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Internet Credit Card Payments
CM/ECF

The Internet Credit Card payment module in CM/ECF provides the ability for attorneys to:
. Pay filing fees by credit card over the Internet

. Review their Internet credit card transaction history

Internet Credit Card Payment Process

Users will be automatically directed through the Internet payment process when filing any
pleading that requires a fee. Once the payment has been successfully completed, users
will automatically return to the filing process. Users will be presented with a payment
information screen that includes the cardholder name, address and credit card information
(Figure 1). The cardholder name, first address line and zip code default to the values
shown in the CM/ECEF utilities "Maintain Your ECF Account.” The payment amount field will
be populated with the current fee.

COnling Paymsant Hetum fo your origingding applicalion
Step 1; Enter Fayment Infermation 1

PayVia Plastic Card (PC) (ex: American Express, Diners Club, Discowver, Mastercard, VISA)
Required fields are indicated with a red asterisk ™

fccount Holder Name: [Taresailliams *

Payment Amount: £250.00
Billing Address: |1 234 E. Tracewind

Billing Address 2:
City: [San Antonio
State / Province: | Texas-Tx -
Tip / Postal Codes | 78247
Country: |/ n=e Sizfes v *
[— S
_ s Q = i " Click the down arow

Card Type: | ¥isa
Card Mumber: 4117111111771 ® Cary musmer valLe shoald pod comias soanes ordashen) to scroll the screen.

Sacurity Coda: 123 * alp finding your supuhy cade
Ewpiration Date: |97 ~|* ; PO = *

Figure 1 - Payment Information


www.ohnd.uscourts.gov/sites/ohnd/files/Internetcreditcardpaymentinstructions.pdf

Special Notes
. Fields marked with an asterisk are required fields.

. The Billing Address is a required field that is pre-populated with the address
information currently available in CM/ECF, but may be changed. This
address does not have to correspond with the credit card billing address.
Changing the billing address does not make an address change in ECF.

. When filling the payment information, do not use hyphens or spaces in the
Card Number. Clicking the “Continue with Plastic Card Payment ” button
presents the user with a summary screen (Figure 2).

Online Payment Return to your originating application
Step 2: Authorize Payment 2

Payment Summary Editthis information

Address Information Account Information Payment Information
Account HDIdETTeresa Williams Card Type: Visa Payment Amount: $350.00
Name: Card Humber: 1111 Transaction Date 02/22/2007 15:13
ba: 7 ¢ 2007 and Time: EST

Billing Address: |
Billing Address 2:
City: Sarrw=rormo
State / Province: TX @
Zip / Postal Code: 73247
Country: USA

Click the Continue button.

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address:

Confirm Email Address:

——— Lenarate multiole email Fddesses with 3

Figure 2 - Authorize Payment

To receive a transaction receipt for reconciliation with credit card statements, users must
enter a valid email address on this screen. This email receipt will have a tracking ID



number that the Court may need to identify the transaction should a problem arise.
Carefully review the payment information and check the authorization box. Then click on the
“Submit Payment” button. Users will be automatically returned to CM/ECF to complete
their filing.

*WARNING**Pressing the “Submit Payment” button more than once may result in multiple
transactions being processed.

If the email address you entered is correct, you will receive a receipt via email (Figure 3).

The filing fee will be forwarded directly to the U.S. Treasury. The receipt number will be
included in the docket text information on the Notice of Electronic Filing (NEF). Confirm
that all information entered is correct.

THIS IS AN AUTOMATED MESSAGE. PLEALSE DO NOT REPLY.
Your transaction has been successfully cowmpleted.
Pavment Sunmary

Application MName: CH ECF AZ Linux
Pav.gowv Tracking ID: 3IFOSQLTZ
Pavinent Agency Tracking ID: 265189

Cardholder Nawme: Teresa Williams
Cardholder Address: 1234 E. Tradewind
Cardholder City: S3an Antonio

Cardholder 3tate: TX

Cardholder Country: U3A

Cardholder Zip Code: 73247

Card Type: Visa

Pavient Amount: $350.00

Transaction Date: bug 24, 2006 12:33:07 PM

Monitoring Payments

Internet fees and payments may be reviewed by using the option Internet Payment History
on the CM/ECF Utilities menu. The list includes all payments of charges incurred via
Pay.gov and may be viewed for a specified date range (Figure 4).
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Figure 4 - Internet Payment History

Payment Errors

If processing of a payment is unsuccessful, an error screen will appear. PRINT
THIS ERROR SCREEN or write down the complete message and call 1-800-355-
8498 for assistance.

Go to the Utilities menu and select the hyperlink for Internet Payment History to
review completed payments if you are not sure your payment was successfully
completed.

To successfully use the On-line Credit Card module, your browser must have 128-
bit encryption.

Pursuant to General Order 2006-15, the Clerk's office has adopted a procedure to
refund erroneous or duplicate on line filing fee payments.

1. The party must submit a written request for a refund. The request
must include the case number, date of filing, the event that the party
filed, the overpayment amount and the reason for the overpayment.

2. If approved, the Finance Administrator will issue an electronic refund
through Pay.gov and send an e-mail notification of the refund to the
requestor. If the request is not approved, we will mail a letter of
explanation to the requestor.





