of Coeur d'Alene Portal

All payments processed after 6:00 PM PST will be credited to the next business day. Balances not
paid on or before the due date will be subject to a penalty.

Create An Account

[
Password

Remember me

Don't have an account? Create An Account
@ Forgot Password?

One-Time Payment

Current branch: ~V1.1.0

https://cdaid.billingdoc.net/login 2
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Getting Started: Set up a New User - Step 2

C City of Coeur d'Alene Portal

&« C 25 https://cdaid.billingdoc.net/register

_

* ® O 00

City of -
Coeur d'Alene Create an Account
IDAHO

ﬁew 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 confirmation
code to confirm your email
address. (See ‘Confirmation Email
Example.’)

Subject: Email Confirmation Code

(rom: support@bilingdoc.net /

71 =
City of
Coeur d'Alene
IDAHO
Name
A | Enter Full Name
Email Address
DA | EnterEma
Password
& Password 6-30 characters

Confirm Password

&

Y -

Already have an account? SignIn

https://cdaid.billingdoc.net/login

To

[ Confirmation Email Example: ]

W

Fri 3
Support <support@billingdoc.net>

Email Confirmation Code
Brooks Mey

i Ifthere are problems with how this message is displayed, click here to view it in a web browser,

G

Coeur d'Alene
IDAHO

Your email confirmation code is below.

Email confirmation code 271357 -~

Please go back to the website and use the code above to confirm your email address.

- Thanks City of Coeur d*Alene Portal


https://cdaid.billingdoc.net/login
mailto:support@billingdoc.net

Getting Started: Set up a New User - Step 3

C City o Costrefiens Fers *

& c 23 https://cdaid.billingdoc.net/login

City of
Coeur d'Alene
IDAHO

#\/A
— T\
City of
Coeur d'Alene
IDAHO
Welcome to the City of Coeur d'Alene Portal

All payments processed after 6:00 PM PST will be credited to the
paid on or before the due date will be subject to a penalty.

Create An Account One-Time Payment

Current branch: ~V1.1.0

New Users:

Once you have created
an account and
confirmed your email
address, you can log in to
the payment portal and
link your Utility Account(s).

With your account(s)
linked you can:

-Sign up for eStatements

-View statement &
payment History

-Save credit card & ACH
Info

an up for autopay /

https://cdaid.billingdoc.net/login

£ ® 9100

Create an Account

¢

City of
Coeur d'Alene
IDAHO

B4 Email
Password

Remember me

Don't have an account? Create An Account
@ Forgot Password?


https://cdaid.billingdoc.net/login

Link Utility Accounts to User Login — Step1

C C-Ity o Cosureiflens Fere * _

& C 25 httpsy/cdaid.billingdoc.net/home e W ® O O e

City of
/ Coeur d'Alene
_’7‘ = IDAHO

| Account Number Dashboard

& Dashboard
Dashboard

== Pay My Bill
B History /Account Setup: \
o ::l Now that you've created an

= Payment Methods Add Ae t Numb .

ceount HumbEr account and logged in, you
& settings can link your Utility Account(s)
to this login.

= LogOut

Simply select ‘Add Account

Qumber.’ /

Current branch: V1.1.0 City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

https://cdaid.billingdoc.net/login 5
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Link Utility Accounts to User Login — Step 2

¢« 5 C 2% httpsi//cdaid.billingdoc.net/user accounts Q Y ® O 0 6

) City of
/ Coeur d'Alene
-_7‘__ IDAHO

Add New Account Number Dashboard / Add New Account Numbei

& Dashboard

== Pay Myl R e ﬁccount Setup: \

First 3 characters of the first or last name printed on your paper statement

(ascatplaian) To link a Utility account,

<:| simply enter the first three (3)

letters of the first or last name

& Settings IR and account number
<:| printed on your utility bill.

= Log Out

Then click ‘Submit.’

|:> [ suomit | Adding multiple accounts?

Location of your account on your paper statement:

B History

Payment Methods

Repeat this process to add

Customer Name & Service Address Account Number | Statement Date Due Date .
123 MAIN ST, EF‘ il e i more accounts if necessary.
Services T N
ey s You can link as many
Payments -92.51
Watr i Qccoum‘s as you heed. /
Sewer 48.92
Street Lights 3.30
Garbage 21.00
Drainage 376
Current Charges 91.42

Total Due $91.42

Current branch: V1.1.0

https://cdaid.billingdoc.net/login [
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Add Payment Methods - Step1

¢ > @ = httpsy/cdaidbillingdocnet @ a%x ® 0 o000

] City of A
/ Coeur d'Alene

I IDAHO

Account Number Dashboard

| Account Setup:

& Dashooard You now have a Utility
= o yal Account linked to your user
] Yy Bl .
.| login.
W History LJ ACCOUNT NUMBER 999999-000 ‘
SERVICE ADDRESS: 123 MAIN ST NeXT YOU CGn che G
payment method to your

28 Settings Name: Statement Date: Due Date: OCCOUhT TO mOke pOymenTS

. JOHN SMITH 2024-04-15 and set up autopay.
® LogOut Totatboe: Select ‘Payment Methods.’

!

$100.00 K

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://cdaid.billingdoc.net/login 7
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Add Payment Methods - Step 2

C City o Cosuraifiens fer % _

< G %3 httpsy//cdaid.billingdoc.net/paymentmethods Q W @ D00 e

/2 Coeur d'Alene
IE DAHO
Payment Methods Dashboard / Payment Method:
& Dashboard
Payment Methods:

= Select ‘Add Payment

B History Method’

& payment Methods o <::| The debit/credit cards

Add Payment Method Occep’red are ViSO,

& Settings Mastercard, Discover, and

® Logout American Express.
Note: You can save as
many payment methods as
you need for your

KOCCOUN(S}. /
Current branch: V1.1.0 City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

https://cdaid.billingdoc.net/paymentmethods

https://cdaid.billingdoc.net/login 8
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Add Payment Methods - 3

U C City of Coeur d'Alene Portal

<« - C 25 https://cdaid.billingdoc.net/paymentmethods

Add Payment Method

Payment Methods:

== Add Credit Card [@] Add Check
You can save a Credit Card
and/or ACH payment
information. Enter all of the
required information and
select ‘Save’ at the bottom.

Description (No Special Characters)

Credit Card Number

Repeat this process to save
more payment methods.

Type

Visa v

Name on Credit Card

Zip Code (Postal Code)

Expiration Date

January v

2024 v

https://cdaid.billingdoc.net/login 9
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Set Up Autopay - Step 1

< Cc 25  https://cdaid.billingdoc.net/paymentmethods a Tr ® O @

// coéur d'Alene
,ﬂ - LIIDAHD
Payment Methods ent Methods
&a Dashboard
Make Payments:

== Pay ity el oG Now that you have payment
PO, = CREDITCARD #: 77586 method saved, you can make
o one-fime payments and sign up
| & Payment Methods Description: for Aufopgy
Brooks Credit Add Payment Method ’
N Credit Card:
_ ARG Note: You do not need to save a
- Expires on: payment method to make a
Log Out 02/2027 .
o one-time payment.
To make a one-time payment
select ‘Pay My Bill’.
To set up Autopay select
Qﬁmgs’. /
Current branch: V1.1.0 City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

https://cdaid.billingdoc.net/login 10
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Set Up Autopay - Step 2

C City o Cosureifiens Fore % _

& (&) 25 https://cdaid.billingdoc.net/settings
,’;f_ = IDAHO
Settings Dashboard / Settings

& Dashboard
; Pay My Bill

B History $ AutoPay & Paperless £ Account & Password

= Payment Methods

Update your AutoPay settings h

'ﬁ: Settings Accepted credit cards: Visa, M

= Logout

Account Number Payment Method Next Payment

/ \ Add
Autopay
Autopay:

To set up automatic recurring
payments (also known as

‘autopay’), select the [+] box.
Currer} City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223
Note: You must have at least -

one saved payment method to

ksef up aufopay. /

https://cdaid.billingdoc.net/login 1
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Set Up Autopay - Step 3

C City of Coeur d'Alene Portal

« - C 25 https://cdaid.billingdoc.net/settings e\ ﬂ' @ D | H | e

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 payment
method that you wish to use for
this Utility Account. Then hit
‘Save Autopay Plan’.

Edit AutoPay for Account Number $99999-000

Dates chosen must be in future:

Day of Month

3

Month to Start

03/2024

Payment Method 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.

Brooks Credit - MasterCard - X7386

Close Save AutoPay Plan

Repeat this process to set up
additional accounts on
Autopay.

Return to the Dashboard

https://cdaid.billingdoc.net/login 12
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Set Up Paperless Statements - Step 1

C City of Coeur d'Alene Portal

€ > ¢ (=

City of
/ Coeur d'Alene

AL it IDAHO

& Dashboard

== Pay My Bill

B History

= Payment Methods
o Settings

= LogOut

Current branch: V1.1.0

https://cdaid.billingdoc.net

Account Number Dashboard

d ACCOUNT NUMBER 999999-000

SERVICE ADDRESS: 123 MAIN ST

Name: Statement Date: Due Date:
JOHN SMITH 2024-04-15
|
Total Due:
$100.00

s

NOTE: Total amount due is as of your last billing statement and may or may not reflect recent payments, if you have a user a
setup please login and see History for additional details.

See Statement History
See Payment History

https://cdaid.billingdoc.net/login

_

@ a % ® O 00

Dashboard

ﬁ_aperless Statements: \

From the ‘Dashboard’ you can
also sign up for eStatment
notifications!

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

To get started, select
‘Paperless’ on the customer

dashboard page as shown

anve. /

13
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Set Up Paperless Statements - Step 2

v C City of Coeur d'Alene Portal X + = K
= C 25  https://cdaid.billingdoc.net/settings#paperless a Y @ D 1} | G
‘f/_' = DAHO
Settings Dashboard / Settings

& Dashboard

== Pay My Bl
To sign up for eStatement
B History $ AutoPay @ Paperless # Account 8 Pag notifications S|mp|y check
& payment Methods the box next to the utility
account number you want
£ Settings to set up.
® LogOut “Check for Notification” boxes on either em otification that your bill is ava Note: You can set up emOII

Current branch: V1.1.0

this site once you have logged on with your user name and password
Account Number

999999-000

—

City of Coeur d'Alene Portal

hitps://cdaid.billingdoc.net/login

Email Notification to bney@valli.com

Check for Notification

finance@cdaid.org

Text Notificq

/Paperless Statements: \

notifications for as many
utility accounts as you
want/need.

Alternatively, you can add
a phone number and sign
up for text nofifications.

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

N

]|

[o¢]

-7169-2223

C

& y

14
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Set Up Paperless Statements - Step 3

C City of Coeur d'Alene Portal

« 5 ¢

/ City of
Coeur

25  https://cdaid.billingdoc.net

d’Alene

:’/ = IDAHO

Account Number Dashboard

& Dashboard

== Pay My Bill

B History

Payment M
o: Settings

= Log Out

Current branch: V1.1.0

Ld ACCOUNT NUMBER 999999-000

SERVICE ADDRESS: 123 MAIN ST
ethods

Name: Statement Date:
JOHN SMITH

Due Date:
2024-04-15

Total Due:
$100.00

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 login and see History for additional details.

See Statement History
See Payment History

https://cdaid.billingdoc.net/login

x_

@ a % & O 00

/Paperless Statements: \

Once you receive your
eStatement notification,
log in o your customer
portal
(cdaid.bilingdoc.net),
and select ‘View Bill' to
view your current
statement.

The system will prompt you
to download a pdf of your
statement. You can then
view a digital copy your

bill and retain for your

Qcords, if desired. /

15
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Statement & Payment History - Step 1

< 2 @ 25 https://cdaid.billingdoc.net & Q4 W ® O 0O e

City of
/ Coeur d'Alene

ﬂ‘ 2 IDAHO
Account Number Dashboard
Dashboard
& Dashboard
== Pay My Bil
i E !
B o 2 ACCOUNT NUMBER 999999-000
SERVICE ADDRESS: 123 MAIN ST Statement & Payment
&= Payment Methods HiSfOI!
28 Settings Name: Statement Date: Due Date: Y | _I_
® . JOHN SMITH 2024-04-15 OU Ccan aiso access pas

statements, and payment

® Log Out Total Due: .
$100.00 history on the portall

Select ‘Statement History' or

‘Payment History'.

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 Note: If you have mUH’IpIe
setup please login and see History for additional details. UTI/ITY OCCOUI’T"S )/OU can

access Statement/Payment
<:| wsforv for each account. /

See Statement History
See Payment History

Current branch: V1.1.0

https://cdaid.billingdoc.net/login 16
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Statement & Payment History - Step 2

© CyerCosurafiens fori * _

€« G % httpsy//cdaid.billingdoc.net/history#bills e ® O o0 0

City of
/ Coeur d'Alene
i — IDAHO
History Dashboard / Histon
& Dashboard
s Pay My Bill
I8 History . , — ,
I statement History em Payment History

= Payment Methods

Show entries Search:
o Settings
@ LogOut Date “  Account Number - / S \

2024-03-21 999999000 & Download Statement History:

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

past statements.
N %

Showing 1to 1of 1 entries Previou

1

Cunent branch: V1.1.0 City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

https://cdaid.billingdoc.net/login 17
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Statement & Payment History - Step 3

C C-‘ty o Cosuraifiene fer X _

& C %5 https;//cdaid.billingdoc.net/history#bills Q ¥ ® 9| O o
FE IDAHO
History Dashboard / History

& Dashboard

== Pay My Bill
@ History N , — .
B statement History em Payment History

= Payment Methods

Show entries Search:
& Settings

Account Balance
(® LogOut # ~ Created Type % Total % Fee Transaction Id % Mask % &
" Number & 'P ransact Transactionld &

No data available in table

/Paymeni History: \

On the Payment

History Tab, you can
review past

payments made by
Credit Card or
eCheck.

0 of 0 entries Previous Next

3

City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

(Payments made

kc:f’rer 03/21/2024.) /

https://cdaid.billingdoc.net/login 18
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Update Account Info & Add Phone # - Step 1

@ a¥x & O 00

<« > C 2% https://cdaid.billingdoc.net

City of
/ Coeur d'Alene
ﬂ‘ 2 IDAHO

Account Number Dashboard

& Dashboard

== Pay My Bill

B History L ACCOUNT NUMBER 999999-000

SERVICE ADDRESS: 123 MAIN ST
= Payment Methods

£ Settings ame: Statement Date:
OHN SMITH

® LogOut

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 login and see History for additional details.

See Statement History
See Payment History

Current branch: V1.1.0

https://cdaid.billingdoc.net/login

Due Date:
2024-04-15

Total Due:
$100.00

Dashboard

| /View & Update

Account Info:

‘Account’ tab.

\_

To view your Login
account info, select
‘Settings’, and go the

~

%

19
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Update Account Info & Add Phone # - Step 2
ogeremg

&« - C 25 hittps://cdaid.billingdoc.net/settings Q\ ‘.ﬁ' @ D | a e

City of
J Coeur d'Alene

'i_. IDAHO

$ AutoPay & Paperless # Account & Password

& Dashboard

= Pay My Bl Update your account settings here:
B History Name

&  John Smith / \
- .
wa Payment Methods VleW & Ul:_l dafe
a;: Settings NOTE: On email address changes all AutoPay settings as well as Paperless email notification settings will be removed. ACCOU nt Info:

) . On the '‘Account’

® LogoOut Email Address  bney@valli.com

tab you can update
your name and
change the email
address associated
with your account.

NOTE: On phone number changes Paperless text notification settings will be removed.

Phone Number (Phone number for text messaging.)

L You can also add a
cell phone number

to receive text

eStatement

Qo’riﬁco’rions. /
Current branch: V1.1.0

https://cdaid.billingdoc.net/login 20
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Make a One-Time Payment - Step 1

C City of Cosurdfiens fort * _

& > € = https//cdaidbillingdoc.net e Q% ® 09900

City of
/ Coeur d'Alene
_/7‘ = IDAHO

Account Number Dashboard

Dashboard

& Dashboard / \
<::| One-Time Payment:
e Pay My Bill
@ Edit Nick You can make a
W History Ld ACCOUNT NUMBER 999999-000 one-time payment

SERVICE ADDRESS: 123 MAIN ST USIﬂg O Credl.l. Cc”.d or
eCheck payment

wa Payment Methods

g Name: Statement Date: Due Date:
% Seifings JOHN SMITH 2024-04-15 method.
® LogOut Total Due: Select ‘POy My Bill' to
$100.00 make a one-time

\ pavment. .

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://cdaid.billingdoc.net/login 21
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C City of Coeur d'Alene Portal

¢«

l City of ,
Coeur d'Alene

7€

Make a One-Time Payment - Step 2

_

o 25 https://cdaid.billingdoc.net/billpay aQ Y ® O | O @

IDAHO

& Dashboard

== Pay My Bill

o

=

History

Payment Methods

Settings

Log Out

Current branch: V1.1.0

Pay My Bill

Update amounts if

Account Number

?99999-000

Dashboard Pay My Bil

necessary and click Next to review and pay
/One-Time Payment: \

lotal 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

ogin and see History for additional details On the ‘POy My Bill’

tab, customers will
see their current
balance due, for
each utility account

|:> you have linked to
your user login.

Simply enter in the

amount you wish to

pay and select
‘Next.’

Total Due Want To Pay

$100.00 (Paid $0.00) $[100.00 ‘

Note: You can pay
fowards multiple
accountsin the same

kfrcmsocﬁon. /

City of Coeur d'Alene Portal | finance@cdaid.org | 208-769-2223

https://cdaid.billingdoc.net/login 22



https://cdaid.billingdoc.net/login

Make a One-Time Payment — Step 3

C C-Ity e Cocurdfiens pera X _

« > C 25  https://cdaid.billingdoc.net/billpay_review a ® O 0O e :

/ Coeur d’Alene Pay My Bill Dashboard / Pay My Bil
IDAHO

& Dashboard Review Amounts, Choose payment method and click Pay to complete transaction /one'Tlme qument: \

Once you have
selected the utility

B History 999999-000 $100.00 $0.00 $100.00 (Paid $0.00) §100.00 account(s) you wish to
make a payment for,
the system will prompt
& Settings Total Amount from Above: $100.00 you to make the
payment using a credit
card or eCheck.

| e Pay My Bill Account Number Current Due Past Due Total Due Want To Pay

= Payment Methods

® LogoOut (2.35% Minimum $2.00 ] Fee: $2.35

Final Total Ta Pay: $102.35 Slmply SeleCT q

Accepted credit cards: Visa, MasterCard, Discover and American Express. poymen’r Type' Gnd
Terms: By authorizing this transaction you agree to paying the amount listed. Disputing this service fee transaction will result in losing enter the required

the ability to pay by credit or debit card. informo’rion 1_0 moke a
== Pay with Credit Card $ Pay with Check $ Pay by Card Method poymen’r.

<:| You can also pay using
Credit Card Number a saved payment
method, if you have a
saved payment

Name nn Cradit Card (T’Iethd. jv

Current branch: V1.1.0

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