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Citizen Self Service Instructions for Creating Your New Account

The City of Columbia has a new online payment system to pay Miscellaneous Accounts
Receivable, Home Energy Loans and Special Assessment invoices. To pay online, all customers
will need to create a new account.

Go to como.gov. Hover over “Resident” and select “Pay General Billing, Dumpsters, Home
Energy Loans, Special assessments” listed under “Billing and Payments” section.
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Click on “Munis CSS payment portal”
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General Billing Payments / Munis CSS
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Payment types

General Billing: services include Solid Waste (temporary roll off dumpsters, construction cans, and

s & Budget

landfil) er non-utilty related services. If your accountnumber
begins e at 573.874.7380. Please contact 573.874.7491 if you edia and ContactInformation
need as:

Home Energy Loans: Loans from Columbia Water & Light used to help finance energy efficiency
improvements to your home.

property for any i hat the City of Columbia
had to initiate.

For assi i y Loans, or Special 572.874.7491.




Click on “Citizen Self Service” located on the left-hand side of the screen

Citizen Self Services

Home

Citizen Self Service

Step 1. Register for a new account

Click the “Don’t have an account? Sign up” link
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Sign in to community access services.

Sign in with Google
Sign in with Apple
Sign in with Microsoft

Sign in with Facebook
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Email address

© Please enter a username

Password

@ Flease enter a password

[_] remember me

Forgot password? Unlock account? Help

Don't have an account? Sign up



Step 2. Create a User ID and Password

Create a User ID and password that you can remember each time you log in.
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Create an account
@ This field cannot be left blank

@ This field cannot be left blank

Back to sign in

Once you click “Register” you will receive an email with a confirmation link. Follow the link in
the confirmation email to confirm. If you never receive a confirmation email, just go ahead and
log in with your information (NOTE — IF YOU USED A GOOGLE, APPLE, MICROSOFT, OR
FACEBOOK EMAIL ADDRESS YOU WILL NEED TO USE THE PASSWORD FOR THAT SPECIFIC EMAIL
ADDRESS AND NOT THE ONE USED WHEN CREATING YOUR CSS ACCOUNT).

Once you have confirmed your email/logged in to your account you will see this screen.

Account Settings

Customer

Or this screen.

g sent from a on tyleridentity e-mail account. Please check your spam and trash to find the e-mail




Step 3. Linking your accounts.

To link your account, click on “link to account” under the Customer Accounts section. If you
want to link your Home Energy Loan/Special Assessment account, click on “link to account
under the Home Energy Loan/Special Assessments Accounts section.
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Account Settings

Citizen Self Service Account Information

Now logged in as COMO1

Last successful login 11/5/2019
Last failed login 11/5/2019
Password last changed 11/5/2019

Password expires in 181 days | Change Password

E-Mail address quest@comomail.com | Change E-Mail Address

Linked Accounts

Existing accounts can be "linked" to your self-service user id. These links give you quick access to an account's details, bills, ete. For each self-service module that allows user-control over account linking, hyperlinks such as *link to account” or “remove" will appear below. Click a module's
"link to account” to reach the page where new account links can be created, and where additional instructions are provided.

——————>  Customer Accounts ‘ link to account ’
There are currently no linked accounts

Home Energy Loan/Special Accounts

link to account

Account Customer

There are currently no linked accounts

For General Billing Invoices, Enter your Customer Number and Name exactly how it appears on
your invoice.

Customer Account Linking
Create new Customer Account Link

To establish a new Customer Account Link, enter the required values below exactly as it appears on your invoice {ex: Last Mame, First Name). Please note this is case sensitive,
Custorner ID or Account Mumber *

Narme *

*inclicates reguired field

For Home Energy Loans/Special Assessments Accounts, enter your Property ID, Customer ID
and Name exactly how it appears on your statement.

Home Energy Loan / Special Assessment
Account Link Setup

To establish a link to your Home Energy Loan or Special Assessment account, enter the required values below. The name must match the name on your statement (EXAMPLE: PERSONAL NAME or COMPANY NAME -
all caps).
What is the Property ID? *

What is the CID? *

What is the customer name? *

* indicates required field



Once you attach your account, you will see it listed in the accounts section. Repeat this process

if you have multiple accounts. You can only be linked to one General Billing account but can be
linked to multiple Home Energy Loan/Special Assessment accounts at a time. To view account
information and make payments, click on details.

If you are paying a General Billing invoice, select General Billing on the left. If you are making a
payment towards a Home Energy Loan, select Home Energy Loan / Special Assessment on the

left.

Choose “Manage Bills”.

General Billing

Linked Accounts

Select from your linked accounts

Link to Account

Customer ID

==

Select the bills you wish to pay and click “Add to Cart”.

General Billing

Customer Name

Location

COLUMEBIA

Manage

Manage Bills

Manage Bills

Customer name -

Adiress COLUMBLS, MO §5203

Customer number -

1 Bill(s) found bill ears 2015 to 2022 only
Pay Bill Murnber Bill Type Pay By Total Unpaid Balance Due  Details

I3 PUBLIC WORKS - SOLID WASTE 4/30/2020 $101.47 $101.47  Details

As of Date

Total Unpaid

Total Balance Due

4/23/2020

10147
10147

Then click on “My Cart” in the upper right-hand corner and select “Checkout” to confirm
payments to be made and proceed to the payment screen. The amount to be paid can be
changed after reviewing your cart.

PLIBLIC W3R e - SO VuhaTT 79y $101.47 )

Totak $101.47



Select payment method.

Pay Bills

Return to home page

Select Payment Method

We are pleased to announce E-checks as a NEW payment option to choose during checkout. If you select E-Checks as your payment option please
beware there may be a short delay in processing.

Pay by Credit Card | Cancel

You can change the amount here if you would like to make a partial payment.

Pay Bills
Bill Description Bill Year Bill Date Bill Number Due Date Balance Due Now  Payment Amount
PUBLIC WORKS - SOLID WASTE 2020 /3142020 - 4£30/2020 $10147 §10147  § 10147

**For General Billing, If you have a past due balance, your balance must be paid in full to
continue services. Partial payment will not be sufficient for the continuation of services.

**For Home Energy Loans/Special Assessments, You may make partial payments, however, if
you have a past due balance, your balance must be paid in full before you can pay the current
month’s bill. Partial payments will not prevent a 1.5% penalty from being applied to any
remaining past due balance.

Enter your payment and billing information for processing. Confirm the amount you wish to pay
and select “Process” (you only need to complete the fields with an Asterix *).
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Card Number. =
Expiration Date(MRY ) l:l-)(-

Amcunt CEa—

cvvz: (L

Custormer Code: I:l

Sales Tax [

Invoice Mumber: | |
Biing Adaross |
Carmpany: | |
e —

Last narne: [ |
Addressi [ |
Address2: [ |
City [ |
State/Province: | |
Postal Coder [ |

Country [Please select a Country ~

Proe ]

Ernail Address: | |

Shipping Address

Same as billing  [ves

Ship to ‘ ‘
Company:

O —
Mame:




