
The system is showing an inaccurate or wrong value



If the system 
is displaying 
an incorrect 
amount, you 

may have 
entered your 
amount too 

slowly and it is 
putting a 
decimal 

behind the 
first 

number(s) you 
entered.

The system is showing an inaccurate or wrong value



Once your 
amount is 

correct, 
click on the 
“PAY NOW” 

button. 

The system is showing an inaccurate or wrong value



After clicking “PAY NOW,” I’m unable to locate the section where I can 
enter my payment information.



There are two 
ways to process 

a payment…

1. By scrolling 
down - in the 
current page.
 
2. By clicking  
“View cart” - it 
will take you to 
a new page.

View cart is the 
easiest way to 

process a credit 
card payment.

Unable to input payment information



I see a duplicate payment



I see a duplicate payment
If you 

encounter a 
duplicate 
payment 

while 
scrolling 
down the 

current page, 
you need to 

scroll back up 
until you find 
“View cart” 

located at the 
top right of 
the screen. 

Click on 
“View cart.”



I see a duplicate payment
If you 

encounter a 
duplicate 
payment 

while 
scrolling 
down the 

current page, 
you need to 

scroll back up 
until you find 
“View cart” 

located at the 
top right of 
the scree, 
Click on 

“View cart.”



Click the 
red “x” to 
delete one 

of the 
duplicates. 

I see a duplicate payment



If the 
amount is 

correct, 
click on 

“Proceed 
to 

checkout”

I see a duplicate payment



Amount in “View cart” is incorrect



If the 
amount is 
incorrect, 
click on 

“Edit 
price”

Amount is incorrect



Enter the 
correct 
amount 

then click 
“UPDATE 

CART”

Amount is incorrect



The 
amount is 

correct, 
click 

“Proceed 
to 

checkout”



Processing Payment in VIEW CART



Enter the 
“Billing 
Details” 

then scroll 
down to 

“Your 
Order”



Enter eCheck 
or 

Credit/Debit 
card 

information 



Remember to 
check the 

box



Error Message
“Payment processing failed. Please retry.” 



Payment processing failed error If you have 
entered all 

your 
information 

and 
encounter the 

message 
“Payment 

processing 
failed. Please 

retry” you 
may have 

forgotten to 
Click on “use 

a new 
payment 
method”



Payment processing failed error

Enter correct 
ZIP


