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User	  Guide:	  	  Paying	  Violations	  Online	  via	  CityPay	  for	  Fleet/Rental	  enrolled	  vehicles	  	  

	   	  

1. Navigate	  to	  the	  CCWeb	  website.	  The	  CCWeb	  
landing	  page	  displays.	  

http://www1.nyc.gov/assets/finance/jump/ezfleet.html	  

2. Click	  the	   	  button	  to	  navigate	  
to	  the	  Login	  UI.	  
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3. At	  the	  Fleet/Rental	  Logon	  screen,	  enter	  User	  
Name	  and	  Password	  then	  click	  on	  the	  

	  button	  to	  navigate	  to	  the	  CCWeb	  
Homepage.	  	  	  	  
The	  CCWeb	  Homepage	  displays.	  	  

The	  Fleet/Rental	  Logon	  page	  displays	  a	  NEWS	  
UPDATE	  highlighted	  in	  yellow	  announcing	  the	  
change	  to	  payment	  portal	  for	  eCheck	  and	  the	  
new	  payment	  method	  of	  credit	  card.	  	  
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4. The	  CCWeb	  Homepage	  for	  Fleet	  Customers,	  
(for	  the	  Master	  Company	  User).	  	  	  

At	  the	  Fleet	  Services	  Homepage,	  click	  the	  
button	  at	  the	  navigational	  

menu	  on	  the	  left	  side	  of	  the	  screen.	  	  
Clicking	  the	   	  button	  navigates	  
the	  logged-‐in	  user	  to	  the	  Search	  UI.	  	  	  	  
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5. The	  CCWeb	  Homepage	  for	  Rental	  Customers.	  	  

At	  the	  Rental	  Services	  Homepage,	  click	  the	  	  
	  button	  at	  the	  navigational	  

menu	  on	  the	  left	  side	  of	  the	  Homepage	  
screen.	  	  Clicking	  this	  button	  will	  navigate	  the	  
logged-‐in	  user	  to	  the	  Search	  UI.	  	  	  	  
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6. The	  Search	  UI	  displays	  providing	  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	  registered	  plates.	  

The	  “Search	  by	  Plate”	  option	  requires	  that	  
the	  Plate	  Number	  is	  entered	  and	  then	  a	  Plate	  
State	  is	  selected	  from	  a	  drop	  down	  and	  a	  
Plate	  Type	  is	  selected	  from	  a	  drop	  down.	  

The	  customer	  can	  also	  “Search	  by	  Violation”	  
number	  by	  entering	  their	  violation	  number	  in	  
the	  field	  provided.	  

When	  the	  search	  criterion	  is	  selected	  and	  the	  

	  button	  is	  clicked,	  the	  search	  is	  
executed.	  	  
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7. The	  search	  default	  can	  be	  changed	  by	  clicking	  
on	  the	  “Search	  by	  Plate”	  radio	  button	  to	  
search	  for	  violations	  associated	  with	  a	  specific	  
plate	  number	  entered	  at	  the	  Plate	  Number	  
field.	  

To	  search	  by	  plate	  number,	  must	  enter	  the	  
plate	  number;	  select	  a	  state	  from	  the	  “Plate	  
State”	  dropdown	  and	  “Plate	  Type”	  from	  the	  
drop-‐down	  listing.	  

When	  the	  criteria	  is	  set	  and	  the	   	  
button	  at	  the	  bottom	  of	  the	  UI	  is	  clicked,	  the	  
system	  will	  return	  all	  violations	  for	  the	  plate	  
indicated	  in	  the	  “Plate	  Number	  “	  field	  that	  
also	  meet	  the	  other	  plate	  criteria	  for	  “Plate	  
State”	  and	  “Plate	  Type”.	  	  
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8. If	  “Search	  by	  Violation”	  is	  selected,	  input	  the	  

violation	  number	  and	  then	  click	  the	  
button	  to	  retrieve	  the	  specific	  violation.	  	  

9. Once	  the	  search	  criterion	  is	  set,	  click	  the	  

button	  and	  the	  Agency	  Plates	  Result	  
page	  displays.	  
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10. The	  Agency	  Plates	  Results	  page	  will	  display	  
the	  results	  of	  the	  search,	  listing	  the	  
company’s	  registered	  plates.	  The	  number	  of	  
entries	  displayed	  at	  this	  page	  can	  be	  
controlled	  by	  changing	  the

	  at	  the	  top	  of	  the	  grid	  
from	  25	  to	  50	  or	  75	  or	  100	  and	  then	  use	  the	  
scroll	  bar	  to	  review	  all	  of	  the	  records	  returned	  
in	  the	  plate	  search	  and	  displayed	  at	  each	  
page.	  

The	  number	  of	  plates	  may	  display	  on	  multiple	  
pages.	  

11. All	  of	  the	  plates	  listed	  on	  each	  page	  at	  the	  
Agency	  Plates	  Result	  page	  can	  be	  selected	  
from	  the	  listing	  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	   	  or	   button	  to	  
move	  from	  page	  to	  page	  to	  review	  all	  the	  
results	  of	  the	  search.	  
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12. Select	  the	  plates	  and	  click	  the	   	  

button	  to	  search	  for	  violations.	  The	  search	  
results	  will	  display	  at	  the	  Violation	  Search	  
Results	  page.	  

13. To	  return	  to	  the	  Search	  UI	  to	  set	  different	  

search	  criteria,	  click	  the	   	  button.	  	  

14. To	  maneuver	  to	  other	  pages	  of	  the	  Agency	  

Plates	  Result	  listing,	  use	  either	  the	  	   ,	  

,	   	  or	   	  buttons	  to	  
view/select	  plates.	  	  
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15. The	  result	  of	  the	  selection	  from	  the	  plate	  
search	  is	  displayed	  at	  the	  “Violation	  Search	  
Result”	  page.	  	  
	  
To	  create	  a	  bill	  or	  a	  payment,	  select	  all	  the	  
records	  in	  the	  cart	  by	  checking	  the	  “Select”	  
check	  box	  at	  the	  table	  header;	  this	  will	  mark	  
all	  records	  as	  selected.	  	  Or	  scroll	  through	  the	  
search	  return	  listing	  and	  select	  random	  
records	  from	  the	  grid	  to	  add	  to	  the	  cart.	  	  	  	  

**NOTE:	  the	  maximum	  number	  of	  violations	  that	  
can	  be	  submitted	  in	  a	  bill	  or	  for	  payment	  through	  
CityPay	  is	  250	  violations.	  	  If	  more	  than	  250	  
violations	  are	  in	  the	  cart,	  multiple	  payment	  
submissions	  will	  have	  to	  be	  created	  to	  resolve	  all	  
of	  the	  violations.	  

16. The	  Violation	  Search	  Result	  page	  a	  link	  to	  
each	  ECF	  is	  provided	  and	  filters	  are	  available	  
to	  filter	  search	  results.	  	  	  

17. With	  violations	  selected	  at	  the	  Violation	  

Search	  Result	  page,	  click	  the	   	  
button	  to	  add	  the	  violations	  selected	  to	  the	  
cart.	  	  

18. Clicking	  on	  the	  cart	  icon	  will	  navigate	  to	  the	  
cart	  page.	  The	  cart	  icon	  displays	  the	  number	  
of	  items	  in	  the	  cart.	  
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19. At	  the	  Cart	  page,	  review	  the	  list	  of	  violations	  
by	  using	  the	  scroll	  bar	  at	  the	  right	  side	  of	  the	  
grid.	  	  

20. Clicking	  on	  the	  “Select”	  checkbox	  in	  the	  grid	  
header	  selects	  all	  violations	  in	  the	  cart.	  	  

Or	  select	  the	  violations	  to	  include	  in	  a	  bill	  or	  a	  
payment	  by	  checking	  each	  violation	  
individually.	  

**If	  all	  of	  the	  items	  in	  the	  cart	  are	  selected	  
and	  the	  total	  number	  of	  items	  is	  more	  than	  
250	  violations,	  the	  payment	  cannot	  be	  
submitted	  nor	  can	  a	  bill	  be	  created.	  An	  error	  
will	  display	  indicating	  the	  number	  of	  
violations	  selected	  exceeds	  the	  250	  limit.	  	  

**If	  a	  “Zero-‐balance”	  violation	  is	  included	  in	  
the	  payment	  submission,	  an	  error	  message	  
will	  display	  and	  the	  payment	  cannot	  be	  
submitted	  to	  CityPay.	  	  
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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.	  	  

− Clicking	  on	  Create	  Bill	  will	  create	  a	  
payment	  coupon.	  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	  the	  Request	  a	  Hearing	  button	  
allows	  for	  the	  creation	  of	  an	  ECF	  with	  
selected	  violations	  to	  be	  included	  in	  a	  
hearing.	  
	  

21. Once	  violations	  are	  selected	  at	  CCWeb,	  click	  

the	   button	  opens	  a	  new	  browser	  
window.	  	  	  

	  

	  
Displayed	  when	  the	  ‘More	  Info’	  button	  is	  clicked	  

22. The	   	  button.	  	  
***	  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.	  	  
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23. Clicking	  on	  the	   	  button	  opens	  a	  new	  
browser	  window	  with	  the	  CityPay	  Terms	  &	  
Conditions	  screen	  displayed.	  

Click	  on	  the	  “I	  agree”	  checkbox	  and	  then	  click	  

the	   button	  to	  enter	  CityPay.	  
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24. When	  the	  “I	  agree”	  check	  box	  is	  filled	  and	  the	  

button	  is	  clicked	  the	  default	  
eCheck,	  Enter	  Payment	  Details	  page	  displays.	  
At	  this	  screen	  enter	  the	  following	  
information:	  
• ABA	  Routing	  Number	  
• Account	  Number	  
• Re-‐enter	  Account	  Number	  
• Select	  Account	  Type	  from	  a	  dropdown	  

list:	  	  
o Checking	  Account	  
o Savings	  (US	  Dollars	  Only)	  
o Corporate	  (US	  Dollars	  Only)	  

A	  graphic	  of	  a	  check	  is	  displayed	  where	  the	  
Routing	  Number	  and	  Account	  Number	  are	  
indicated.	  

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.	  	  
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25. Billing	  Information	  is	  at	  the	  bottom	  of	  the	  
eCheck	  form	  must	  be	  filled-‐in.	  All	  fields	  are	  
mandatory.	  	  

This	  form	  cannot	  be	  submitted	  if	  any	  field	  is	  
left	  empty.	  	  
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26. In	  the	  Billing	  Information	  section	  of	  the	  form,	  
the	  email	  address	  is	  validated	  for	  syntax.	  

If	  the	  email	  address	  input	  at	  the	  first	  field	  
does	  not	  match	  the	  email	  address	  at	  the	  
second	  field,	  this	  input	  must	  be	  repaired	  for	  
this	  form	  cannot	  be	  submitted.	  Both	  email	  
addresses	  must	  match.	  	  

When	  the	  form	  is	  filled	  in,	  clicking	  the	  

	  button	  advances	  the	  payment	  
submission.	  
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27. The	  Review	  Payment	  Details	  screen	  displays	  
the	  information	  that	  had	  been	  input	  and	  the	  
list	  of	  violations	  to	  be	  paid.	  Clicking	  on	  the	  
Change	  link	  the	  eCheck	  Information	  section	  
or	  at	  the	  Billing	  Information	  section	  allows	  
modifying	  information	  that	  was	  input.	  	  

If	  the	  information	  input	  is	  correct	  clicking	  the	  

	  button	  submits	  the	  
payment	  for	  processing.	  
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28. The	  Thank	  you	  for	  your	  payment	  screen	  

displays	  after	  the	   	  button	  is	  
clicked.	  This	  screen	  also	  displays	  a	  message	  
that	  indicates	  an	  email	  version	  of	  the	  receipt	  
will	  be	  sent	  shortly.	  	  	  
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29. An	  email	  is	  sent	  confirming	  the	  check	  
payment;	  however,	  it	  may	  take	  24	  hours	  for	  a	  
check	  payment	  to	  fail.	  
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30. To	  pay	  via	  credit	  card	  click	  on	  the	  “Credit	  
Card”	  tab	  at	  the	  Enter	  Payment	  Details	  
screen.	  
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31. All	  information	  at	  the	  Card	  Information	  
section	  is	  required.	  

The	  credit	  card	  is	  validated	  immediately,	  if	  
the	  card	  number	  is	  invalid,	  a	  prompt	  will	  
display	  under	  the	  Card	  Number	  field.	  	  
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32. All	  fields	  at	  the	  Billing	  Information	  section	  
are	  mandatory.	  

This	  form	  cannot	  be	  submitted	  if	  any	  
information	  on	  the	  form	  is	  omitted.	  With	  a	  
credit	  card	  payment,	  the	  Billing	  Information	  
must	  be	  associated	  with	  the	  card.	  This	  is	  
validated	  when	  the	  payment	  is	  submitted.	  

The	  email	  address	  entered	  in	  the	  “Re-‐enter	  
Email*”	  field	  must	  match	  the	  address	  input	  in	  
the	  “Email*”	  field.	  

The	  email	  address	  fields	  are	  validated	  for	  
syntax.	  
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33. Once	  all	  required	  information	  is	  entered,	  

when	  the	   	  button	  is	  clicked	  at	  the	  
Billing	  Information	  screen,	  the	  Review	  
Payment	  Details	  screen	  displays	  where	  the	  
card	  and	  billing	  information	  is	  reviewed	  and	  	  
can	  be	  revised	  by	  clicking	  on	  the	  Change	  links.	  

This	  screen	  displays	  information	  on	  the	  
service	  fee	  and	  indicates	  that	  it	  is	  not	  
refundable.	  

When	  all	  information	  is	  reviewed,	  clicking	  on	  

the	   button	  advances	  the	  
payment	  submission.	  
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34. The	  Thank	  you	  for	  your	  payment	  screen	  

displays	  after	  the	   	  button	  is	  
clicked	  and	  an	  alert	  displays	  indicating	  that	  an	  
email	  version	  of	  the	  receipt	  will	  be	  sent.	  

This	  screen	  displays	  a	  “Print”	  and	  a	  “Return	  to	  
CityPay	  Home”	  buttons.	  	  

To	  return	  to	  CCWeb	  to	  create	  another	  
payment	  submission,	  close	  the	  CityPay	  
browser	  window	  and	  return	  to	  CCWeb,	  which	  
is	  still	  open,	  to	  create	  and	  submit	  another	  
payment	  submission.	  
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35. Email	  delivered	  when	  the	  credit	  card	  
payment	  is	  submitted.	  	  

	  

	   	   	  
	  


