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CCWEB USER GUIDE Version 1.0 
1. Go to the CCWeb website by 

clicking on the first link on the 
right. 
 

Tip: As an alternative, go to the 
DOF website and type CCWeb 
on the search bar to log on to 
your account 

 
 
 

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

 

2. Click on                   button to 
access your account. 

 
*PLEASE NOTE: POP-UP 
BLOCKER MUST BE DISABLED 
TO MAKE PAYMENTS. 
INSTRUCTIONS ON HOW TO 
DISABLE POP-UP BLOCKER ARE 
LOCATED ON PAGES 22 TO 24. 

 

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

button to proceed to 
the Security Code Verification 
screen. 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

4. Enter the Security Code 
provided to you and click on 
the  button. 
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5. 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. 
  
 

 

 

 
 

6. 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 bring 
you to search screen. 
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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. 
 

 
 8. 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. 
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9. 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, 
enter the plate number; select 
the “Plate State” and “Plate 
Type” from the drop‐down list. 
 
 
 
 

 
10. If “Search by Violation” is 

selected, input the 
violation number and then click 
the                button to retrieve 
the specific violation. 
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11. 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 the records returned 
in the plate search and 
displayed at each page. 
 
The number of plates may 
display on multiple pages. 
 
 

 
12. Select the plates and click the  

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

13. Return to the Search screen 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 Violation Search Result 
page has a link to each ECF is 
provided and filters are 
available to filter search 
results. 
 

16. With violations selected at the 
Violation Search Result page, 
click the  button to add 
the violations selected to the 
cart. 
 

17. Clicking on the cart icon 
will take you to the cart page. 
The cart icon displays the 
number of items in the cart. 
 
If a “Zero-‐balance” violation 
is included in the payment 
submission, an error message 
will display, and the payment 
cannot be submitted to 
CityPay. This only occurs when 
searching by violation. 
  

18. At the Cart page, review the 
list of violations by using the 
scroll bar at the right side of 
the grid. 
 

19. 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. 
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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. 
 

 
 

 

 
 
 

 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. 

             
 
 

 

 
 
*** 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.  

 

 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 ,         

 or  
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 A confirmation window will 
appear if  is 
selected. 

 Click OK to continue. 

 
 

 
 
 
 
  The Electronic Case Folder 

Preview screen appears. 
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20. The Enter Payment Details 
page is displayed. The default 
payment method is echeck.     
There is no additional fee for 
echeck payments.  
On the left side you will notice 
the payment amount, the 
company name, number of 
summonses to be paid, and the 
agency id. 
 

21. Enter the echeck Billing 
Information and click   
                   to select the account 
type; personal or business. 

 

 

22. The Enter Payment Details 
page also has credit card 
payment option. There is a 2% 
service fee. On the left side you 
will notice the item total, 
service fee, payment amount, 
the company name, number of 
summonses to be paid, and the 
agency id. 
 

23. Enter the credit card Billing 
Information and click   
                  . A Payment method 
screen will appear which will 
give the option to go back, click 
next, or exit. 
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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 

 

 

 

 
 

 Payment Method: In this 
section, enter the following 
information: 
o Name on Account 
o Account Number – clicking   
   gives an example of 
where to locate this 
information on check. 
o Re-‐Type Account Number 
Routing Number - clicking   
   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 Next 
to proceed to the next screen 
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25. The Payment Review Screen  will display the  CityPay Terms & Conditions . Clicking on  on the bottom of 
the screen acknowledges the terms and conditions. 
 

 
 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  to proceed with  
       the payment. 
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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. 
 

 

28. A Summary Receipt is emailed 
when the payment is 
submitted.  
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29. A Detailed Email is delivered 
afterwards. 

 
o If payment was made 

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

 
o If payment was made after 

5pm, the user will receive a 
detailed receipt within 48 
hours. 
 

 30. For Fleet Companies: On the 
Fleet Services Homepage, Fleet 
Companies have access to their 
Fleet Summons Issuance 
Report (164) by clicking on  
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31. For Rental Companies: On the 
Rental Services Homepage, 
Rental Companies have access 
to their Rental Summons 
Issuance Report (164) by 
clicking on  
 
 

 
 

32.   For Fleet Companies: The 
Commercial Customer Fleet 
Report Page is displayed. The 
Fleet Summons Issuance 
Report is listed first. It is 
highlighted in blue since it 
contains a link. 
 
A message stating that a “New 
SWRPT164 Report is Available” 
when the latest report is 
available. 
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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” 
when the latest report is 
available. 
 

 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.    
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35. For Rental Companies: The 
SWRPT164 – Rental Summons 
Issuance Report is displayed. 
Rental Companies will have 
access to the last twelve 
weekly Rental Summons 
Issuance Reports.   
 

 
 

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  
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o Fleet Program Activity Report – Overpayment Processing Section 
 

 
o Fleet Program Activity Report – Outsanding Summons Section 
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o Rental Program Activity Report – Overpayment Processing Section 
 

 
 

o Rental Program Activity Report – Outsanding Summons Section 
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• Internet Explorer: How to 

Disable Pop-Up Blocker  
 

1. Click on the   symbol 
on top far right-hand side. 
 
2. Click on Internet Options. 

 

 

3. Click on the Privacy tab. 
 
4. The checkbox next to Turn 
on Pop-up Blocker should not 
be selected. 

 

          
 

1 

2 

3 

4 
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• Google Chrome: How to 
Disable Pop-Up Blocker  
 

1. Click on the  symbol on  
 the far right hand side. 
 
2. Click on Settings. 
 

 
 

 

3. On the left hand side, click 
on Privacy and security. 
 
4. Click on Site Settings under 
Privacy and security. 
 
5. Pop-ups and redirects 
should be “allowed”. 

 

 
 
 

 
 
 

 

1 
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• Fire Fox: How to Disable 
Pop-Up Blocker  
 
1. Click on the three 
horiztional lines on the top 
right hand side. 
 
2. Select Options. 
 
3. Select Privacy & Secuirty 
panel. 
 
4.  The checkbox next to 
Pop-up Blocker should not 
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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