
Click2GovCX AutoPay Process 

 

~ 1 ~ 

 

Below is the main Click2Gov Screen where a citizen will log in to pay their Utility Bill. 

 
The citizen will enter their utility account number and pin.  This example is assuming the citizen 

has already completed the registration process to pay online.   When entering their account 

ƴǳƳōŜǊΣ ǘƘŜȅ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ƭŜŀŘƛƴƎ ȊŜǊƻŜǎΦ  ¢ƘŜƴ ǘƘŜȅ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ƛƎƴhƴΩ 

button.   
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The Account Information Screen will display, illustrated below.   

Click on Auto-Pay on the left side 

 
 

Following screen displays if not already enrolled for recurring payments.   
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You may also get the following screen depending on the status of the customer in CX. 

 

 
If the citizen is not eligible to enroll in Auto PayΣ ǘƘŜ Ψ9ƴǊƻƭƭΩ ōǳǘǘƻƴ ǿƛƭƭ ƴƻǘ ŘƛǎǇƭŀȅ ŦǊƻƳ ǘƘŜ ƭŜŦǘ 

menu bar.  LŦ ǘƘŜ ŎƛǘƛȊŜƴΩǎ ŀŎŎƻǳƴǘ ƛǎ ŜƭƛƎƛōƭŜ ǘƻ ŜƴǊƻƭƭ ƛƴ Auto PayΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ9ƴǊƻƭƭΩ ōǳǘǘƻƴ.  

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ǿƘŜƴ ǘƘŜ ŎƛǘƛȊŜƴ ŎƭƛŎƪǎ ƻƴ Ψ9ƴǊƻƭƭΩΦ 
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If the citizen already has information stored in their billfold, that information will display on this 

screen also.  Example is below.  

 
If the citizen wants to use an item stored in their billfold for their Auto Pay transactions, click on 

ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴΣ ǘƘŜƴ ŎƭƛŎƪ Ψ9ƴǊƻƭƭΩΦ   hǘƘŜǊǿƛǎŜΣ ǘƻ ǳǎŜ ŀƴ 9-check for their Auto Pay, click on 

ΨhǘƘŜǊ !/IΩΦ  ¢ƻ ǳǎŜ ŀ ŎǊŜŘƛǘ ŎŀǊŘ ŦƻǊ ǘƘŜƛǊ Auto PayΣ ŎƭƛŎƪ ƻƴ ΨhǘƘŜǊ //ΩΦ   
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ACH/E-check Auto Pay Enrollment 
The following screen will display ƛŦ ǘƘŜ ŎƛǘƛȊŜƴ ǎŜƭŜŎǘ ΨhǘƘŜǊ !/IΩ.  ¢ƘŜ ǎŜǘǳǇ ƻŦ ΨAuto PayΩ ǳƴŘŜǊ 

File Maintenance Ą System Control in CIS determines ƛŦ ǘƘŜ Ψ5ǊŀŦǘ 5ŀȅΩ ŘƛǎǇƭŀȅǎΦ   The citizen 

must enter their Routing Number and Account Number of their checking or savings account.  

The Draft Day allows the citizen to choose what day of the month they want their payment 

drafted.  The Draft Day field is a drop down field.  Only the days checked in the Auto Pay setup 

under System Control will display as selections.  

 

 
²ƘŜƴ ǘƘŜ /ƘŜŎƪƛƴƎ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ƻƴ Ψ/ƻƴǘƛƴǳŜΩΦ    
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The following screen will display allowing the citizen to review the information that has been 

entered.   

 
 

LŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ƛƴŎƻǊǊŜŎǘΣ ǘƘŜ ŎƛǘƛȊŜƴ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ9ŘƛǘΩ ōǳǘǘƻƴ ǘƻ ǊŜŘisplay the screen 

ǘƻ ŎƻǊǊŜŎǘ ǘƘŜƛǊ ƛƴŦƻǊƳŀǘƛƻƴΦ  LŦ ǘƘŜ ŎƛǘƛȊŜƴ ŎƘŀƴƎŜǎ ǘƘŜƛǊ ƳƛƴŘΣ ǘƘŜȅ Ŏŀƴ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭΩ ŜȄƛǘ ǘƘe 

process.  Otherwise, to continue with the Auto Pay 9ƴǊƻƭƭƳŜƴǘ ǇǊƻŎŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƻƴǘƛƴǳŜΩ 

button.   
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The following screen will display.   

 

 
 

The text on this screen can be modified in the CX.cfg file.  The settings in the CX.cfg file that can 

be changed are: 

  Text.AutoPayTermsACH.Message=   For E-check Auto Pay enrollment 

¢ƘŜ ŎƛǘƛȊŜƴ Ƙŀǎ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ǇǊƛƴǘ ǘƘŜ ƳŜǎǎŀƎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘΩ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǳǇǇŜǊ 

right-ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  ¢ƘŜ Ψ!ŎŎŜǇǘΩ ŎƘŜŎƪōƻȄ Ƴǳǎǘ ōŜ ŎƘŜŎƪŜŘ ǘƻ ŎƻƴǘƛƴǳŜ with the 

enrollment process.   
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¢ƘŜ ŎƛǘƛȊŜƴ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ΨhYΩ ǿƘŜƴ ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎ ǎŎǊŜŜƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴΦ   

 
 

Click on OK to display the following screen reviewing the checking account information. 

 
 

Click on OK to return to the Account Information Screen. 
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Credit Card Auto Pay Enrollment 
The following screen will display ƛŦ ǘƘŜ ŎƛǘƛȊŜƴ ǎŜƭŜŎǘ ΨhǘƘŜǊ //ΩΦ  ¢ƘŜ ŎƛǘƛȊŜƴ Ƴǳǎǘ ŜƴǘŜǊ ǘƘŜ 

information from the credit in the following fields.   

 
 

When the credit card information has been enterŜŘΣ ŎƭƛŎƪ ƻƴ Ψ/ƻƴǘƛƴǳŜΩΦ   
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The following screen will display allowing the citizen to review the information that has been 

entered.   

 
LŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ƛƴŎƻǊǊŜŎǘΣ ǘƘŜ ŎƛǘƛȊŜƴ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ9ŘƛǘΩ ōǳǘǘƻƴ ǘƻ ǊŜŘƛǎǇƭŀȅ ǘƘŜ ǎŎǊŜŜƴ 

to correct their inŦƻǊƳŀǘƛƻƴΦ  LŦ ǘƘŜ ŎƛǘƛȊŜƴ ŎƘŀƴƎŜǎ ǘƘŜƛǊ ƳƛƴŘΣ ǘƘŜȅ Ŏŀƴ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭΩ ŜȄƛǘ ǘƘŜ 

process.  Otherwise, to continue with the Auto Pay 9ƴǊƻƭƭƳŜƴǘ ǇǊƻŎŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƻƴǘƛƴǳŜΩ 

button.   
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The following screen will display.   

 
The text on this screen can be modified in the CX.cfg file.  The settings in the CX.cfg file that can 

be changed are: 

  Text.AutoPayTermsCC.Message=   For Credit Card Auto Pay enrollment 

¢ƘŜ ŎƛǘƛȊŜƴ Ƙŀǎ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ǇǊƛƴǘ ǘƘŜ ƳŜǎǎŀƎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘΩ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǳǇǇŜǊ 

right-ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  ¢ƘŜ Ψ!ŎŎŜǇǘΩ ŎƘŜŎƪōƻȄ Ƴǳǎǘ ōŜ ŎƘŜŎƪŜŘ ǘƻ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘŜ 

ŜƴǊƻƭƭƳŜƴǘ ǇǊƻŎŜǎǎΦ  ¢ƘŜ ŎƛǘƛȊŜƴ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ΨhYΩ ǿƘŜƴ ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎ ǎŎǊŜŜƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 

following screen.   

 



Click2GovCX AutoPay Process 

 

~ 12 ~ 

 

/ƭƛŎƪ ƻƴ ǘƘŜ ΨhYΩ ōǳǘǘƻƴ ǘƻ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘŜ Ŝƴrollment process.  The following screen will 

display. 
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Modifying the Auto Pay Enrollment 
The citizen will log into their account as normal.  From the Account Information page below, 

click ƻƴ Ω!ǳǘƻ tŀȅΩΦ 

 

 
¢ƘŜ ŎƛǘƛȊŜƴ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ΨAuto PayΩ button; the following screen will display reflecting how the 

citizen is currently enrolled in Auto Pay.   
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Modify Enrollment 

¢ƘŜ ΨaƻŘƛŦȅ 9ƴǊƻƭƭƳŜƴǘΩ ŀƭƭƻǿǎ ǘƘŜ ŎƛǘƛȊŜƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ŎƘŜŎƪƛƴƎ ŀŎŎƻǳƴǘ ƻǊ ǘƘŜ 5ǊŀŦǘ 5ŀȅΦ  

See the screen illustrated below.  

 
Once the cƘŀƴƎŜǎ ŀǊŜ ƳŀŘŜΣ ǘƘŜ ŎƛǘƛȊŜƴ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜΩΦ  aƻŘƛŦȅ ŜƴǊƻƭƭƳŜƴǘ ƻƴƭȅ ŀƭƭƻǿǎ 

changes of the same type of account (credit card vs. ACH) 

 

Disable 

If the citƛȊŜƴ ƴƻ ƭƻƴƎŜǊ ǿŀƴǘǎ ǘƻ ƘŀǾŜ ǘƘŜƛǊ ŀŎŎƻǳƴǘ ŜƴǊƻƭƭŜŘ ƛƴ ΨAuto PayΩΣ ǘƘŜȅ ǿƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ 

Ψ5ƛǎŀōƭŜΩ ōǳǘǘƻƴΦ  ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅΦ   
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LŦ ŎƛǘƛȊŜƴ ǿŀƴǘǎ ǘƻ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘŜ ǳƴŜƴǊƻƭƭƳŜƴǘ ǇǊƻŎŜǎǎΣ ŎƭƛŎƪ ƻƴ Ψ/ƻƴǘƛƴǳŜΩ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 

following screen.  

 
 

The following screen will display verifying the citizen is no longer enrolled in Auto Pay. 

 
LŦ ǘƘŜ ŎƛǘƛȊŜƴ ŎƭƛŎƪǎ ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ ōǳǘǘƻƴΣ ǘƘŜ !ŎŎƻǳƴǘ LƴŦƻǊƳŀǘƛƻƴ ǇŀƎŜ ǿƛƭƭ ŘƛǎǇƭŀȅΦ   

 


