






Instructions for First Time Users 

STEP 4: Receive Text Messages 

After your email address is verified, you will see a 

pop-up window titled "Receive Text Messages." 
If you would like to start receiving text messages 

regarding your account, please enter in your mobile 

number and select "Save Moblle Number." By 

opting in, you will receive messages regarding your 

statements. payments. and Auto Pays (if applicable). 

as an additional option along with email notifications. 

You can edit your notification preferences in your 

Account Settings. 

STEP S: Locate Billing Organization 

Xpress Bill Pay allows you to view and pay multiple 

bills to multiple billing organizations with an easy-to­

use interface. In order to do so, you will need to link 

each bill to the Xpress Bill Pay login you just created. 

The following steps will need to be repeated for 

each bill you'd like to view and pay online. 

Add New Account 

Find your billing organization 

[ City of Anytown 
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Step 1 of 3 

Receive Text Messages 

To start rece,v,ng text message notlhcations. enter your mobile number 
below. Standard message and data rates may apply 

MobHe Number. (123) 456-789q 

Never Ask Me Again Remind Me Later 

Once you see your 

organization, select 

to continue. Select your city or bllllng organization from 

the list of organizations on the page. 

If your organization is not listed, type the 

name in the field below "Find your bllllng 

organization" and 

select "Search." 

x�ress 
BILL PAY 

CONTINUE TO STEP 5 
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Instructions for First Time Users 

STEP 6: Locate Account 

Enter the requested information on the "Add New Account" screen. You are 
required to enter your billing account number and the last name or business name 
exactly as it appears on the bill that you have previously received. (See last page 
for account number format.) Then. select "Locate Account." 

➔ Add New Account Sll:ll 2or l 

Er<tw t"• following ln'orm.itlO"'I a, 1; ilJli;Jt.11"1 on your Cit) of Ar,y,:,wn b t: 

8111 f)'J)9 Ut It� 

Account Number '25'1'>E. 

Last Nim• or Bus#MtSs Nanw oo: a@@@Miniifri:F 

When the account is located, the information concerning the account is displayed. 
Please verify that your information is correct. 

ADD ACCOUNT ACCOUNTS 

Add New Account 

Ullhty Ace ll • U3AS tor CI)' C>I Af\ytOW"ll'I 

NJ..JNQAOOM:11 
DOE.JON 
123 ANY STREET 
ANYTOWN, AZ 852S3 

Add New Account 

Ut1l1ty Account# 12345 !or City ol Anylown 

Ent1tr the rollowlng Information to verity the account 

Servtet strfft ilddrHs H It appHn on tM current bill 
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XPRESS WALLET HISTORY 

St'50Jof3 

�£s�� J Hffiidilll·hHiM 

Y+iitMl·Mibi Opt 1n tOf Pape,f tu 

• 418

Steo 3 of 3 

i 

The ex tu� l::k'IY•r w,11 be f'Otll14Kl lhdt '/OU.,,. balog addod II e payer on this. C.tLK1nt. 

If the account already has a payer, (or in other words, if another Xpress Bill Pay 
user is linked to the same billing account you are attempting to add) the following 
window will appear. This typically happens in a landlord/tenant relationship, or if the 
previous owner did not unlink the account. You can either take over the payment, or 
add yourself as a payer. In both scenarios, the previous payer will be notified. If you 
are unsure how to proceed, please contact your billing organization or landlord. 
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x�ress 
BILL PAY 

Hi+ifii-BHiiii 

If you would like to 

opt in for paperless 

billing, check the 

box labeled "Opt in 

for Paperless." By 

checking this box, you 

will not receive paper 

statements via mail. 

f--fi·hi-BHi:\9 

If the account 

information matches, 

select "Add Account." 

If the account 

information does not 

match, select "Back." 

CONTINUE TO STEP 6 
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Instructions for First Time Users 

STEP 10: REVIEW & CONFIRM 

Once your payment method has been selected 

and all fields are completed, select "Review and 

Confirm." 

Review the entered information, and if all is correct, 

select "Submit Payment." If you need to edit some 

information, select, "Back to Checkout" in the top 

left-hand corner. 

STEP 11: : PAYMENT RECEIPT 

With a successful payment, a green "SUCCESS!" 

message will display. If the payment is unsuccessful 

for any reason, you will receive a message stating 

why the payment was unsuccessful. You may print 

or download the receipt for your records by clicking 

the printer or download images in the upper right 

hand corner. You may also select "Back to Home" to 

be returned to the "ACCOUNTS" screen, or you can 

select "Pay Another BIii." 
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x�ress 
BILL PAY 

Payment Amount: 

$68-03 

Review & Confirm 

$6803 

� F*#I 1 M 

1n,.,,,sr�•½tc-n11iZ11S:.1SJ 

(JJ4 5618'»" 

12J.15 

" Back to Home � 

SUCCESS! 
Your payment has been submitted. 
Here Is your receipt. 

12/23/2020 1:19 PM 
JON DOE 
Confirmation Number 914'5299 

lt"111 

City of Anytown 

Amount 

Account Numb<,r 12345 $68.03 
Transaction Number: 139357056XA 

Total $68.03 

Pay Method ANY BANK NA'"" .. 4321 

An email receipt w sent to 10n, ymailcom 

Pay Another BIii � 



How to Create your 9-Digit Account Number for STEP 6:
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