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Release Notes: Modifications and New Features 

1. Modified the Agency Plates Result page (Figure 7):  

a. Implemented pagination for large result sets. 

b. Introduced the “Show # of entries” drop down list that will allow users to controls the number of 
rows displayed per page. 

2. Modified the Violation Search Result page (Figure 8):  

a. Displayed page data will persist until executed upon, replaced by a new search, or expired due 
to the session expiration. 

b. The page data will refresh after each new Plate Search. 

3. New Cart page (Figure 9):  

a. The Cart page will be the common page for decision making on selected violations. It will allow 
users to select violation(s) and perform the following operations: find out more information on 
how to operate a cart, add more items to a cart, remove items from a cart, pay selected items by 
e-check, create a bill, or request a hearing.   

4. New Checkout: Payee Information page (Figure 10):   

a. The Payee Information page will display the total amount the user is responsible to pay, a notice 
explaining the City’s relationship with ClearTran and a brief explanation on how the electronic 
checking works, and the pre populated Agency information. 

5. New Checkout: Select Check Type page (Figure 11): 

a. The purpose of the Select Check Type page is to help the user identify where the check number 
resides within the Magnetic Ink Character Recognition (MICR) sequence printed on the bottom 
of their check and pass that information to the system. 

6. New Checkout: Payment Information page (Figure 12, Figure 13):  

a. The Payment Information page will display an image of the e-check and with automatically filled 
previously entered payee information.   

7.  New Checkout: Validate Information page (Figure 14):   

a. The Validate Information page will display all the information entered by the user, as well as the 
amount to pay and bank and branch information. 

8. New Checkout: Processing Payment page (Figure 15):  

a. This is the interim page that will be displayed approximately for two minutes. It will instruct users 
to wait for the Payment Confirmation page. 

9. New Payment Confirmation page (Figure 16):  

a. The purpose of this page is to display information about the payment, including the NYCServ 
receipt number, the date and time and a summary of the line items included. 

10. New Payment Email Confirmation: 

a. An email confirmation will be sent out to the user upon completion of the e-payment process. It 
will contain the payment details, payment summary and violation details. 
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E-check payment process 

The Fleet/Rental Online Services application allows the enrolled agencies to: 

 Review weekly reports that identify tickets issued to plates enrolled in the Fleet Program 

 Add and terminate plates enrolled in the Fleet Program 

 Select violations you wish to pay, create a bill and pay online via e-check 

 Create electronic case folders for violations that you wish to contest via a hearing 

This User Guide describes the e-check payment process only. Using this guide, readers should have a good 

understanding of how to access the Fleet/Rental Online Services application, search for and view all of their 

outstanding violations, place them into a multipurpose cart for electronic payment processing.  Upon 

completion of the e-check payment process, the system will display a payment confirmation message and 

send an email confirmation to the user. 

Please follow the Step by Step instructions on how to create an E-payment. Please note: the screens in the 

final product may look slightly different from how they appear in this document. 
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Step by Step: How to login to Fleet/Rental Services application 

From the NYC Finance homepage,  

1. Click the  hyperlink  to access 

the Parking Ticket page 

2. From the Parking Ticket page, click the 

Fleet/Rental Online hyperlink to access the 

Fleet/Rental Online Services application.1  

Figure 1: NYC Finance Homepage 

                                                           
1 Alternately, you can access the Fleet/Rental Online page by clicking the tab “Pay Online Now” then select Fleet/Rental Program. 
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Step by Step: How to login to Fleet/Rental Services application 

From the Fleet/Rental Online Services page, 

3. Click the button. This launches 

the Fleet/Rental Logon page. 

Figure 2: Fleet/Rental Online Services 
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Step by Step: How to login to Fleet/Rental Services application 

From the Fleet/Rental Logon page,  

4. Enter your User ID in the User Name field. 

5. Enter your current password in the Password 

field.  

6. Click button. Your user name and 

password will be verified by the system and the 

Security Code Verification page will display. 

Figure 3: Fleet/Rental Logon 
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Step by Step: How to login to Fleet/Rental Services application 

From the Security Code Verification page,  

7. Enter your security code in the Security Code 

field 

8. Press the  button. Your security code 

will be verified by the system and the Fleet or 

Rental Services Homepage will display.   

Note: Based on the user’s profile, the system 

displays either the “Fleet” or “Rental” header.  

Figure 4: Security Code Verification 

 



Step by Step: How to search for and view the outstanding violations 

From the Fleet Services Homepage,  

9. Click the  button to launch the 

search option dialog box. 

 
Figure 5: Fleet Services Homepage 
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Step by Step: How to search for and view the outstanding violations 

From the Fleet Search page,  

10. Click the appropriate radio button to select the 

type of search by: 

 All agency plates 

 Individual plate 

 Individual violation number 

11. Click the  button to activate the 

search. 

 

Figure 6: Fleet Search 



Document: EPayment User Guide_May 2014                                                                                             Page 11 of 20 

Step by Step: How to search for and view the outstanding violations 

If “Return All Agency Plates” search option was 

selected, all registered plates will be returned.  

12. Click the down arrow from  

drop down list to select the number of rows you 

would like to have displayed per page.  

13. The total number of pages in the footer will 

change based on the value selected from the 

“Show entries” drop down list. 

14.  Select one or more plates by clicking the 

individual check box(s) or Select check box  to 

view unsatisfied violations associated with each 

plate.  

15. Click  or   pagination 

buttons to manipulate through the result set. 

16. Click the  button  to activate the 

search. It will transfer control to the Violation 

Search Result page. 

17. Click the  button to return to the main 

Fleet/Rental Search page.  

Figure 7: Agency Plates Result 
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From the Violation Search Result page,  

18. Check off the boxes in the Select column  for 

the violations you would like to add to the cart.  

19. Once all the violations have been selected, click 

the  button  located at the bottom of 

the screen.  

20. The system adds the selected violations from 

the Violation Search Result page to a cart. 

The Cart counter will be updated as items 

are added and removed from the cart.  

21. To add more violations, click the  

button. It returns control the previous page.  

22. To view the cart contents, click the cart icon 

located on top of the page. The Cart page will 

display. 
 

Figure 8: Violation Search Result 

Step by Step: How to search for and view the outstanding violations 

 



 

Step by Step: How to create E-payment 

The Cart page displays: 

23. The total number of items in the cart  

24. The total amount the user is responsible to pay  

25. To add more items to the cart, click the 

 button to return to the 

search result from the previous page.  

26. To remove selected violation from the cart, click 

the  button.  

27. To initiate the Checkout process, click the 

 button. It will transfer control to the 

Payee Information page.  

Figure 9: Cart Preview 
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Step by Step: How to create E-payment 

The Payee Information page displays:  

28. The total amount the user is responsible to pay  

29. A notice explaining the City’s relationship with 

ClearTran and a brief explanation on how 

electronic checking works and,  

30. The pre populated Agency information that can 

be overwritten by users as needed, such as: 

Agency Name, Address, City, State, E-mail 

address, First Name, Last Name. 

 All required fields must be entered. 

31. Verify all the payee information for accuracy 

and click the  button to go to the next 

step. The Select Check Type page will display. 

 

Figure 10: Payee Information 
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Step by Step: How to create E-payment 

The purpose of the SELECT CHECK TYPE page is to 

help the user identify where the check number 

resides within the Magnetic Ink Character 

Recognition (MICR) sequence printed on the 

bottom of the check and pass that information to 

the system. 

Depending on the bank, the position of the check 

number can vary; it may be on the left, on the 

right, or in the middle.   

32. Following the information displayed on the 

page, locate the check number on your paper 

check then select the radio button next to the 

illustration that matches the format of the check.  

33. Once the position of the check number is 

selected, the click the  button to go to 

the next step.  The Payment Information page 

will display.   

 

Figure 11: Select Check Type 
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Step by Step: How to create E-payment 

The Payment Information page displays an 

image of the electronic check:  

34. The name and address are automatically filled 

in by the system, using the data previously 

entered on the Personal Information page.  The 

today’s date, the Payee, and the amount to pay 

values are also filled in. These values are not 

editable.   

35. Enter the Routing Number, Account Number, 

and Check Number, including any leading 

zeros. You may optionally enter a Memo note.   

Important: Please void this check in your 

checkbook. 

36. Upon completion, clicks the  button to 

go to the next step. A pop-up message will 

display. 

 

Figure 12: Payment Information_1  
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Step by Step: How to create E-payment 

The pop-up message is instructing the user to re-

enter their account number.   

37. Click OK to dismiss the pop up, and 

38. Re-enter you account number 

39. Click the  button to go to the next 

step. If the account numbers do match, the 

system automatically displays the Validate 

Information page. 

 

 

Figure 13: Payment Information_2 
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Step by Step: How to create E-payment 

The Validate Information page displays all the 

information entered by the user, as well as the 

amount to pay and bank and branch information. 

40. Verify the information displayed and check the 

“I accept the Terms and Conditions” checkbox 

41. Click the  button. While the 

payment is being processed, the system 

displays the Processing Payment page. 

 

 

Figure 14: Validate Information 
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Step by Step: How to create E-payment 

The Processing Payment page is displayed 

approximately for two minutes. Do not leave this 

page until the Payment Confirmation page is 

displayed.  

42. If the NYCServ receipt number didn’t get 

generated at the end of the payment 

processing, please contact us at 

nyc.gov/contactfinance for further assistance.   

 

Figure 15: Processing Payment 
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Step by Step: How to create E-payment 

Once payment processing is complete, the 

Payment Confirmation page is displayed and the 

system sends an e-mail confirmation to the e-mail 

address entered by the user.   

43. This page displays information about the 

payment, including the date and time, the 

NYCServ Receipt Number, and a summary of 

the line items included in the payment. 

44.  Click the  button to print the Payment 

Confirmation for the future reference.  

 

Figure 16: Payment Confirmation 
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