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How Do I Log in to My Account?
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How Do I Recover a Forgotten Password?
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How Do I Change my Log-in Information?
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How Do I Add/Change E-Wallet Info?
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How Do I Schedule Payments?
**Please note, all payments are due on the 15th of each month.  You may elect to change your payment date.  If your monthly payment installment is not made by the 25th of each month, Official Payments will add a $5.00 late charge to your account.
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Update your E-wallet information
“The E-Wallet tab on the My Profile page llows you to add or edit a financial account.
My Profile.
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The E-Wallet tab displays a row for each of your financial accounts, with the following
informational columns defined:

Add an e-wallet account
Use the following steps to add an e-wallet account:
1. Click Add.
The Please select a wallet account type window appears.

Please select a wallet account type
Select Account Type
| Crediit Card v
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Select E-Check or Credit Card from the list, and click Continu
1F you select Credit Card, you will see a page like the following:
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1F you select E-Check, you will see the following:
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Please enter your account information.
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3. Enter the necessary account information.
4. Click Save.

Edit your e-wallet account
Use the following steps to edit an e-wallet account:
1. On the E-Wallet tab, click Edit next to the account you want to edit.

@ ote: A payment account's credit and debit card numbers cannot be edited. Add a new
payment type to update the card number.
The Wallet Maintenance page appears.

Enter the necessary updates for the account.

3. Click Save.
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Schedule payments

Schedule payments to have payments automatically made on your benalf. Use the following steps
to schedule payments:

1. Click Schedule Payments to access the Schedule Payments window.

@ Note: You can also access this page If you selected the I would like to schedule
automatic payments for my plan Installments check box during the plan
enrollment process,
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Schedule Payments
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Review the plan.
Add or select a wallet payment option.

@ Note; For your Instaliments o be pald automatically, you must save a fnanclal account
that the payments will be made from, and you must schedule the date for each payable
item.
(@ !ote: Any wallet account you have previously saved wil be lsted n the e-walet rop-
down. Any wallet account of a type not accepted by the plan will be disabled.

@ Note: I you need to add or edit your wallet account, clck Ad or Edit, once your
changes are made, you'll be redirected to this page fo continue scheduling payment
Instalments.

Select the payment date for each item.
(@ Note: If nstaliments are scheduled afer the due date, fees may be assessed.
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Note: Click I understand in the Scheduled Payment Alert pop-up window to continue
If you are scheduling payments after the due date.

5. Read the Authorization for Automatic Payments and select the T Accept check box.
Note: You must sign this authorization every time you edit your scheduled payments.
To print or save the authorization, click View/Save PDF.

6. Click Save.

Note: You cannot save your scheduled payment If you have not selected a wallet
account.

You will be directed to the Make Payment or My Plans page, depending on your point of
origin.
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Log in to My Account

The My Account panel Is where users log In to thelr My Account profiles.

Login
Log infor expedied access o
ourenhanced payment

i Address

Password

Sign Up | Forgot Pessword?

To log In to your account, follow these steps:
1. Enter your Email Address.
2. Enter your Password.
3. Click Login.
The My Account panel displays the My Plans and My Profile links,
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IF you forget your password, you can have a password hint sent to your email address or you can
have it reset to a temporary password. You must answer a challenge question to reset your
password.

1. Click Forgot Password on the My Account panel.
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Provide your email address and click Continue. Then you may.
request your password hint or you may answer your security
question and reset your password.
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Enter your Emall Address.
Click Continue.
The following displays.

© Email my password hint
Reset my password

To get a password hint sent to your emall address, follow these steps:

a. Select Emall my password hint.

b. Click Continue.

c. Click Close to exit the Forgot Password? window.
You are sent an emall with a password hint. You can then try to log In to My Account.

To reset your password to a temporary password, follow these steps

a. Select Reset my password.
b. Answer the challenge question.
. Click Continue to get a new, temporary password sent to your email,

On your next successful login, you are prompted to create a new password.
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Change your login information

Go to the Login tab on the My Profile page to update your login Information.
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On the Login tab, you can update your:

« Emall address
« Password
« Challenge Answer
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Change your email address
To change the emal address associated with your account, follow these steps

1. On the Login tab, In the Emall Address ield, type your new emall address.
2. click Save

Change your password

Use the following steps to change your password:

1. On the Login tap, dick Change Password.

" Current Password:

Password:
" Confirm Password:

" Password Hint:

Enter your:
* Current Password
* New Password

« Confirm Password
« Password Hint
Click Save.

Change your challenge question
Use the following steps to change your challenge question
1. On the Login tab, cick Change Challenge Question & Answer.
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2. Enter your:
« Password
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* Challenge Question
* Challenge Answer
3. Click Save.




