Uses the Shores Citizen Self-Service
Provide detailed instructions on the registration and use of the Shores Citizen Self-Service Portal for Online Payments and other Services

How to Register
1. Click on Register Button on the Login Page

2. Fill out the required fields for your new user account.

Please note that passwords must be the following:
a. Be between 8-15 characters in length
b. Contain 1 Numeric Character (0-9)
c. Contain 1 Uppercase Character (A-Z)
d. Contain 1 Lowercase Character (a-z)
e. Contain 1 Symbol (!,@,#,$,%,^,&,*,-,+,...)
3. Click Save
4. Once you have registered, you will be logged in automatically and can add your accounts to make a payment.

Adding / Linking Accounts
1. On completion of your registration, you will be taken to the Account Settings Page, click the link to account button in the "Linked Accounts"
section based on what type of account you would like to add billing Accounts. If you are logging in without registration, you can click on the type

of account on the left side to link an account.

a. Customer Accounts will be for General Billing Services such as Alarm Permits, Business Tax Receipts, etc.
b. Utility Billing Accounts will be for Utility Billing / Sewer Services Only
2. Add your account information as requested and click Submit
Note
Account IDs and Customer IDs may be found on your most recent bill.

3. Once an account is attached, you will be able to view all of your linked accounts on the Account Settings page. To access that page to make a
payment, click on your account number in the list.

4. On the Account Summary Page, you can make payments or sign up for automatic EFT Payments and view all information about the billing
account including current balance and access previous bills,

Making Payments
Note
Before making a payment, you must link your Customer Account or Utility Account to your Shores Citizen Self-Service Account.

1. After linking your accounts, you will have the option to pay the current balance on the Account Summary page.

2. When selecting the Pay Now Option, you will be given a summary page of all Outstanding Bills, Due Dates, Charges, and Balance Due. In
addition, you will be given an option to view the Bill Details for each.

3. Select your Payment Method. As of now, only Credit Card Payment is available

4. During the checkout process, you will be asked if you would like to enroll in Automatic Credit Card Payments. The Status line will show the
current status if you have previous enrolled. To enroll, click the enroll button.
Note
After Enrollment in Automatic Credit Card Payments, you will still need to complete a transaction before Automatic Payments will take
effect.

5. Click Continue
6. You will be presented with a final list to review all bills being paid. Click Continue

7. You will be redirected to the Bridgepay Payment Site to fill out your Billing and Payment Information. Ensure you select the Payment type and
any additional information for your card, check the reCAPTCHA Box, and click the Make Payment box to complete your transaction.

8. On completion, you will be redirected back to the Shores Self-Service Page and and you will be emailed a receipt.

Sign up for Automatic Electronic Funds Transfers (EFT) Payments
You can sign up to have your account payments automatically paid via electronic funds transfers (EFT). To do so, you will need to have your bank name,
contact information, bank routing number and account number. To access the setup for EFT Payments:
1. Click on the account type on the left side of the screen

2. Click on the Automatic EFT Payments option on the left sidebar or in the top account navigation bar.

3. Fill out the required information and click Continue

4. You will be presented with a screen to review the information you entered. Verify any fields and click Modify if any need to be changed. Once
you are done, click Submit

Requesting a Change of Address
If your Customer Contact Address has changed for an account, you can use Citizen Self-Service to update those records.

1. Click on the account type on the left side of the screen

2. Click on Request Change of Address in the top account navigation bar

3. Fill out your new Billing Address and Click Submit

4. Once you submit your changes, the Utility Clerk will be notified and will review your changes. Please note that changes will not take effect until
approved by the Utility Clerk and may take up to a week.

