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Chapter 1  CD Pro Customer Guide 
Section 1.1   Login Page 
 
Create your own account information to login to the online bill payment system.  

 
 
Register For An Account 
If you don’t have an account, please select “Register For An Account” to create one.  
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Please enter your Email address and image code information.  
Or select “Cancel” to go back to the main login page. Please select “Next” to proceed to Step 2. 
 

 
Please enter your information into the registration form. 
Or select “Cancel” to go back to the mail login page. Please select “Next” to finish registration. 
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Please select “Back to Login” to go back to login page. 
 
Quick Payment 
For users wishing to make a payment without creating an online account, there is a “Quick Payment” 
function which may be used anytime.  
 
If you select “Quick Payment” option, you will need your account number or multiple account numbers 
such as Water, Fuel, Propane, or Other; However, this option will ONLY allow you to pay the total 
amount due or pay in full. Please login and go to Payment Section for partial payment option and 
details. 
 

 
Simply select “Quick Payment” to launch the Quick Payment system screen. 
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Please enter your information and select “Next” to proceed to Step 2.  
Or select “Cancel” to go back to the main login page. 

 
You can enter information into an optional field called “Description Info” for adding a personal note for 
future reference. Then please select the Utility Type and select “Next” to proceed to Step 3. Or select 
“Cancel” to go back to the main login page.     
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Please enter the corresponding Credit Card information, and select “Next” to go to finish the quick 
payment process. Or select “Cancel” to go back to login page. 
 

 
If you wish to pay bill by check, please select “Input Check Information” tab and enter the corresponding 
check information, and then select “Next” to go to finish the quick payment process. Or select “Cancel” 
to go back to login page. 
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The system will display your payment status (either successful or failed). You may select “New Payment” 
to begin a new Quick Payment process or select “Back to Login” to go back to the main login page. 
 
Forgot Password function 
Users who have misplaced or forgotten their login password may recover this information.  

 
 
Just select “Forgot Password” to proceed to the “Forgot Password” page. 
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Please enter your login Email information and select “Send”. 

 
Please select “Back to Login” to go back to the main login page. 
 
Please check your personal email inbox to recover your system password information.  
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Section 1.2  Home Page 
Once you have logged in, you will see the system home page displayed.  

 
The system home page will display your Total Due amount, a Usage Comparison Chart, and a Utility Bill 
Comparison Chart.  
 
View Detail 
Simply select “View Detail” to view the Due List.  
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Please select “Detail” of any record and you’ll see detailed information for that particular utility bill. 

 
Please select “Back” (at the bottom of the page) to return to the previous page. 
 
Pay Bill     
Please select “Pay Bill” to go to Pay All page.  
 
“Pay Bill” function ONLY supports the payment of total amount due or pay in full. Please go to Payment 
Section for partial or over payment. 
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You may select “Cancel” to cancel the current payment process or select “Next” to proceed to the next 
step. 
 
There are 2 ways to pay bill. One is by Credit Card. The other is by Check. 
 
i. By Credit Card: 
Under “Credit Card Selection” tab, please choose “Select a Credit Card” in order to pick a saved credit 
card account from the drop-down list. You can enter information into an optional field called “Payment 
Reference” for adding a personal note for future reference. Please select “Next” to proceed to Step 3. Or 
select “Cancel” to go back to the main page. 

 
 
You may select “Input Credit Card Information” tab to input credit card info manually. The newly 
entered credit card information will be automatically saved to Customer Profile->Manage Your Credit 
Card.  
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ii. By Check: 
Under “Input Check Information” tab, please enter Account information. If the entered check account 
information has been saved under Customer Profiles->Manage Your Check, you can simply select the 
saved check account from the drop-down list. If the check account has not been saved under your 
Customer Profiles->Manage Your Check, please enter the check information you want to use for online 
payment. The newly entered check information will be automatically saved to Customer 
Profile->Manage Your Check.  
 
You can enter information into an optional field called “Payment Reference” for adding a personal note 
for future reference.  
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Please select “Next” to proceed to Step 3. Or select “Cancel” to go back to the main page.  

 
You can select “Cancel” to cancel the current payment process or select “Confirm” to confirm and 
complete your bill payment. 
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The system will confirm whether the payment process was successful. Just select “Back to homepage” to 
return to the system home page. 
 
After the payments are successfully transacted, a confirmation email for each account will be sent to the 
login email address. Users can login their Email Box to check the confirmation emails 
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Account Number 
Please select your account number from the drop-down list in order to display the corresponding charts.  
Example: the selected Account Number (0135) will display a Water Consumption Comparison chart and 
Bill Comparison chart as shown here:    

 
 
 

Section 1.3  Payment 

 
“Payment” option will enable or allow you to pay partial payments or overpayments, for your 
convenience. 
 
Please select the “Payment” icon to go to Payment page. 
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Please select “Cancel” to cancel the payment process or choose “Select” to choose an account for 
payment. 
 
There are 2 ways to pay bill. One is by Credit Card. The other is by Check. 
i. By Credit Card: 
Please choose “Select a Credit Card” in order to pick a saved credit card account from the drop-down list 
under “Credit Card Selection” tab. 

 



 
Manual for CDPro 18 
 

 
Copyright ©  2016 Able Software, All Rights Reserved. Page 18 of 36 

You may select “Input Credit Card Information” tab to enter credit card info manually. The newly 
entered credit card information will be automatically saved to Customer Profile->Manage Your Credit 
Card.  

 
 
ii. By Check: 
Under “Input Check Information” tab, please enter Account information. If the entered check account 
information has been saved under Customer Profiles->Manage Your Check, you can simply select the 
saved check account from the drop-down list. If the check account has not been saved under your 
Customer Profiles->Manage Your Check, please enter the check information you want to use for online 
payment. The newly entered check information will be automatically saved to Customer 
Profile->Manage Your Check. 
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You can enter information into an optional filed called “Payment Reference” for adding a personal note 
for future reference. Please select “Next”, in order to proceed to Step 3 or select “Cancel” to cancel the 
current payment process.  
 

 
Please select “Cancel” to cancel the current payment process or select “Confirm” to complete your bill 
payment.  
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The system will confirm whether the payment process was successful. Just select “Back to homepage” to 
return to the system home page. 
 
After the payment is successfully transacted, a confirmation email will be sent to the login email 
address. Users can login their Email Box to check the confirmation email: 

  
 
 

Section 1.4  Bill History 

 
Please select the “Bill History” icon to go to the Bill History page. 
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Please select “Account Number” to choose an account from the drop-down list. 
Next, you will want to choose your preferred billing date range and then use the “Search” function in 
order to display your bill history record results. 
You can also use the column title to display bill history records in ascending or descending order. 
Please select “Back” to return to the system home page. 
 
 

Section 1.5  Payment History 
 

 
Please select the “Payment History” icon to go to Payment History page. 
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Please select “Account Number” to choose an account from the drop-down list. 
Please select the Payment Date Range and Payment Result from the drop-down list. 
Choose the “Search” function to display the payment history records list. 
Please select “Back” to return to the system home page. 
 
Please note: The payment history function displays your online payment history only. Bill payments 
made from outside the online system (payments by check or in-person) will not be reflected here. 
 
 

Section 1.6  Usage History 
 

 
Please select the “Usage History” icon to go to Usage History page.   
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Please select “Account Number” to designate the correct account from the drop-down list. 
Then you can select the desired read date range and use the “Search” function in order to display your 
usage history records list. 
You may also use the column title to display the usage history records in ascending or descending order.  
Please select “Back” to return to the system home page. 
 
 

Section 1.7  Monthly Comparisons 

 
Please select the “Monthly Comparisons” icon to go to Monthly Comparisons page.  
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Please select “Account Number” to designate the desired account from the drop-down list. 
The “Latest Bill” field displays the most recent bill date for the selected account. Please choose the 
desired month and use the “Search” function to display the applicable comparison chart (most recent 
bill amount versus selected bill amount). 
Please select “Back” to return to the system home page. 
 
 

Section 1.8  Customer Profile 

 
Please select the “Customer Profile” icon to go to Customer Profile page. 
 
You must setup your profile and add your account number or account numbers if you have multiple 
accounts. Follow the next step for more details. 
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The “Customer Profile” page is where you may view and update your personal account information. You 
may edit any or all of the corresponding fields on this screen, as necessary. 
 
For managing accounts: 
Please select the “Manage Your Accounts” field to go to Account Management page.  
For individuals with multiple utility billing accounts (such as landlords or for multiple unit tenant 
management), this is where you may add or delete accounts for online payment and information 
management.   
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For adding accounts: 
You may add accounts as necessary (provided they are currently set up with your utility provider). 
Please select “Add new record” to display a screen for adding each new account.  

 
Please enter your account number and last name, and then select “Save” to add the account or choose 
“Close” to cancel the operation. 
 
The “Convenience Fee” box will either show a zero balance (which may be ignored) or be populated with 
a dollar amount. If there is an amount shown within the “Convenience Fee” box, this means your utility 
provider has assigned a separate fee to be paid with each online bill payment transaction. Please 
contact your utility service provider for questions or additional information.   
  
After entering the new account number, please select “Save” to confirm the change is successful. Then 
select “OK” to view the updated account list. 
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For configuration of recurring payments: 
Please select “Recurring” of the selected account to display a screen where you can configure the 
recurring payment method and high payment amount limit.  
 
Please note: The Recurring function is available only after the credit card or check info have been 
created. 
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Please select the saved Credit Card or the saved Check information from corresponding drop-down list 
as the recurring payment method.  
 
Please note: Only one payment method can be selected for recurring payment. Users are not allowed to 
configure both Recurring Credit Card Payment and Recurring Check Payment.  
 
Limit field is the high payment amount limit and used to control the payment amount to make it never 
exceed the limit. If Limit field is set to $0.00 represents there is no high payment amount limit for 
recurring payment. 
 
Please select “Save” to confirm updated information. Then select “Close” to exit the screen when 
finished. If you want to remove all the saved settings, please select “Clear”. 
 
For managing e-mail address info: 
Please select “Mailing” of the selected account to display a screen where you can view and edit Email 
Address. 
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Please select “Edit” to display a screen for editing the email address 

 
Please select “Active” to enable the email address to be used for sending e-billing (electronic bills).   
You may also create a new email address to replace previous information that has changed.   
Please select “Save” to confirm updated information. Then select “Close” to exit the screen when 
finished. 
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For managing utility bill types: 
Please select “Bill Type” to display a screen where you may edit the version of utility billing that’s 
attached to the selected account.  

 
Please select “Bill Type” to designate the preferred billing type from the drop-down list (email Bill, Paper 
Bill or All).  
Then select “Save” to confirm the bill type has been updated.  
Please select “Close” to exit the screen. 
 
For deleting accounts: 
Please select “Delete” in order to remove a selected account from the list. This will result in the selected 
account no longer being displayed.  
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Please select “OK” to remove the designated account from the list or choose “Cancel” to abort the 
operation.   
Please select “Refresh” to see the updated page view or choose “Back” to return to the system home 
page. 
 
For managing credit cards: 
Please select “Manage Your Credit Card” to go to Credit Card page. 
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Please select “Delete” to remove selected credit card information or select “Back” to return to the 
customer profile page. 
 
For adding credit cards:  
Please select “Add Credit Card” to designate a new credit card for billing. 

 
Please enter corresponding information and then select “Save” to add the new card or select “Cancel” to 
abort the operation and return to the Credit Card screen. 
 
For managing check info:  
Please select “Manage Your Check” to go to Check page. 
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Please select “Delete” to remove selected check information or select “Back” to return to the Customer 
Profile page. 
 
For adding check info: 
Please select “Add Check” to designate a new check for billing. 

 
Please enter the corresponding information and then select “Save” to add the check info or select 
“Cancel” to abort the operation and return to the Customer Profile screen. 
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Section 1.9  Send Message 

 
Please select the “Send Message” icon to go to the Send Message page. 
 

 
For sending messages to your utility provider, simply create your message content and select “Send”. 
The message will be delivered to your utility provider’s customer service inbox for review and response.   
Please select “Back” to return to the system home page. 
 
Message History Information Management 
Please select “Reply” to view message responses from your utility provider.  
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Section 1.10  Alerts 

 
Please select the “Alerts” icon to go to the Alerts page. A flashing red dot located in the upper right-
hand corner of the icon indicates you have unread messages for review.     
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Please choose “View” to read the selected message.   

 
Whenever you access and view individual system messages, a box titled: “Message Read” will be 
automatically checked to indicate messages that have been viewed.  
Please select “Back” to return to the system home page. 
 


