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CCWEB USER GUIDE Version 1.0

1. Go tothe CCWeb website by
clicking on the first link on the | http://www1.nyc.gov/assets/finance/jump/ezfleet.html

right.

Tip: As an alternative, go to the m vy Translate | ¥ Text-Size
DOF website and type CCWeb Department of Finance
on the sea rCh bar to IOg onto .} Payments NYC Taxes Fines Ways to Save Sheriff'Courts About

your account

Ingtructions: Type a question or keyword in this box, then click on your selection.

2. Clickon button to Search | Email Updates | Contact Us
access your account. Residents Business Visitors Government Office of the Mayor
*PLEASE NOTE: POP-UP Commercial Customer Online Services
BLOCKER MUST BE DISABLED Account Status The New York City Department of Finance welcomes you to the Commercial Customer Online Services home

TO MAKE PAYMENTS. P

INSTRUCTIONS ON HOW TO m Users enrolled in a Fleet/Rental program may use this website to view important account information online
DISABLE POP-UP BLOCKER ARE and/or perform a variety of tasks, including: enrolling and terminating license plates, viewing open violations,
LOCATED ON PAGES 22 TO 24 creating bills, paying selected violations via electronic check and requesting hearings.

1f your account has already been activated, please click the adjacent "Logon" button to begin your session.

To see the current status of your account, please click the adjacent "Account Status" button. First-time
users vill be given the opportunity to enter credentials needed for authentication, as well as to submit a
request to activate their Commercial Customer account.

1f you already have an active account but are experiencing trouble logging in, or to reach us with questions,
suggestions, or any other requests, please click the "Contact Us" button on the navigation menu.

For additional information about this site please click the adjacent "FAQs" button.

If you are having lrouble viewing this website, please upgrade Lo a current Browser.

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map

Search NYC.gov: Submit
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3.

The Fleet/Rental Logon page
displays a NEWS UPDATE:

(A) highlighted in yellow is a
new update announcing how
to request a hearing for eligible
camera violations

(B) highlighted in yellow is an
upcoming maintenance
schedule.

Enter the User Name and
Password then click on the
~kegins button to proceed to
the Security Code Verification
screen.

Fleet/Rental Logon
Please enter your User Name and Password and click the Login button in order to access the Rental/Fleet
Logon

FAQs If you are a first-time user and have not activated your company account, please do so now. Click the

Commercial Customer Program Online Services.

Account Status button which will take you to the Company Search page, where you may set up a user

Contact Us

prefile.
m Please remember to disable your browser’'s pop-up blocker if you plan to make any payments.

NEWS UPDATE:
New! Request a hearing on your eligible camera violations.

Effective February 13, 2018, Commercial Company Website (CCWeb) users will now have an option to receive
decision and orders via e-mail.

Beginning Tuesday morning, February 13, 2018, electronic payments made through CCWeb, our online Fleet
portal, will be processed by a different bank. Because of this change, if you wish to pay the City of New York
("City") by E-Check, which is an Automated Clearinghouse (ACH) debit to your bank account, you must first
ensure that your bank will accept the charge.

You may have to contact your bank to pre-authorize the City's ACH debits by Citibank, N.A. and to provide
your bank with the following information:

« City of New York ACH Originating Bank.
= City of New York Company ID.

... Citibank, N.A.
s AD36400434

If you need assistance please contact the Fleet and Rental unit.

Upcoming Maintenance Schedule:

Due to planned system maintenance, Bill Creations, Payments and Commercial Hearing Requests wil
unavailable on Sunday, 01/26/2020, from 07:00AM - 12:00PM.

We apologize for any inconvenience this may cause.

o
4

Forgot your User ID or password? Click here and we'll email it to you.

4,

Enter the Security Code
provided to you and click on
the keginy pytton.

Security Code Verification

Please enter your Security Code and click the Login button in order to access the Rental/Fleet Commercial
Customer Program Online Services.

Security Code:

Contact Us

Forgot your Security Code?  Click here and we'll email it to you.
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5. The CCWeb Homepage for
Fleet Customers. (for the
Master Company USEI’). Agency: User: EMPIRE

Click the icon
to view cart

ITtems: 0 Fleet Services Homepage

Welcome to Fleet/Rental Online Services

At the Fleet Services
. Pursuant to recent rule changes adopted by Finance, a new penalty cyde for tickets issued to participants in
Homepage, click the 1anges atepec v Hnand P ) VA < g
TR the Flest Program and Stipulated Fine Programs is in effect as of March 6, 2014. Finance is finalizing
m button at the - changes to our system that will be implemented in April 2014 and will reflect the new rules. Under the new

. . | le:
navigational menu on the left st hd
side of the screen.

= Tickets issued to fleet program vehicles will be subject to a £10 penalty if they have not been paid or
adjudicated within 45 days from when they enter our system.

Reports

Fine Schedule » For participants in Stipulated Fine programs, abatements will be reversed on tickets that are not
— ~— resolved within 45 days.

« A second penalty of $20 will be added after an additional 45 days, and third penalty of $30 after a
further 45 days if the ticket remains unsatisfied. Thereafter, a default judgment will be entered
against the ticket.

Additionally, fleets that accrue greater than $350 in judgment debt will be terminated from the program and
subject to booting and/or towing. For the official rules visit
https://rules.cityofnewyork.us/content/rule-amendments-parking-violations-fleet-program

The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Enroll New Plates in the Program

-Check Plates

-Terminate Existing Plates

-View Reports

-Submit Annual Certifications

-Manage your web account by adding users, changing your "status” or editing your profile
-View frequently asked questions about this site

-View program updates

-Reach us with questions, suggestions, or any other requests

Only authorized personnel are permitted to perform these functions.

6. The CCWeb Homepage
for Rental Customers.

At the Rental Services
Homepage, click the
T button at the
n'aV|gat|onaI menu on the left diick the icoo
side of the Homepage screen. to view cart
Clicking this button will bring
you to search screen.

Items: 0 Rental Services Homepage

1l

Agency:Account Company Name User; User Name

Welcome to Fleet/Rental Online Services

The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Check Plates

-View Reports

-Manage your web account by adding users, changing your "status" or editing your profile
-View frequently asked questions about this site

-Reach us with questions, suggestions, or any other requests

Check Plates
Reports
ﬁdd U;ser

Ehange' Status

3 Only authorized personnel are permitted to perform these functions.
Edit Profile

Contact Us

Log nut.
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7.

The Search screen displays
provides 3 search criteria

options:
= Return All Agency Plates
(default)

= Search by Plate
= Search by Violation

The search default at the
Company Plates Results screen
is “Return All Agency Plates”.
Leaving this default search will
return a listing all plates
enrolled with the Fleet or
Rental Program.

Once the search criterion is set,

click the button and

the Agency Plates Result
page displays.

Click the icon
to view cart

Search

Enroll Plates

Terminate Plates
Reports
Fine Schedule
Add User
Change Status

Edit Profile

Search

Email Updates

Contact Us

Residents Business Visitors Government Office of the Mayor

Fleet Search
NAME

Agency: COMPANY NAME User: Service: Search

To view unsatisfied violations, select a search option and click the Search button,
To view all unsatisfied violations, please use the Return All Agency Plates option.

* Return All Agency Plates

Search by Plate
Plate Number

Plate State: Select State
Plate Type:

Search by Violation

Search

Violation Number

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Pnvacy Statement | Site Map

All the plates listed on each
page at the Agency Plates
Result page can be selected
from the list by clicking in the
“Select” check box at the
results grid heading row.

Clicking this checkbox at the
table header selects all the
plate numbers displayed on
the page.

Use the scroll bar at the right
of the grid to view all plates
returned with the search.

Or use the Previous

and Next button to move from
page to page to review all the
results of the search.

Tip: Plate Number, State, Type
and Internal Plate Number can
be arranged in ascending or
descending order by clicking
on their labels.

Items: 0

Click the icon
to view cart

G

Check Plates

Terminate Plates

Change Status

Contact Us

Document: CCWeb User Guide 2020-03-30v1.2

Agency Plates Result

Agency: COMPANY NAME User: NAME

Service: Search

To view unsatisfied violations, please select plate(s) and click the Search button. Click
the Back button to return to main Search page. To view all unsatisfied violations, select
all plates.

Show 25 v entries Export to Excel 1

Plate Number Internal Plate s

Number

1 v 55555NY NY PAS
2 v 55555NY NY COM
3 i S5555NY NY com
4 v 55555NY NY COM
s L4 55555NY NY COoM
6 L4 55555NY Ny Com
7 L4 55555NY NY CoMm
8 v 55555NY NY COM
[ ”, MY com -
<< First < Previous 2/9 Next > Last >>
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9. The search default can be Seasrch | Email Updates | Contact Us
changed by clicking on the
“Search by Plate” radio button Items: 0 Fleet Search
to search for violations Agency: COMPANY NAME O
associated with a specific plate Sk e ey Service: Search
number entered at the Plate
Number field.

Residents Business Visitor Government Office of the Mayor

To view unsatisfied violations, select a search option and dick the Search button.
To view all unsatisfied violations, please use the Return All Agency Plates option.

Search

Return All Agency Plates

[ = Search by Plate

Plate Number

To search by plate number,
enter the plate number; select
the “Plate State” and “Plate
Type” from the drop-down list.

Plate State: NY v

Change Status Plate Type:

.
Edit Profile Search by Violatic pas

CcOoMm
Violation Number oms =]

Contact Us OMT

rch

AGR
AMB
AME
ARG
AYG
BOB
cBs
|CCK
CHC
CLG
CMB
CME
CMH
coM hl

10. If “Search by Violation” is

se'ected input the 5 Search | Email Updates | Contact Us

. . ! . Residents Business Visitors Government Office of the Mayor
violation number and then click

. Items: 0
the button to retrieve -é Fleet Search

the specific violation. S Agency COMPANYNAME  yser: MNAME  Service: Search

to view cart

To view unsatisfied viclations, select a search option and click the Search button.
Hews ITo view all unsatisfied violations, please use the Return All Agency Plates option.

Search

Enroll Plstes Return All Agency Plates
Check Plates

Terminate Plates

Search by Plate
Reports

Fine Schoduie Plate Number  — |

| Add User Plate State: Select State v
Change Status

Fate Type: Select Type v
Edit Profile
FAQs * Search by Violation
Contact Us

Violation Number |

Home ' i
Log out Search

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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11. The Agency Plates Results Items: 0 Agency Plates Result
page will display the results of

isti Agency: COMPANY NAME User: NAME
the searCh' |ISt|ng the Click the icon Service: Search
company’s registered plates. to view cart
The number of entries To view unsatisfied violations, please select plate(s) and click the Search button. Click

the Back button to return to main Search page. To view all unsatisfied violations, select
all plates.

craees

|
e Plate Number Internal Plate 4

displayed at this page can be
controlled by changing the

Show 25 ¥ enties 5t the top of the
grid from 25 to 50 or 75 or 100
and then use the scroll bar to
review all the records returned

Enroll Plates

Check Plates

Terminate Plates

Number hod

Abatement

. 1 L 55555NY NY PAS
in the plate search and Gl Uses
displayed at each page. Change Status 2 v 55555NY NY com
Edit Profile 3 v SESESNY NY coM
The number of plates may —
display on multiple pages. vy 4 ’ 55555NY Ny com
5 "4 55555NY NY COoM
e 6 v SE555NY NY CoMm
T < 5E555NY NY COM
8 v S5555NY Ny COM
a < HY coM =
<< First < Previous 2/9 Next > Last >>
12. Select the plates and click the Items: 0 Agency Plates Result
button to search for E i Re— v NAME
T ency: COMPANY NAM ser:
violations. The search results Click the icon IO Service Sanrch
will display at the Violation boyiem it
Search Results page. To view unsatisfied violations, please select plate(s) and click the Search button. Click

the Back button to return to main Search page. To view all unsatisfied violations, select

all plates.
Search

13. Return to the Search screen to
set different search criteria,

click the| Back | button.

Enroll Plates W
Check Plates Show 25 v | entries Export to Excel

minate Plates

2

! .

Plate Number Intemnal Plate B

Number

14. To maneuver to other pages of

1 v 55555NY NY PAS
the Agency Plates Result
listing, use either the | ==First Change Status 2 v S5555NY Ny com
or. Last== buttons to : 7 ssssshy - s
view/select plates. e
4 L4 55555NY NY COM
s ¢ 55555NY NY COM
6 v 5E555NY NY CcOoM
7 ¢ 55555NY NY COM
8 ¢ 55555NY NY coM
' ¥ MY cou 2
<< First < Previous 2/9 Next > Last >>
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15. The Violation Search Result - Violation Search Result
page has a link to each ECF is E

provided and filters are Cickbeian
. . o view cart
available to filter search 4y
results. Below are the open vilations of your search result. Adding vikations to your cart
n allons you to perform any of the three options: Pay by e-check, Create a Bll, Request 2 Hearing,
Sewch
16. With violations selected at the [ e | Fay iy :
Violation Search Result page, o Puptmip  fer % L Ej
click the button to add . ‘
the violations selected to the
cart. =
J— el s a0 R U T T MO wfaony Ve
. . (hane St W ) P
17. Clicking on the cart %= icon i
will take you to the cart page. [ i | vy wm gy A mEN  Zome W o EF
The cart icon displays the [ =
. : Cotct by [ et o CI e Vi ECF
number of items in the cart. O g . ' -,
—_ ‘ ot S S e Ik 20M wo M
. . Ry g =
If a “Zero--balance” violation
P . X Dhehaly 39993 mans o
is included in the payment : e “ P00 208 X R
submission, an error message : e ST - e
will display, and the payment o
cannot be submitted to ] biiins BN B D 0o 14 e EF
CityPay. This only occurs when '
searching by violation. S
18. At the Cart page, review the Taesi g Cart
list of violations by using the e Agency: COMPANY User: NAME
scroll bar at the right side of L

The Cart allows you to select individual violations to (1) Pay by eCheck.(2) Pay by credit
card, (2) Add to a Bill, or (4) Add to a Hearing Request.

the grid.

1f you are using CCWeb to print a bill to submit to a Finance Business Center, it
may not contain more than 200 viclations. If you want to process more than 200
viclations, you may create and submit multiple bills. m

19. Clicking on the “Select”
checkbox in the grid header ;

selects all violations in the cart. Add e

Change Status

= If you pay online by electronic chack, you will not be chargad a fee.

If you pay online by credit card, a 2% fee will be applied to each payment that you

Ect Profile make. It may take up to 24 hours for credit card payments to post.

Or select the violations to FAGs
include in a b|“ ora payment *Note: Unselected viclaticns remain in the Cart until they are removed or until the

[T current session expires.
by checking each violation
o tems:  Amount: $880.00
individually.

Contact Us

S a0 mme s e s Vohier g Vele o g

1 55555NY NY coM 21 54500
2 SEE55NY NY COM 48 $115.00
8 SESS5NY NY com ] $65.00
2 S5555NY Ny com < $115.00
= 55555NY NY cou s saz.00
& S5555NY NY COM M £95.00
T S5555NY NY coM ' 45

2 55555NY NY coM a5

Create Bill m Request Hearing
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Buttons displayed the Cart
Page:

> More Info button displays

a pop--up window when
clicked and provides
information on paying by
eCheck, Credit card and
requesting a hearing, etc.
See screen shot.

> Add More Items to Cart

allows customer to go back

to their last “

“Violation Search Result”
page and select more
violations to add to their
cart.

> Remove Items from Cart
button allows a customer
to select violations and
remove them from their
CCWeb cart.

« If you are using CCWeb to print a bill to submit to a Finance Business Center, it
may not contain more than 200 violations. If you want to process more than 200
violations, you may create and submit multiple bills.

« If you pay online by electronic check, you will not be charged a fee.
« If you pay online by credit card, a 2% fee will be applied to each payment that you

make. It may take up to 24 hours for credit card payments to post.

lote: Unselected violations remain in the Cart until they are removed or until the
rrent session expires.

Add More ltems to Cart Remove Items From Cart Items: 8 Amount: $680.00
Cart Info »

Pay by eCheck: Pay selected violations online using your checking account
information. There is no convenience fee applied when paying by eCheck.

Pay by Credit Card: Pay selected violations online using your credit card.
When paying by credit card, there is a 2.00% service fee applied to each
payment.

Create a Bill: Create a paymaent coupon for selected violations. Include the
coupon along with your payment.

Request a hearing: Request a hearing by mail or in-person by placing
saelected violations into an electronic case folder.

Selecting Violations: Check the checkbox in the "Select™ column next Lo
the violations column header to select or desalect all items in your cart.

Add More Items to Cart: Go back to your search results and add more
iterms ta your cart.

Remowve Items from Cart: Check the checkbox in the "Select” colummn next
to the violations you want to remove and then click the Remowve Items from
Cart button.

> Once violations are
selected at CCWeb, click
the Pay button opens a
new browser window.

» Clicking on Create Bill will
create a payment coupon.

If the button is clicked and

at least one violation has
not been selected, a
prompt will display
requesting that at least 1
violation be selected for
the request.

1 55555MY NY coM 3 52500
< SECEEMY NY ==} 8 $115.00
3 SEGEENY N ==l tL sa8.00
" SEESENY Y com 2 1800
3 S5555MY il COkt e §54.00
- SELEENY WY coM LT 55500
7 GEEEENY NY oM i S1TS5.00
5 S5555MY WY =] il $175.00

Croate Bill

*** NOTE: Due to the way some browsers behave, all CCWeb user are
encouraged to turn-off their pop--up blocker prior to clicking on the
button. Instructions on how to disable your pop-up blocker are located on pages
22 through 24.
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» The Bill Preview screen
appears giving the user
two options to cancel or to
confirm and print bill.

Bill Preview
STEP ONE
The following viclations will be included in your bill. Please review your selactions. To add or remove violations, click
the Cancel button to return to the Cart page where you can modify your selection.

STEP TWO
Create your bill by clicking on the Confirm and Print Bill button at the bottom of the screen. This bill is valid for 30
days. An email confirmation with a bill number will be sent to you.

Export to Excel

Total Amount Due for ltems: $258.00

Plate Vlolatlon Total
-m v“:.latlon "umber

NC STANDING-DAY/TIME

> Clicking on Request

Hearing lets the user If the
button is clicked and a
least one violation has not
been selected, a prompt
will display requesting that
at least 1 violation be
selected for the request.

» Clicking on Request
Hearing lets the user
request a hearing by
CCWeb. The user has two
different hearing options;
“Hearing by Web” and “In
Person Hearing”. Select
“click here for details” for
further instructions.

The user may ,

CANCEL or CONTINUE

AJT2M 7650002430 e 1002272014 $100.00
2 AJT21M N PAS 7328375478 NO STANDING DAYITIME  gajtar013 $100.00
PLTFRM LFTS LWRD POS
3 AJT21M N PAS 7328375980 ALETS L 041802013 552.00
Total Amount Due for ltems: 5258.00
| Confirm and Print Bill | | Cancel |
Items: 207

Request Hearing Process: NS AN I

Step 1: Preview Violation Step 2; Preview ECF

Click the icon

to view cart Step 3: Upload Evidence

Violation Selection Preview

Search
You have elected to adjudicate the violation(s) shown below. Selected violations will be added to an Electronic

Case Folder (ECF)for subsequent validation. The maximum number of vielations per ECF is 51. If more than
51 violations are selected, multiple ECFs will be created.

Enroll Plates

Check Plates
Terminate Plates

To proceed to the next step of the ECF creation, select the hearing type. For HBW, please also select the DO
delivery option, and then click the continue button.

Select Hearing Type

* Hearing by Web
{Click here for details}

Select the delivery option for your HBW D&O below:

* e-Mail* us Mail

Reports
“Fine Schedule
Add User
Change Status

In-Person Hearing
(Click here for details)

Edit Profile

Contact Us

Home
Log out

*Note:Your D&0 will be sent to the email address saved in your CC Web profile.

Violation
Plate State Type Number Amount Due

$100.00

Document: CCWeb User Guide 2020-03-30v1.2
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» A confirmation window will
appear |f CONTINUE iS
selected.

» Click OK to continue.

Hearing by Web Confirmation x

You have requested a hearing by Web.

If you wish to upload evidence in support of the selected violation(s) you must upload within
24 hours of successful ECF creation.

If you have any questions, please contact us by telephone at (212 361-5900) or via email at
cauinquiries@finance.nyc.gov

*Note: If you selected the email option for your HBW D&O0 delivery method, it will be sent to
the email address on file.

Click OK to proceed.

0K Cancel

In-Person Hearing Confirmation *®

You have requested an In-Person hearing.

If you wish to upload evidence in support of the selected violation(s) you must upload within
24 hours of successful ECF creation.

If you intend to bring in additional physical evidence, it must be sorted into the same
sequence as will be shown on the consequent ECF Preview or ECF Detail screens.

Upon successful completion of your ECF, you will be contacted by a representative of the
Commercial Adjudications Unit, to schedule a hearing date.

If you have any questions, please contact us by telephone at (212) 361-5900 or via email at
cauinguiries@finance.nyc.gov

Click OK to proceed.

I OK | Cancel

» The Electronic Case Folder
Preview screen appears.

Request Hearing Process: () 7

Step 1: Preview Violation Step 2: Preview ECF

Electronic Case Folder Preview

The violation(s) shown below are ineligible for a hearing and have not been added to any ECF.

Step 3: Upload Evidence

Violation /NOL Plate 1d State Type Reason
7659002430 AJT21IM NJ PAS A Hearing has already taken place for this violation
T328375978 AJT21IM NJ PAS A Hearing has already taken place for this violation

Almost finished!

The ECFs listed below are ready for completion but before that happens, you must indicate whether you intend to upload any

evidence by clicking the Yes or No button for every ECF listed below.

Clicking the down arrow (W) to the right of an ECF number will expand that ECF row allowing you to see which viclations are

contained within.

3 = After you have indicated your upload evidence preference for each ECF, you must click the continue button
r ' . to save your work and to generate a confirmation email.
&= « All evidence must be uploaded within 24 hours of ECF creation or the ECF and any partially upleaded
Important evidence will be deleted.
Note

Document: CCWeb User Guide 2020-03-30v1.2
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20. The Enter Payment Details
page is displayed. The default Payment Amount $1,150.00 m

payment method is R
There is no additional fee for .

To pay by electronic check, you will need your checking account

echeck payments EIRE and routing number. There is no additional fee
On the left side you will notice
the payment amount’ the Bi”il‘ig Information
company name, number of First Name
summonses to be paid, and the Last Name *
agency id.
Count Unised Sistes
21. Enter the echeck Billing Fedress

Information and click City *

[N to select the account
type; personal or business.

* Indicates required field Postal Code *

Choose method of payment

State *

# Pay by electronic check

Emal
* Account Type: | Personal v
Re-enter Em
Exit |

22. The Enter Payment Details = m

i termn Total $455.00
page also has. credit car e so1n
payment option. There is a 2% Payment Amount $464.10 Credit and debit card payments are charged a service fes of
service fee. On the left side you 2.00% of the payment amount. This fee & nonrefundable
. . . Comrpany MNirma
will notice the item total, [F R ———_
service fee, payment amount, e - Billing Information
the Company name’ number Of i you mne paying wish o credi or debil caed, pleass mske surne you enber
. ¥ a4 s ' Wl 5
summonses to be paid, and the e e s e
agency id.

23. Enter the credit card Billing

Information and click e M
5. A Payment method
screen will appear which will
give the option to go back, click
next, or exit. e ¥

HEW vORK

* Indicates required field
Choose method of payment Phone

#» Pay by credit card
(visal B ey
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24. The Payment Information

screen appear when next is
clicked, and it is divided to
three sections:

Billing Address: Allows users to
review the billing information.
The zip code is required.

Payment Details: The total

payment amount is listed.

o The convenience fee is zero
for echecks payments.

o Information on when the
bank account will be
debited is listed for
echecks.

o The convenience fee is 2%
for credit cards

Billing Address

*First Name:
M.L.:

*Last Name:
*Street Line 1
Street Line 2:
*City:

*State:

*Zip:
*Country:
*Phone:
*E-Mail:

Payment Details

john

doe

: 66 john st

NEW YORK

New York

10038

UNITED STATES
212-291-5555

DoeJ @FINANCE.NYC.GOV

“Payment Amount:
Convenience Fee:

13010.00 USD
0.00 USD

Your account will be debited in 1 to 3 days from the date identified. If your payment date falls on a
non-banking day your payment will be executed on the next available banking day. Current date
payments received after 1:00 AM ET will be executed on the next valid banking day.

Payment Details

*Payment Amount: 2884157 USD
Convenience Fee: 576.53 USD

Payment Method: In this
section, enter the following
information:

o Name on Account

o Account Number — clicking

What's This? .
15 gives an example of

where to locate this
information on check.
o Re--Type Account Number

Routing Number - clicking

What's This? _.
#215 gives an example of

where to locate this
information on check.

All information on this form is
mandatory. Failing to input
data in each field will display
an error on the page.

Only the ABA Routing Number
is validated. Click on

to proceed to the next screen

Payment Method

*Name On Account:
*Account Number:
*Re-Type Account Number:
*Routing Number:
*Account Type:

® Checking '~ Savings

Whiat's This?

What's This?

Example Check 1

In order to pay directly from your bank account, you'll need to provide us with your
bank account number and bank routing number. You will find both of these numbers
on the checks issued for your account.

Routing numbers are always 9 digits long. Account numbers may be up to 17 digits
long. The check # is always 3 digits long and can be ignored. Some banks list the
routing number first on the check, while other banks list the account number first.
Below are examples of both types of checks with the account number circled in red:

98731623 35>01abi7IE3 e (@36

Example Check 2

S —
nLS9B73aac3 Obbbha7aBicm

Document: CCWeb User Guide 2020-03-30v1.2

Page: 13 of: 24



25. The Payment Review Screen will display the CityPay Terms & Conditions . Clicking on I on the bottom of
the screen acknowledges the terms and conditions.

Payment Review

By clicking “Pay Now” you:

1.

confirm that you are authorized to imnstruct this payment using the credit card, debit card or checking
account included in your payment instructions;

. authorize the City of New York to charge your account for the payment amount and, if applicable,

the Service Fee;

. confirm that the information provided by you is true, complete, and correct to the best of vour

knowledge and 1s supplied in good faith;

. confirm that you are authorized to make this payment using the credit card, debit card. or checking

account included in your payment instructions;

. understand that if paying by e-Check and the e-Check is returned for any reason, the violations you

mtended to pay will be reinstated and due. You will receive notice of this via your weekly report of
outstanding summonses, which will indicate such reinstatements via an entry of "Y" in the "NG
PMT" column. You may also be required to pay $20 dishonored check fee;

. understand that if paying by e-Check the request it may take up to four (4) - five (5) business days

for your e-Check to clear;

. understand that the City of New York offers multiple payment options. As a convenience to you, the

City of New York accepts credit and debit cards. If you choose to pay with a credit or debit card,
you will be charged a fee of 2% of payment amount. This fee is non-refundable. You will see this
amount before you check out. The fee will be shown as a separate charge on your credit or debit
card statement and the New York City Department of Finance will be the merchant. If you pay e-
Check, you will not be charged a fee.

26. The Payment Review Screen
also displays the following
information for review:

o Billing Address
o Payment Method
o Payment Amount

The back button allows users
change the payment method.

The Exit button returns the
user to the Billing Information
screen.

Click T to proceed with
the payment.

Address

Billing Address:

JANE DOE

66 JOHMN STREET 3FL

NEW YORK, NY 10035
(212) 291-5555
DOEJ@FINANCE NYC.GOV

Payment Method

Credit Card VIS4
DELIVERY AND SVS CO
x1111 09120

Payment Amount

Amount: 13010.00 USD
Convenience Fee: 26020 USD

Total: 13270.20 USD

Exit
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27. A Thank you for your payment
screen appears after the Pay
Now button is clicked.

o On the left side of the
screen displays the item
total, service fee (if
applicable), payment
amount, the company name,
number of summonses paid,
the agency id, and the item
total.

o The middle of the screen
displays the payment
amount, receipt #,
transaction date, and the
payment type.

The user may Print this screen
or Return to Citypay Home.

Thank you for your payment

We have recelved your payment You will receive an email version of this receipt shortly

ftem Total: $23,708.66

: $474.17
ie"”ce F:“' . 2 152 89 Payment Amount.  $24,182.83

ayment Amount: 182,
Y : Receipt Number. CPY201443767
Transaction Date:  02/12/2020 09:42 AM
Company Name: Pavment TVDE: | upeq | *==vewesssss 1111
Number of Summonses Paid. 252 ¥ i pRsh
Agency ID:
23,7026

You will receive an email confirmation of your payment from noreply@finance.nyc.gov. We
recommend that you check your email's SPAM folder for the payment confirmation email if
you do not see it

m RETURN TO CITYPAY HOME

28. A Summary Receipt is emailed
when the payment is
submitted.

NVE CityPay

Thank you for your payment.

Payment Amount: 524 182.83

Receipt Number: CPY2019021112
Transaction Date: 02/12/2020 9:42:59 AM
Payment Type: VISA Frsssmaseasy {11

You will receive a separate e-mail containing a detailed receipt listing each summaons
paid. Please do not reply to this email. Please keep it for your records.

*If payment was made before S5pm, you will receive a detailed receipt within 24 hours.
*If payment was made after Spm, you will receive a detailed receipt within 48 hours.

Company Name: DELIVERY & SV5 CO
Agency ID: FOOO00

Number of Summonses Paid: 262

Summons Amount Paid: $23,708.66
Convenience Fee: $47417
Pavment Amount: $24.182.83
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29. A Detailed Email is delivered m Citypay

afterwards.

o If payment was made Thank you for your paymel‘lt.

before 5pm, the user will
receive a detailed receipt
with 24 hours.

Company Name: DELIVERY & SVS CO
o If payment was made after | Agency ID: F0000
5pm, the user will receive a :a)""t::m ?rgount: Paid f40.80
. IV umber of Summonses Paid:
ﬁizar!ed recelpt within 48 | o ceipt Number: CPY2019021112
' Transaction Date: 02/24/2020 3:23:12 PM
Payment Type: VISA === 111

This email will serve as confirmation that your payment was received.
Please do not reply to this email. Please keep it for your records.

Summons Number | Issue Date Plate | State | Type |[Amount
7024517331 12/31/2019 555555 [NY PAS |40.00

Summons Amount Paid: $40.00

Convenience Fee: $0.80

Payment Amount: $40.80
30. For Fleet Companies: On the cnsmil Fleet Services Homepage
Fleet Services Homepage, Fleet x : -
gency: User:

H H Click the icon
Companies have access to their | G iew cot

Fleet Summons Issuance
Report (164) by clicking on

Welcome to Fleet/Rental Online Services

Pursuant to recent rule changes adopted by Finance, a new penalty cycle for tickets issued to participants in
the Fleet Program and Stipulated Fine Programs is in effect as of March 6, 2014. Finance is finalizing
changes to our system that will be implemented in April 2014 and will reflect the new rules. Under the new
penalty cycle:
= —— * Tickets issued to fleet program vehicles will be subject to a $10 penalty if they have not been paid or
‘Ierm.inate..Pletes adjudicated within 45 days from when they enter our system.

Reports

Fine Schedule * For participants in Stipulated Fine programs, abatements will be reversed on tickets that are not
—— resolved within 45 days.
Add User
* A second penalty of $20 will be added after an additional 45 days, and third penalty of $30 after a
further 45 days if the ticket remains unsatisfied. Thereafter, a default judgment will be entered
Edit Profile against the ticket.
—- Fn@s__ Additionally, fleets that accrue greater than $350 in judgment debt will be terminated from the program and
Contact Us subject to booting and/or towing. For the official rules visit
https://rules.cityofnewyork.us/content/rule-amendments-parking-violations-fleet-program

Change Status

The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Enroll New Plates in the Program
-Check Plates
-Terminate Existing Plates
-View Reports
it A | Certificati
-Manage your web account by adding users, changing your " or editing your profile
-View frequently asked questions about this site
-View program updates
-Reach us with questions, suggestions, or any other requests

Only authorized personnel are permitted to perform these functions.
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31. For Rental Companies: On the Items: 0 Rental Services Hon'lepage
Rental Services Homepage,
Rental Companies have access | click theicon

. to view cart

to their Rental Summons Welcome to Fleet/Rental Online Services

Issuance Report (164) by

clicking on

Agency: User:

The following functions are available by clicking on the corresponding button to the left:

Search -Search for open violations to request a hearing, create a bill or pay selected violations

QETOTFTO  Check Plates

Reporis -View Reports

—————— -Submit Annual Certifications

Akl Use_r_ -Manage your web account by adding users, changing your "status” or editing your profile
Change Status -View frequently asked questions about this site
-View program updates
-Reach us with questions, suggestions, or any other requests

Edit Profile

"Contact U . .
SRBEAER Only authorized personnel are permitted to perform these functions.

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map

32. For Fleet Companies: The Commercial Customer Fleet Report Page
Commercial Customer Fleet
Report Page is displayed. The Agency: User:
Service:

Fleet Summons Issuance
Report is listed first. It is

highlighted in blue since it
contains a link. Did you know that using the CityPay application, you can pay for all the open and recently abated summonses
displayed on your 164 Report with a single payment?

Fleet Customers:

A message stating that @ “New | piepee cick here to go directly to CityPay
SWRPT164 Report is Available”

when the latest report is

. Please choose from the following available reports (click on the report name):
available. - oG & )

* SWRPT164: Fleet Summons Issuance Report

TOTAL AVAILABLE: 2 REPORTS. NEW SWRPT164 REPORT IS AVAILABLE!
= SMRPT280: Fleet Plate Registration Report

TOTAL AVAILABLE: 0 REPORTS.
* SDRPT152: Daily Error Report

TOTAL AVAILABLE: 0 REPORTS.

* SMRPT550: Fleet Judgment Billing Report

TATALI AVATI ARI F- N DEDADTC
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33. For Rental Companies: The

Rental Reports Page is
displayed. The Rental
Summons Issuance Report is
listed at the bottom. It is
highlighted in blue since it
contains a link.

A message stating that a “New
SWRPT164 Report is Available”

Rental Reports Page

Agency:

* SMRPT270: Rental Turnaround Report

TOTAL AVAILABLE: 0 REPORTS.

User:

* SWRPT220: Rental Address Request Report

when the latest report is
available.

Service:

Please choose from the following available reports (click on the report name):

PLEASE CLICK ABOVE TO CHECK AVAILABILITY

= SMRPT280: Rental Plate Registration Report

TOTAL AVAILABLE: 0 REPORTS.

* SDRPT152: Daily Error Report

TOTAL AVAILABLE: 0 REPORTS.

= SMRPT635: Rental Lessor Liable Status Report

TOTAL AVAILABLE: 0 REPORTS.

* SWRPT164: Rental Summons Issuance Report

34. For Fleet Companies: The
SWRPT164 — Fleet Summons
Issuance Report is displayed.
Fleet Companies will have
access to the last twelve
weekly Fleet Summons
Issuance Reports.

Items: 0

Click the icon
to view cart

Hews
Se ll.t-l;
X iur oll quh_:-u
Check Plates.

Terminate Plates

Reports
Fine Schedule
Add User
Change Status

Edit Profile
FAQs
Contact Us

Please choose from the following available report dates (chick on a date):

10.

Agency:

Fleet Report Page

User:

Service: SWRPT164 - Fleet Summons Issuance Report

. SWRPT164 created on 11.

SWRPT164 created on 11 -

SWRPT164 created on 12

. SWRPT164 created on 12 -

SWRPT164 created on 12

SWRPT164 created on 12.

. SWRPT164 created on 01 -

SWRPT164 created on 01

SWRPT164 created on 01

SWRPT164 created on 01

23

-07

14 -

2.

=44 -

-18

-25.

- 2019

- 2019

- 2019

2019

2019

- 2019

- 2020

2020

- 2020

2020

Document: CCWeb User Guide 2020-03-30v1.2

Page: 18 of: 24



35. For Rental Companies: The Items: 0
SWRPT164 — Rental Summons
Issuance Report is displayed. Click the icon
Rental Companies will have to view cart
access to the last twelve
weekly Rental Summons
Issuance Reports.

Reports

Ehanqe Status

Edit Profile

Contact Us

Check Plates 1.

Add User 2.

10.

Agency:

Rental Report Page

Service: SWRPT164 - Rental Summons Issuance Report

SWRPT164 created on 11-22-

SWRPT164 created on 11

. SWRPT164 created on 12

. SWRPT164 created on 12 -

. SWRPT164 created on 12

. SWRPT164 created on 12

. SWRPT164 created on 01

. SWRPT164 created on 01

. SWRPT164 created on 01

SWRPT164 created on 01

-30-

-07 -

14 -

- -

-28-

-04 -

-11-

=4B=

-25-

Please choose from the following available report dates (click on a date):

2019

2018

2019

2019

2018

2019

2020

2020

2020

2020

36. The 164 Report is also called the Fleet Summons Activity Report for Fleet Companies and the Rental
Summons Activity Report for Rental Companies. The 164 Report will list all outstanding summonses that
were issued to vehicles that are enrolled in the Fleet Program or Rental Program. The 164 Report is
divided into two (2) sections; Overpayment Processing section and Outstanding Summonses section.

o The Overpayment Processing section informs program participants of their overpayment activity
such as: judgement debt starting balance, amount applied to judgement summonses, total

judgement amounts due, total amount due, and refund amount issued.

o The Outstanding Summonses section informs program participants of their outstanding
summonses activity such as: total violations outstanding, total amount due, total violations in

judgement, total judgement

Document: CCWeb User Guide 2020-03-30v1.2

Page: 19 of: 24



o Fleet Program Activity Report — Overpayment Processing Section

RUN DATE: 02/08/20 ARTMENT OF FINANCE REPORT ID: SWRPTLE4
RUN TIME: 10:36:03 FLEET PROGJUH ACTIVITY - REPORT FAGE:
OVERPAYMENT PROCESSING ACENCY PRGE: 1
REGISTRATION NUMBER: ) Our records indicated a credit balance on plates registered under your account.
PROGEAM STIPULATED FINE If our records showed cutstanding parking judgment summons{es), the credit balance

was applied to those judgment summons(es2). Below is a liet of your most recent
overpayments and the detaile of the actions taken on your AGED overpayments.
If a refund is being issued to you, it will be sent via paper check to the company
address on file.

NEW YORK NY 10028

Judgmnt Sr.uting Balance: 0.00

t Applied To Judgment Summonses: 000
'I‘ota]_ Judgment Amount Due: 0.0
Total Amount Due: 65.00
Refund Amount Issuad: 170.23

NEW OVERPAYMENTIE (01,/27/20 - 01/31/20)

------------------------------- DATE OF SUMMONS OVERPAID® AMOUNT APPLIED TO
PLATE 1D ET TYP OVERPAYMENT AMOUNT OVERPAYMENT NUMEER ISEUED JUDCMENT SUMMORSES AMOUNT REFUNDED
NY COM 170.23 11/04/19 1875 08/28/19 0.00 170.23
170,23 0.00 170.23

¥ Multiple overpaymentse for a plate have been combined, and in some cases, a summons number and issue date may not be available.

CREDIT APPLICATIONS

HO ACTIVITY

o Fleet Program Activity Report — Outsanding Summons Section

RUN DATE: O0Z/08/20 DEPARTMENT OF FINANCE REPORT ID: EWRET1E4
RUN TIME: 10:3&:03 FLEET PROGRAM ACTIVITY - REPORT PAGE:
OUTSTARDIRG SUMMONESES AGENCY PAGE: 2
REGISTRATION NUMEER: Violations flagged in the Penalty Warning column as 'JGMT PHDNG' will be placed into
PROGRAM: ETIFULATED FINE default judgment by the Department of Finance, pursuant to wehicle traffic law,

sub secticn 241 (2). To avoid a default judgment, remit payment for the outstanding
violations or, if =ligible, adjudicate the wviolation({s} through the administratiwve
hearing process. EShould you fail to act within the prescribed time frame, the
Department of Finance will enter the default judgments in the Ciwil Court of the

HEW YORK WY 10028 City of HNew York and a judgment entry date will be listed in the Judgment column.
TOTAL VICLATICHS OUTSTANDING: z
TOTAL AMOUNT DUE: 65.00
TOTAL JUDGMENT VIOLATIONS: 1]
TOTAL JUDGMENT DUE: 0.00

REGISTERED PLATEE:

IESOE ISEUE EYSTEM PEMALTY NG
DPLATE ID ET TYD ESUMMONE KD DATE TIME ENTREY NEW VC  HEARRING IND WARNING JUDCMENT FIN PN IRT RED DAY IMT ODPEN
Ny COM 2116 01716720 0350P 01/21/20 46 1ET PNLTY 115 0 0.00 BO.OOD o.oo 35.00
NY COM 2240 01/24/20 003&A 01/289/20 T8 1ET PNLTY 65 O 0.00 3E5.00 0.00 30.00
TOTAL VIOLATIONS OUTSTANDING: 2
TOTAL AMOUNT DUE: 65.00

You may create your bill and pay on the Fleet and Rental Program online portal.
You may also create a bill on the Fleet and Eental Program online portal and mail with & check or money ocrder to:

NYC Department Of Finance
Flzet/Rental Unit
66 John Etreet, 3rd Floor
Hew York, NY 10038
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o Rental Program Activity Report — Overpayment Processing Section
RUM DATE: 02/08/20 DEPARTHMENT OF FINANCE REPORT ID: SWRPT164
RUM TIME: 10:49:34 RENTAL PROGRAM ACTIVITY REPORT PAGE: a7
CVERPAYMERT PROCESSING AGENCY PACE: 1
REGISTRATION NUMBER:
PROGRAM - RENTAL
NEW RIDE, IKC
ACCOUNT SUMMARY
Judgment EStarting Balance: 122 .06
Amount Applied To Judgment Summonses: 0.00
Total Judgment Amount Due: 122 .06
Total Amount Due: 247 .06
Refund Amount Issued: 0.00
HEW COVERPAYMERTS (o1/27/20 - 01/317320)
HO ACTIVITY
OVERPAYMERTE OLDER THAN 90 DAYES
HO ACTIVITY
CREDIT APPLICATIONS
HO ACTIVITY
o Rental Program Activity Report — Outsanding Summons Section
RUM DATE: 02/08/20 DEPARTHMENT OF FINANCE REPCRT ID: SWRPT1E4
RUN TIME: 10:49:34 RENTAL PROGRAM ACTIVITY - REPORT PRAGE:
OUTSTARDIKG SUMMONSES AGENCY PAGE: 2

REGISTRATION NUMBER:

PROGRAM : RENTAL
BROOELYN NY 11236
TOTAL VIOLATIONS OUTSTANDIRG: 5
TOTAL AMOUNT DUE: 247.06
TOTAL JUDGMERT WVIOLATIONS: 3
TOTAL JUDSMERT DUE: 122.06
REGISTERED PLATES:
ISEUE IESUE
PLATE ID ET TYP SUMMCNS NO DATE TIME
Y OMT 5168 10/09/18 1242P
Y OMT 9585 11703718 1237P
Y OMT 1116 10/16/18 D342P
NY OMT 0967 0131719 DE3IGEA
KY OMT 5641 07/08/13 D206P
TOTAL VIOLATIONS OUTSTANDING: 5
TOTAL AMOURT DUE: 247.06

¥ou may create your bill and pay om the

Violations flagged in the Penalty Warning column as "JEMT PHDNG' will be placed imto
default judgment by the Department of Finance, pursuant to vehicle traffic law,

sub section 241 (2}. To avold a default judgment, remit payment for the outetanding
wiolations or, if eligible, adjudicate the wiolation(s} throwgh the administrative
hearing process. EShould you faill to act within the prescribed time frame, the
Department of Finance will enter the default judgments in the ciwil Court of the
city of Hew ¥York and a judgment entry date will be listed in the Judgment column.

EYETEM PENALTY KRG

ENTEY HNEW VC HEARIRG IND WARNIRG JUDGMENT FIN FN INT RED PAY PMT OPEN
n/1z2/18 21 05/16/19 45 60 2.34 0.00 75.00 32.34
11/07/18 46 06/13/19 115 &0 3.43 0.00 115.00 §3.43
11/19/18 o7 06/27/19 50O 25 1.23 0.00 50.00 26.29
0z2/05/19 L) JGMT EFRDRG 50 25 0.00 o.00 o.oo T5.00
0716 /19 a6 JGEMT ERDRG 50 25 0.00 25.00 a.aa 50.00

Fleet and Rental Program cnline portal.

You may alec create a bill on the Fleet and Rental Program cnline portal and mail with a check or money order to:

NYC Department Of Finance
Fleet /Rental Unit
&6 John Street, 3rd Floor
New York, WY 10038
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¢ Internet Explorer: How to — =

Disable Pop-Up Blocker 0 - R -

‘ o Print »
1. Click on the “~ symbol File »

on top far right-hand side. — |
Foom (100%) »

2. Click on Internet Options. SEIE ’
Open with Microsoft Edge Ctrl+Shift+E
Add site to Apps

Istc View downloads Ctrl+J
Manage add-ons

F12 Developer Tocols

Go to pinned sites

Compatibility View settings

Internet options

About Internet Explorer

3. Click on the Privacy tab.
Internet Options ? d

4, The checkbox next to Turn
on Pop-up Blocker should not
be selected.

General Security Privacy Content Connections Programs —Advanced

Settings

Location

Never allow websites to request your
physical location

Pop-up Elocker
[ITurn on Pop-up Blocker Settings

InPrivate

Clear Sites

Disable toolbars and extensions when InPrivate Browsing starts

0K Cancel Apply

INTOTTEW EE PoweE
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e Google Chrome: How to
Disable Pop-Up Blocker

= H
1. Clickon the * symbol on * e :
the far right hand side. New tab CtrleT
MNew window Ctrl+N
2. Click on Settings. New incognito window  Ctrl+Shift+MN
History k
Downloads Ctrl+)
Bockmarks b
Zoom - 100% =+ ::
Print... Ctrl+P
Cast...
Find... Ctrl+F
Maore tools b
Edit Cut Copy Paste
Settings
Help b
Exit

3. On the left hand side, click
on Privacy and security. Settings

Q, Search settings

- You and Google

4. Click on Site Settings under - You and Google

Privacy and security. Autofill

8
5. Pop-ups and redirects O Privacy and securty n

should be “allowed”.

Privacy and security

Clear browsing data
Clear history, cockies, cache, and more

Site Setftings N
4 Caontrol what information websites can use and what content they can show you

5 Pop-ups and redirects
A
. e Allowed '

Document: CCWeb User Guide 2020-03-30v1.2 Page: 23 of: 24



e Fire Fox: How to Disable
Pop-Up Blocker

1. Click on the three

horiztional lines on the top Bt Gwrd  tocesn i
right hand side. 0 oy ™ come e
[y [ b Msroghon St
ol [0 T ——
2. Select Options. R
& o 18] hasopisy it
3. Select Privacy & Secuirty AP e }
panel 7 Y e b bt ey e aiad b e Dibigtinn
) Privint ploriiddity i Frivh SlOnibng piur biveiad s
4. The checkbox next to W bt g
Pop-up Blocker should not T re s O A O —
Fowicn o ovycorss. Wie sbaays sk pusminnn balons reciing pavsonal smlcrmucon
be selected.

Please contact the NYC DOF Fleet and Rental Unit
at FleetRental@finance.nyc.gov if you have any questions.
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