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CCWEB USER GUIDE Version 2.0

HOW TO LOG ON TO CCWEB

1. Go tothe CCWeb website by
clicking on the first link on the | http://www1.nyc.gov/assets/finance/jump/ezfleet.html

right.

Tip: As an alternative, go to the m vy Translate| ¥ Text-Size
DOF website and type CCWeb Department of Finance
on the search bar to log on to A S NYCTakes  Fines  Waysto Save  SheriffiCourts  About

your account

Instructions: Type a question or keyword in this box, then click on your selection.

2. Clickon button to Search | Email Updates | Contact Us
access your account. Residents Business : Visitors : Government : Office of the Mayor

Commercial Customer Online Services

Users enrolled in a Fleet/Rental program may use this website to view important account information online
S
and/or perform a variety of tasks, including: enrolling and terminating license plates, viewing open violations,

creating bills, paying selected violations via electronic check and requesting hearings.

1f your account has already been activated, please click the adjacent "Logon" button to begin your session.
To see the current status of your account, please click the adjacent "Account Status" button. First-time
users vill be given the opportunity to enter credentials needed for authentication, as well as to submit a

request to activate their Commercial Customer account.

If you already have an active account but are experiencing trouble logging in, or to reach us with questions,
suggestions, or any other requests, please click the "Contact Us" button on the navigation menu.

For additional information about this site please click the adjacent "FAQs" button.

If you are having rouble viewing his website, please upgrade Lo a current Browser.

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map

Search NYC.gov: | | [subma
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3. The Fleet/Rental Logon page Fleet/Rental Logon
dISp|ayS da NEWS UPDATE. Account Status

- Please enter your User Name and Password and click the Login button in order to access the Rental/Fleet

Logon Commercial Customer Program Online Services.
. . . . FAQs 1If you are a first-time user and have not activated your company account, please do so now. Click the
(A) hlghllghted in ye||0W ISa Account Status button which will take you to the Company Search page, where you may set up a user

profile.
Please remember to disable your browser's pop-up blocker if you plan to make any payments.

new update announcing how e
to request a hearing for eligible °

camera violations

NEWS UPDATE:
New! Request a hearing on your eligible camera violations.

(B) hlghhghted in ye”OW iS an Effective February 132, 2018, Commercial Company Website (CCWeb) users will now have an option to receive
. . decision and orders via e-mail.
upcoming maintenance

SChed u Ie Beginning Tuesday morning, February 12, 2018, electronic payments made through CCWeb, our online Fleet
* portal, will be processed by a different bank. Because of this change, if you wish to pay the City of New York
("City") by E-Check, which is an Automated Clearinghouse (ACH) debit to your bank account, you must first
ensure that your bank will accept the charge.

Enter‘ the User' Name and You may have to contact your bank to pre-authorize the City's ACH debits by Citibank, N.A. and to provide
. your bank with the following information:
Password then click on the
« City of New York ACH Originating Bank........ Citibank, N.A.
~kedins hutton to proceed to « Gity of New York Company 1D ... AD36400434
the Security Code Verification
If you need assistance please contact the Fleet and Rental unit.
screen.
rom 5:00a.m
Upcoming Maintenance Schedule:
Due to planned system maintenance, Bill Creations, Payments and Commercial Hearing Requests will be
unavailable on Sunday, 01/26/2020, from 07:00AM - 12:00PM.
We apologize for any inconvenience this may cause.

User Name:
Password:

<keginy

Forgot your User ID or password? Click here and we'll email it to you.

4. Enter the Security Code

provided to you and click on
the <kegioy putton.

Security Code Verification

A:cqunt Status Please enter your Security Code and click the Login button in order to access the Rental/Flest Commercial
ogon Customer Program Online Services.

Security Code: sesssssssnnsnrae

[__tome __JELCIIY

Forgot your Security Code?  Click here and we'll email it to you.
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5. The CCWeb Homepage for
Fleet Customers. (for the
Master Company User).

At the Fleet Services
Homepage, click the
BT button at the
navigational menu on the left
side of the screen.

Items: 0

Click the icon
to view cart

Reports

Fine Schedule

Contact Us

Fleet Services Homepage

Agency: User: EMPIRE
Welcome to Fleet/Rental Online Services

Pursuant to recent rule changes adopted by Finance, a new penalty cyde for tickets issued to participants in
the Flest Program and Stipulated Fine Programs is in effect as of March 6, 2014. Finance is finalizing
changes to our system that will be implemented in April 2014 and will reflect the new rules. Under the new
penalty cycle:
= Tickets issued to fleet program vehicles will be subject to a £10 penalty if they have not been paid or
adjudicated within 45 days from when they enter our system.

» For participants in Stipulated Fine programs, abatements will be reversed on tickets that are not
resolved within 45 days.

« A second penalty of $20 will be added after an additional 45 days, and third penalty of $30 after a
further 45 days if the ticket remains unsatisfied. Thereafter, a default judgment will be entered
against the ticket.

Additionally, fleets that accrue greater than $350 in judament debt will be terminated from the program and
subject to booting and/or towing. For the official rules visit
https://rules.cityofnewyork.us/content/rule-amendments-parking-violations-flest-program

The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Enroll New Plates in the Program

-Check Plates

-Terminate Existing Plates

-View Reports

-Submit Annual Certifications

-Manage your web account by adding users, changing your "status” or editing your profile
-View frequently asked questions about this site

-View program updates

-Reach us with questions, suggestions, or any other requests

Only authorized personnel are permitted to perform these functions.

6. The CCWeb Homepage
for Rental Customers.

At the Rental Services
Homepage, click the

I button at the

navigational menu on the left

side of the Homepage screen.

Clicking this button will bring
you to search screen.

Items: 0

1l

Click the icon
to view cart

Check Plates

Reports
Add User
Change Status

Edit Profile

Contact Us

Log out

Rental Services Homepage

Agency:Account Company Name User; User Name

Welcome to Fleet/Rental Online Services
The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Check Plates

-View Reports

-Manage your web account by adding users, changing your "status” or editing your profile

-View frequently asked questions about this site
-Reach us with questions, suaaestions, or any other requests

Only authorized personnel are permitted to perform these functions.
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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.

Click the icon
to view cart

Search
Enroll Plates

Check Plates
Terminate Plates

Reports
Fine Schedule
Add User
Change Status

Edit Profile

-FAOS

Contact Us

Home
Log out

Search Contact Us

Email Updates

Residents Business Visitors Government Office of the Mayor

Fleet Search
NAME

Agency: COMPANY NAME User: Service: Search

To view unsatisfied violations, select a search option and click the Search button.
To view all unsatisfied violations, please use the Return All Agency Plates option.

® Return All Agency Plates

Search by Plate

pate nomber
Plate State: Select State v
Plate Type: Select Type v

Search by Violation

Search

Violation Number

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Pnvacy Statement | Site Map

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.

Items: 0

Click the icon
to view cart

Enroll Plates

Check Plates

[ Terminate Plates

Reports

Change Status

Contact Us

Agency Plates Result

Agency: COMPANY NAME User: NAME

Service: Search

To view unsatisfied violations, please select plate(s) and click the Search button. Click
the Back button to return to main Search page. To view all unsatisfied violations, select
all plates.

Show |25 ¥  entries Export to Excel )

Sc Plate Number 4 state &  Type & '“'::‘:L:"‘ “
1 v 55555NY NY PAS
2 v 55555NY NY coM
3 v 55555NY NY CoM
4 v 55555NY NY coM
S v 55555NY NY CcoM
6 ¢ 55555NY NY com
7 s 55555NY NY CcoM
8 v 55555NY NY coM
Q (v, MY coM >
<< First < Previous 2/9 Next > Last >>
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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.

Items: O

Click the icon
to view cart

Search
Enroll Plates

Check Plates

Reports

Change Status

Edt Profile

Contact Us

Search Emal Updates

Office

Contact Us

Visitors Government

of the Mayor

Residents Business

Fleet Search

COMPANY NAME
Service: Search

Agency: User:

[To view unsatisfied violations, select a search option and dick the Search button.
To view all unsatisfied violations, please use the Return All Agency Plates option.

Return All Agency Plates

= Search by Plate

Plate Number

NY v

Plate State:

Plate Type:

Search by Violatic pAS
coM
OMS
OoMT
- rch

Violation Number

AGR

AMB
AME
ARG
AYG
BOB
ces
1CCK
CHC
CLG
CMB
CME
CMH
COM -

10. If “Search by Violation” is

selected, input the
violation number and then click

the button to retrieve

the specific violation.

8

Items: 0

Click the icon
to view cart

MNews
Search
[ Envoll Plates
" Check Plates

Terminate Plates

Reports
Fine Schedule

Add User
Change Status
Edit Profile
FAQs
Contact Us
Home

Log out

Search Contact Us

Emal Updates

Residents Business Visitors Government Office of the Mayor

Fleet Search

Agency COMPANY NAME User: NAME  Service: Search

To view unsatisfied violations, select a search option and click the Search button.
To view all unsatisfied violations, please use the Return All Agency Plates option,

Return All Agency Plates

Search by Plate

late tumber |
Plate State: Select State v
Plate Type: Select Type v

* Search by Violation

Violation Number |

Search

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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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

Show |25 ¥ [entiies gt the top of the
grid from 25 to 50 or 75 or 100

Items: 0

Click the icon
to view cart

Check Plates

Terminate Plates

Agency Plates Result

Agency: COMPANY NAME User: NAME

Service: Search

To view unsatisfied violations, please select plate(s) and click the Search button. Click
the Back button to return to main Search page. To view all unsatisfied violations, select
all plates.

Export to Excel j

Show 25 v entries

Select

Internal Plate
and then use the scroll bar to me— Plate Number  §  State §  Type § Number ¥
review all the records returned
. 1 v 55555NY NY PAS
in the plate search and
displayed at each page. Chande Status 2 v 55555NY NY com

0
Edit Profile 3 v 55555NY NY COM
The number of plates may
display on multiple pages. e 4 ¢ S3555NY NY com
5 v 55555NY NY coM
6 v 55555NY NY COM
7 v 55555NY NY coM
8 v 55555NY NY COM
[ o’ NY cou Y
<< First < Previous 2/9 Next > Last >>

12. Select the plates and click the Items: 0 Agency Plates Result

button to search for E
. . Agency: COMPANY NAME User: NAME
violations. The search results Click the icon Service: Search
. . . o to vi
will display at the Violation R
To view unsatisfied violations, please select plate(s) and click the Search button. Click
Search Results page. the Back button to return to main Search page. To view all unsatisfied violations, select
all plates.

13. Return to the Search screen to Eﬂ
set different search criteria, prosnreweeal  Show 25 v entries Export to Excel
click the| Back | button.

Internal Plate

Plate Number State § Nomb

14. To maneuver to other pages of ; 2 e e =
the Agency Plates Result
listing, use either the | ==First Change Status : Y S5555NY oy o
or [Last== buttons to 3 v EoseENY NY com
view/select plates.

4 v 55555NY NY coM

5 v 55555NY NY COM

6 4 55555NY NY COM

7 v 55555NY NY COM

8 v 55555NY NY CcoM

Q < MY com e
<< First < Previous 2/9 Next > Last >>
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15. The Violation Search Result B 30 Violation Search Result
page has a link to each ECF is E

provided and filters are Cickeicen
. . 1o view cart
available to filter search
results. Below are the open viclations of your search result, Adding viokations to your cart

alows you to perform any of the three options: Pay by e-check, Create 2 Bil, Request 2 Hearing.

P by sty Ay

A

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

\ore Pl by D e R

zl1E

cart.
— o ,' By g SR TR s .gr:.-_,}y Vi ECF
17. Clicking on the cart %= icon i
will take you to the cart page. iy oy B mEN 2o " Ve F
The cart icon displays the 2eg
. . Contact Us i ey 23333 N s | L] bl S ) My View ECF
number of items in the cart. ;
¢ ,:,p"’ e N Q DOMS 20D o _;‘1 View ECF
If a “Zero--balance” violation
. . . " 2 PrePenay 33333 . - - e A o
is included in the payment 4 SR MR e i .
submission, an error message : W sy o U e = -

Nrnog

will display, and the payment
cannot be submitted to 7 hetiotna ™ S - B oumE oM g Vv F
CityPay. This only occurs when

searching by violation. -

18. At the Cart page, review the Ttems: 8 2
list of violations by USing the Click the icon Agency: COMPANY User: NAME
scroll bar at the right side of to view cart

The Cart allowss you to select individual violations to (1) Pay by eCheck,(2) Pay by credit
card, (3) Add to a Bill, or (4) Add to a2 Hearing Request.

the grid.

« If you are using CCWeb to print a bill to submit to a Finance Business Center, it
may not contain more than 200 violations. If you want to process more than 200
violations, you may create and submit multiple bills. m

19. Clicking on the “Select”
checkbox in the grid header
selects all violations in the cart.

« If you pay online by electronic check, you will not be chargad a fee.

« If you pay online by credit card, a 2% fee will be applied to each payment that you
make. It may take up to 24 hours for credit card payments to post.

Or select the violations to
include in a bill, payment, or
request a hearing by checking
each violation individually.

*Note: Unselected violations remain in the Cart until they are removed or until the
current session axpires.

Add More ltems to Caut Remove ltems From Cart Items: 8 Amount: $880.00

Y e e meed Twes VoS 4 VRS 6 amowm o
1 S5555SNY NY con 21 $£5.00
< 55555NY NY com & $115.00
3 SSSSSNY NY con 3 $85.00
2 SS556NY NY con a2 $115.00
s 55555NY NY cOoM 33 $95.00
& S5555NY NY con 32 $35.00
7 S5555NY NY con 43 §17500
3 S5555NY NY con i3 $175.00

Create Bill m Request Heasing
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Buttons displayed the Cart « If you are using CCWeb to print a bill to submit to a Finance Business Center, it
p may not contain more than 200 violations. If you want to process more than 200
age: violations, you may create and submit multiple bills. m

> More Info button displays
a pop--up window when

clicked and provides * If you pay online by credit card, a 2% fee will be applied to each payment that you
. . . make. It may take up to 24 hours for credit card payments to post.
information on paying by

eCheck, Credit card and

requesting a hearing, etc. lote: Unse_lected \:fiolations remain in the Cart until they are removed or until the
rrent session expires.

> Add More Items to Cart

allows customer to go back Cart Info x
to their last “

« If you pay online by electronic check, you will not be charged a fee.

See screen shot.

Pay by eCheck: Pay selected violations online using your checking account

“Violation Search Result” information. There is no convenience fee applied when paying by eCheck.

page and select more Pay by Credit Card: Pay selected violations online using your credit card.

vioIations to add to thE‘iI’ When paying by credit card, there is 3 2.00% service fee applied to each
payment.

cart. . :
Create a Bill: Create a payment coupon for selected violations. Include the
coupon along with your payment.

> Remove Items from Cart Request a hearing: Request a3 hearing by mail or in-person by placing

selected violations into an electronic case folder.

button allows a customer
| iolati d Selecting Violations: Check the checkbox in the "Select” column next to
to select violations an the violations column header to select or deselect all items in your cart.

remove them from their Add More Items to Cart: Go back to your search results and add more
CCWeb cart. items to your cart.
Remove Items from Cart: Check the checkbox in the "Select” column next

to the violations you want to remove and then click the Remove Items from
Cart button.

C||Ck|ng m Remove llems From Carnl

allows the user the option
to request a hearing. Refer
to pages 15 to 19 for

detailed instructions on - e o cou 2 54500
how to request a hearing. . SEESSNY N cou s s115.00
- SEEELNY Y cou Lt 8800
Clicking on will . I - . ; -
create a payment coupon.
If the button is clicked and : . o - - e
at least one violation has : S555ENY Ny cou *‘ 595,00
not been selected, a 7 SESESNY Wy cou a $17500
prompt will display ] 55555 nY cou 2 $174.00

requesting that at least 1

violation be selected for
menu is on the following
page.

*** NOTE: Due to the way some browsers behave, all CCWeb user are

Once violations are encouraged to turn-off their pop--up blocker prior to clicking on the button.

selected at CCWeb, click
the G222 button opens a
new browser window.
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> As aresult of clicking “
Create Bill”, the Bill
Preview screen appears
giving the user two

options:
o Confirm and print
bill.
o Cancel.

STEP ONE

Bill Preview

The following viclations will be included in your bill. Please review your selections. To add or remove violations, click
the Cancel button to return to the Cart page where you can modify your selection.

STEP TWO

Create your bill by clicking on the Confirm and Print Bill button at the bottom of the screen. This bill is valid for 30
days. An email confirmation with a bill number will be sent to you.

Export to Excel

Total Amount Due for ltems: $258.00

Plate Vlolatlon Total
-m v“:.latlon "umber

NC STANDING-DAY/TIME

AJT27M 7650002430 Dne T 1002272014 $100.00
2 AJT21M N PAS 7328375478 NO STANDING DAYITIME  gajtar013 $100.00
PLTFRM LFTS LWRD POS
3 AJT21M N PAS 7328375980 ALETS L 041802013 552.00
Total Amount Due for ltems: 5258.00
Confirm and Print Bill | | Cancel

20. The Enter Payment Details
page is displayed if
selected. The default payment
method is 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

[N to select the account

type; personal or business.
* Indicates required field

Choose method of payment

# Pay by electronic check

* Account Type: | Persona v

Exit

Payment Amount

51.190.00 Cracit Card

To pay by electronic check, you will need your checking account

19000 and routing number. There is no additional fee

Billing Information

Unised States

State * Maw York

Postal Code

Document: CCWeb User Guide 2020-10v2.docx
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22. The Enter Payment Details
page also has
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

=5 . A Payment method

screen will appear which will
give the option to go back, click
next, or exit.

* Indicates required field
Choose method of payment

#» Pay by credit card
s [ D e

lern Total $455
Serice Fee 349
Payment Amount 5464

0g
10

Cowpany Numa
Mo of SUemonsEs P
Agunoy 1D

20

10 Credit and dabit card paymenis are charged a service fea of
2.00% of the payment amount. This fee is nonrefundable

Billing Information

el el And Sddnass aodiated with this. taeg

i R

HEW vORK

B Yl

i you mre paying with & credi or debit caed, please mske g you enber

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

Billing Address

*First Name:

john

M.l.:

*Last Name:
*Street Line 1:

doe
66 john st

Street Line 2:

*City:
*State:
*Zip:
*Country:
*Phone:
*E-Mail:

Payment Details

NEW YORK

New York

10038

UNITED STATES
212-291-5555
DoeJ@FINANCE.NYC.GOV

“Payment Amount
Convenience Fee

: 13010.00 USD
: 0.00 USD

Your account will be debited in 1 to 3 days from the date identified. If your payment date falls on a
non-banking day your payment will be executed on the next available banking day. Current date
payments received after 1:00 AM ET will be executed on the next valid banking day.

Payment Details

*Payment Amount: 2884157 USD
Convenience Fee: 576.83 USD
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> Payment Method: In this Payment Method
section, enter the following
information:
o Name on Account
o Account Number — clicking

whats This? gives an example of

where to locate this
information on check. "Account Type: ® Checking ) Savings

o Re--Type Account Number

Routing Number - clicking @ @ @

wnats This? gives an example of In order to pay directly from your bank account, you'll need to provide us with your
where to locate this bank account number and bank routing number. You will find both of these numbers

information on check.

All information on this form is
mandatory. Failing to input Below are examples of both types of checks with the account number circled in red:
data in each field will display Example Check 1

an error on the page. e —
Only the ABA Routing Number 8138 ES L ACR i'l'_"?_ai-a'—-g—'f'p
is validated. Click on

to proceed to the next screen

*Name On Account:
*Account Number: What's This?
*Re-Type Account Number:

*Routing Number: What's This?

on the checks issued for your account.

Routing numbers are always 9 digits long. Account numbers may be up to 17 digits
long. The check # is always 3 digits long and can be ignored. Some banks list the
routing number first on the check, while other banks list the account number first.

Example Check 2

-—'—._._.—-_‘_-—‘-\__
BAB734823 48> COMMLATIBI 2D

25. The Payment Review Screen will display the CityPay Terms & Conditions . Clicking on ENIETM the bottom of the
screen acknowledges the terms and conditions.

Payment Review

By clicking “Pay Now” you:

1.

confirm that you are authorized to instruct this payment using the credit card, debit card or checking
account included in your payment instructions;

. authorize the City of New York to charge your account for the payment amount and, if applicable,

the Service Fee:

. confirm that the information provided by you is true, complete, and correct to the best of your

knowledge and 1s supplied in good faith:

. confirm that you are authorized to make this payment using the credit card, debit card, or checking

account included in your payment instructions;

. understand that if paying by e-Check and the e-Check 1s returned for any reason, the violations you

mtended to pay will be reinstated and due. You will receive notice of this via your weekly report of
outstanding summonses, which will indicate such reinstatements via an entry of "Y" in the "NG
PMT" column. You may also be required to pay $20 dishonored check fee;

.understand that if paying by e-Check the request it may take up to four (4) - five (5) business days

for your e-Check to clear;

. understand that the City of New York offers multiple payment options. As a convenience to you, the

City of New York accepts credit and debit cards. If you choose to pay with a credit or debit card,
vou will be charged a fee of 2% of payment amount. This fee is non-refundable. You will see this
amount before you check out. The fee will be shown as a separate charge on your credit or debit

card statement and the New York City Department of Finance will be the merchant. If you pay e-
Check, you will not be charged a tee.
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26. The Payment Review Screen

also displays the following Address
information for review: Billing Address:

ATH JANE DOE
o Billing Address 66 JOHN STREET 3FL
o Payment Method NEW YORK, NY 10038

(212) 291-5555

o Payment Amount DOEJ@FINANCE NYC.GOV

The back button allows users

change the payment method. | 2yment Method

Credit Card | VIS&

The Exit button returns the DELIVERY AND SVS CO

o i x1111 09/20
user to the Billing Information
screen.
Payment Amount
Click ELEto proceed with Amount: 13010.00 USD

Convenience Fee:  260.20 USD
Total: 13270.20 USD

the payment.

Bock]Poy Now JExil

27. A Thank you for your payment | Thank you for your payment
screen appears after the Pay

Now button is clicked. We have received your payment. You will receive an email version of this receipt shortly
. Item Total $23,708.66
o On the left side of the Si7447
disol he i Se'f"ce fee PaymentAmount:  $24,182.83
screen displays the item Fayment Amouet 1020 Receipt Number.  CPY201443767
total, service fee (if Transaction Date:  02/12/2020 09:42 AM
. Company Name Payment Type visa | Semeememee 111
appllcable)’ payment Number of Summonses Paid 262
Agency 1D

amount, the company name, $23.708.66

number of summonses paid,

the agency id, and the item You will receive an email confirmation of your payment from noreply@finance.nyc.gov. We

tOtal recommend that you check your email's SPAM folder for the payment confirmation email if

you do not see it

o The middeof the screen (o

displays the payment
amount, receipt #,
transaction date, and the
payment type.

The user may Print this screen
or Return to Citypay Home.
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28. A Summary Receipt is emailed
when the payment is
submitted.

NVE CityPay

Thank you for your payment.

Payment Amount:
Receipt Number:
Transaction Date:

Payment Type:

$24,182.83
CPY2019021112
02/12/2020 9:42:59 AM
VISA *ermrsssssq 111

You will receive a separate e-mail containing a detailed receipt listing each summaons

paid. Please do not reply to this email.

Please keep it for your records.

*If payment was made before S5pm, you will receive a detailed receipt within 24 hours.
*If payment was made after Spm, you will receive a detailed receipt within 48 hours.

Company Name:
Agency ID:
Number of Summonses Paid:

Summons Amount Paid:
Convenience Fee:
Payment Amount:

DELIVERY & SVS CO
FO000
262

$23,708.66
$47417
$24,182.83

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.

N¥E CityPay

Thank you for your payment.

Company Name:

Agency ID:

Payment Amount:

Number of Summonses Paid:
Receipt Number:
Transaction Date:

Payment Type:

DELIVERY & SVS CO
F0000

$40.80

1

CPY2019021112
02/24/2020 3:23:12 PM
VISA t!tt:ﬂtt!tt1 1 1 1

This email will serve as confirmation that your payment was received.

Please do not reply to this email. Please keep it for your records.

Summons Number | Issue Date

Plate | State Amount

Type

7024517331 12/31/2019

555555 |NY PAS 140.00

Summons Amount Paid: $40.00
Convenience Fee: $0.80
Payment Amount: $40.80
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HOW TO REQUEST A HEARING USING CCWEB

1. Clicking XISy allows

the user the option to request
a hearing. 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. 1 55555hY Y cou n 54500
: SELEGHY WY cou it $115.00
: EEEECRY MY == b w8
¢ SEEEENY MY cou i #1800
] EEEEENY WY cou Ll 545,00
H SEEESNY NY cou ¥ 5500
7 SEEESNY MY =-1 E $1T5.00
5 ESESENY NY =T i —

2. The Violation Selection Preview
page, displays violations that

were selected for adjudication T
from the Cart page and allows
a user to schedule hearings by | cicctmeron e Hearing Process: [ N I |

. i Step 1: Preview Violation Step 2: Preview ECF Step 3: Upload Evidence
selecting one of the two 0w cark

hearing types:

A) Hearing by WEB: to be
used for non-in-person
Commercial hearings

Violation Selection Preview

You have elected to adjudicate the violation(s) shown below. Selected violations will be added to an Electronic
Case Folder (ECF)for subsequent validation. The maximum number of violations per ECF is 51. If more than
51 violations are selected, multiple ECFs will be created.

To proceed to the next step of the ECF creation, select the hearing type. For HBW, please also select the DO
Fine Schedule delivery option, and then click the continue button.

Please note: When
Hearing by WEB is
selected, Decision and —

Orders may be delivered T Y
by mail or email. " Contact|

Add User

Select Hearing Type

l'.hangé Status

* Hearing by Web In-Person Hearing
{Click here for details) (Click here for details)

Cont.act Us

Select the delivery option for your HBW D&O below:
* e-Mail* Us Mail

B) In-Person Hearing: to be
used for in-person
Commercial hearings.

*Note:Your D&0 will be sent to the email address saved in your CC Web profile.

Violation
Number

Please note: When In- b a3 iDL
Person hearing is selected,
the delivery option is not
given.

Plate State Type Amount Due
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To exclude individual violations
from the ECF creation, click the
button located next to

that violation number. It will Plate State  Type m:::::: Amount Due
remove the violation from the % - < A ——— o
Violation Selection Preview NY m;;ww.;--—---- .
3 NY Confirmation o
4. Toexclude individual violations g o T
from the ECF creation, click the B e ity
button located next to - ;: il oo e e it ettt aate
that violation number. It will ok O 10 procewd
remove the violation from the
Violation Selection Preview OK: | | Concel
page.
5. To add more violations for
adjudication, click the
button to return to the Cart
page.
6. Click the button to
proceed with the hearing
scheduling process.
Hearing by Web Confirmation *

Click “* to proceed with the
hearing scheduling process.
lick === to return to the
previous page.

You have requested a hearing by Web.

If you wish to upload evidence in support of the selected violation{s) you must upload within
24 hours of successful ECF creation.

If you have any questions, please contact us by telephone at (212 361-5900) or via email at
cauinquiries@finance.nyc.gov
*Note: If you selected the email option for your HBW D&O delivery method, it will be sent to

the email address on file.

Click OK to proceed.

OK Cancel

In-Person Hearing Confirmation x

You have requested an In-Person hearing.

If you wish to upload evidence in support of the selected violation(s) you must upload within
24 hours of successful ECF creation.

If you intend to bring in additional physical evidence, it must be sorted into the same
sequence as will be shown on the consequent ECF Preview or ECF Detail screens.

Upon successful completion of your ECF, you will be contacted by a representative of the
Commaercial Adjudications Unit, to schedule a hearing date.

If you have any questions, please contact us by telephone at (212) 361-5900 or via email at
cauinquiries@finance.nyc.gov

Click OK to proceed.

oK | cancel
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8. The Electronic Case Folder
Preview screen appears which
displays two tables of
information.

A) The upper table displays
violations that are
ineligible for adjudication.
The reason for ineligibility
is displayed in the
“Reason” column.

B) The lower table contains
the ECFs corresponding to
the adjudication eligible
violations, hearing type.
Yes/No buttons to indicate
whether the user is
intending to upload the
evidence, and expandable
up/down arrows.

Request Hearing Process: (] (7 ]

Step 1: Preview Violation Step 2: Preview ECF Step 3: Upload Evidence

Electronic Case Folder Preview
The violation(s) shown below are ineligible for a hearing and have not been added to any ECF.

Violation/NOL Plate 1d State Type Reason
I NJ PAS A Hearing has already taken place for this violation
NJ PAS A Hearing has already taken place for this violation

Almost finished!

The ECFs listed below are ready for completion but before that happens, you must indicate whether you intend to upload any
evidence by clicking the Yes or No button for every ECF listed below.

Clicking the down arrow (') to the right of an ECF number will expand that ECF row allowing you to see which violations are
contained within.

a « After you have indicated your upload evidence preference for each ECF, you must click the continue button

' to save your work and to generate a confirmation email.

E + All evidence must be uploaded within 24 hours of ECF creation or the ECF and any partially uploaded
lr\l;;‘t)gnam evidence will be deleted.

Upload Evidence

ECF Muimilsr Hearing Type Yas No

2611051 CX |
Vickateon Mumber  Wiadation D sriplon Blate Iy Sate
EXFIRED METER
IMNEP. STICKER-EXPIRED/HISSING

bt Dt
oM 1808
07f15/04

Aot e
149,88
200,58

FALL TO DSPLY MU HETER
RECFT

oaroafeT 21207

CONTINUE

Please Note:

» If you have chosen not to
upload any evidence, the
Department of Finance will
contact you to schedule a
hearing date.

» If you have chosen to upload
evidence, all evidence must be
uploaded within 24 hours of
ECF creation or the ECF and
any partially uploaded
evidence will be deleted.

Request Hearing Process: [ ] I, 2] ]

Step 1: Preview Violation Step 2: Preview ECF Step 3: Upload Evidence

Electronic Case Folder Preview
The violation(s) shown below are inefigible for 3 hearing and have not been added to any ECF,

Violation/NOL Plate 1d State Type Reason
No PAS A HEanng NES Aready Laven placs 1or 1N Violsnon
NJ PAS A HEINNG Nas AYEacy 1N DIatH fOr NS violnon
Admost finished!

The ECFs listed below are ready for completion but before that happens, you must indicate whaether you intend to upload any
evidence by clicking the Yes or No button for every ECF listed below.

Clicking the down arrow (V) to the right of an ECF number will expand that ECF row allowing you to see which violations are

contained within,

« After you have indicated your upload evidence preference for each ECF, you must click the continue button
to save your work and to generate a confirmation emall,

* All evidence must be uploaded within 24 hours of ECF creation or the ECF and any partially uploaded
evidence will be deleted

Upload | vidence

o [} Heari !
Nimnber earing Type Yes No

2011051 CX
Yiclaton Sumbe( Yactatrn Deacogon
CAPIRLO METER

aaue Oate
07/15/00
oYiv'oe

Amount Dur
$149.60

INSP, STICHER ExPIREOMISSING

$201.9%
FALL TO DSALY MUNT METER Wy PAS 000N'0Y 2y

REcHt
CONTINUI
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9. The Upload Selection

10

11.

Confirmation pop-up window
displays the evidence upload
selection indicated on the
Electronic Case Folder Preview

page.

Click to proceed

with the hearing scheduling
process. It will generate the
ECF confirmation email and
transfer control to the
Electronic Case Folder Detail
and Upload page.

Click to change your

upload decision. It will return
control to the Electronic Case
Folder Preview page.

Search | Emad Updates | Cose

&

Office of the Mayor

Residents  Business  Visitors  Goverament

Items: 9
Request Hearing Process:
Click the icon Step 1: Proview Violation Step 2: Preview ECF Step 3: Upload Evidence
o view cart
[ s | Electronic Case Folder Preview
BT T viottion(s) shown below are ineligibie for 3 hearing and have not been added to any ECF
BEELEEM  Viciation/NoOL] Plate 1d | State | Type Redson 1
m NY PAS Hearing ECF_ 2811043 siready created or s violabon 1
[T Praes | R PAS — = |
NY_| PAS Upload Confirmation
NY PAY
| Avwement | FAS Based on your selections, you have decided to upkad evidence for the following ECF(s):
ot tmihes
The ECFs listed below are ready for completion but before thi
evidence by clicking the Yes or No button for every ECF listed  vou have coted to NOT submit evidence for the following ECF(s):
m Clicking the down arrow (V) to the right of an ECF number i
contained within,
1 this Is correct, please cick OK to continue.
[ home | 1 « After you have indicated your upload evider)
m 10 save your work and to generate a confirrg f this is NOT comect, please dick CANCEL to go back and change your optiq
o All evidence must be uplosded within 24 ho
avidence will be deleted.
O% Cancel
ECF Number Hearing Type
2811051 CX . |

coul(llul

12

From the Electronic Case
Folder Detail and Upload page,
Click the down arrow = to
view the violations details
information associated with
the ECF number.

Click the &SN button in the

row of the desired ECF. It
displays the redirect message
to an external Evidence Upload
website. Evidence must be
uploaded for one ECF at a time.
See pages 20 to 41.

Note: If you opted to not
upload evidence on the
previous screen, the Upload
button will be greyed-out and
will not be selectable. To
change your upload
preference, click the [m
button to return to the
previous Electronic Case Folder
Preview page.

Request Hearing Process [ )
Step 3: Upload Lvidence

Step 1 Preview Vicktior Step 2 Preview ECF

Electronic Case Folder (ECF) Details and Upload

The ECF shown below are ready 10 recelve evidence, To view individual viclations with an ECF, click the down arrow(V) to
the right of each ECF number to expand the ECF row,

Important Note: All evidence must be uploaded within 24 hours of ECF creation or the ECF and any partially
uploaded evidence will be deleted

Upload Instructions
Evidence must be uploaded for one ECF at a time. To begin, click the Upload button in the row of the desired ECF. Note: If
you opted to not upload evidence o0 the previous screen, the Upload button will be greyed-out and will not be selectable,

After clicking the Upload button, 2 new window will open allowing you to upload evidence for any or all violations in that ECF.
When you are done, please close that window and select the next ECF you with to process. Repeat this process until all ECFs
are processed

ECF Number Hearing Type Hearing Status Hearing Completion Date Upload Ev' ence

2811051 CX Pending Pending Upload
Yclatoo Number  Viclation DesCrigtoo Elate 10 State Ixpe

EXPIRED METER Ny PAS

INSP. STIOKER-EXPIREQMISSING L PAS

FAIL TO DSPLY MUNI METER Ny PAS

RECPY

I BACK I

Cote Fnance Mome | NYC.gow Mome | Contact Us | FAQS | Provacy Statement | Site Map
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13. Click the button. It

will open a new Parking Ticket
Evidence Upload window with
a CAPTCHA screen displayed.

i

Residents Business Vigitors Government

The page at 10.155.138.160:9097 says:

Noms $ Request Hearing Process

1

You have elected to upload your evidence files
and must click OK to continue. The new exernal
website will open allowing you to upload
evidence

Step 1: Preview Viclatice Step 2: Preview ECF

Click the icon
t art o - 3
0w < Electronic Case Folder (ECH

The ECF shown below are ready to receive evidence, To view indiv
the right of each ECF number to expand the ECF row.

S h
Important Note: All evidence must be uploaded within 24 ho
IEEIEEE  oploaded evidence will be deleted.
OK Cancel
Upload Instructions
m Evidence must be uploaded for one ECF at a time. To begin, click t
you opted to not upload evidence on the previous screen, the Upload Button will be greyed-q [and will not be selectable.
: :
After clicking the Upload button, a new window will open allowing you to upload evidence fo y or all violations in that ECF,
When you are done, please close that window and select the next ECF you wish to process. peat this process until all ECFs
ECF Number Hearing Type Hearing Status Hearing Completion Date load Evidence
BTN | 511051 cx Pending pending
Yiolaton Number  Vickation Description Plate 10 State Issue Date
EXPIRED METER Ny AS 07/15/00
INSP, STICKER-EXPIRED/MISSING Ny AS 07/15/08
FAIL TO DSPLY MUNI METER Ny PaS 08/09/07 $212.07
RECPT

BACK

Go te Finante Home | NYC.gov Homne | Contact Us | FAQs | Privacy Statement | Site Map

14. The preliminary ECF creation From: pycservafinance.nyc.gov [malltoinyeservidinance. ms. gov]
Sent: Tuesday, August 18, 2015 12:52 PM

confirmation email is sent out To: SMITH. JOE

. Cc: cauvappointmnetsi@finance. myc.gov
as soon as the user confirms Subject: In case you did not complete your Hearing Request
the hearing type from the
hearing confirmation pop up.
It serves as notification, that

City of New York

the listed ECF(s) are in the
process of being created and
provides the instructions on
how to complete the process in
case of the unexpected end of
session.

Click the ECF link to access the
Fleet/Rental Logon page. Once
logged on using your User ID
and Password, the system
displays the Electronic Case
Folder Detail and Upload page
allowing you to view ECF detail
with an option to upload
evidence. With multiple ECFs,
you will be prompted for new
logon page for every ECF link
clicked.

This email serves as notification that the ECF(s) listed below are in the process of being created.

If vour session was disconnected or vou experienced any issues before you were able to complete the ECF
process, please wse the ink below to reconnect and complete the process. The links below may be copied and
pasted into yvour web browser,

You will receive an ECF Confirmation email once the ECF has been created.

Important Note: All evidencs must be uploadsd within 24 hours of ECF ereation or the ECF and any partially
uploaded evidence will be deleted.

Thank ¥ ou,

NYC Department of Finamnce

Hearing Request Date: 05/18/15

Name: JOE SMITH

Phone Number: (TIS}-654-12134

Address: OO JER CONSULTANS 123 SMITH STREET BROOKKYN, NY 11345

Agency 1D: FOABC

ECF Numbers:
2811051

ECF Details:

Click the links below to go o a web page containing ECF details for vour hearing. The links below
may be copied and pasted into vour web browser.

hit://10.155.138.160:9097/CCWeb-1/i sp/frames/frame :min.iw’.’ccﬁ:o=2$!10ﬁ1-
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. . rom: nycservidfinance.nyc.gov
15. Click the link at the bottom of ;snt:Tucsdav. August 18, 0o
To: SMITH, JOE

the email to access the Contact Ce: cauappointmnets@finance.nye.gov

. Subject: Your ECF has been successfuly created!
Finance page for further
assistance.

City of New York

This email serves as confinmation that vou have successfully created your ECF(s).

Important Note: If vou have chosen not to upload any evidence, the Department of Finace will contact vou to
schedule ahearing date.

IF}'W have chosen to upload evidence, all evidence must be uploaded within 24 hours of ECF creation or the
ECF and any partially uploaded evidence will be deleted.

Thank You,
NYC Department of Finance

Hearing Request Date; 03/18/15

Name: JOE SMITH

Phone Number: (718)-654-1234

Address: C/O J&R CONSULTANS 123 SMITH STREET BROOKKYN, NY 12343
__Agency ID: FOABC

ECF Numbers:  Evidence Upload Election:
2811051 Yes

ECF Details:

Click the links below to go to a web page containing ECF details for yowr hearing.  The links below
may be copied and pasted into your web browser.

hittp:/10.155.138.160: 9097/CCWeb- 1/jsp/ frames/frame _main.jspPecfno=2811051

Thank vou for using Fleet/Rental website to submit your Hearing Request. Please do not reply 1o
email. You may contactus by visiting hip/www ave gov/himmlidof him Veontact/contact.shim]
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ECF Upload Instructions

1. This section of the User Guide
covers the Vanguard Evidence
Upload functionality and
assumes that the commercial
entity has completed their ECF
Creation on the DOF Fleet
Rental Online Services and has
been successfully redirected to
the Vanguard Evidence Upload

page.

1. Thisis the first page of the
Evidence Upload Site you
will see once you are
redirected from the DOF
CCWeb site. Instructions
and time remaining to
upload evidence for an
ECF before expiration are
listed. You will have until
11:59 PM of the day you
initiated the evidence
upload process to upload
and submit evidence.

Parking Ticket | Evidence Upload

enﬂp

Security Validation

Ploase nsert the same letiors and numbers you 560 I Ths Image N0 he box below. If you Cannot read the Image you Can roquest a now
Image by chcking the refresh bution. Securily COCE IS Cate Senstive

NOte: This LpIoad session will expire in 24 hours from the initial ECF creation. Poase Complete your evidence upioad within this time
O CONtact the NYC Department of Finance at commpicond@enceBANance. NYs. S0y 1O S109 your Web case from going to a hearing,
Please write "CAU Upload Problem”™ in your email subject ine. Finance will respond 10 your emaill and provide stops on how to
proceed.

2. Captcha check: Click the
checkbox to verify you are
not a robot.

3. If you have questions
about the Evidence
Upload Site, click the Help
link.

2. Re-CAPTCHA Verification If the
Captcha can verify you are not
a robot, you will be
immediately forwarded to the
Summons Verification Page.

1. However, in the case the
risk analysis engine can’t
verify whether you are a
human or robot, you will
be prompted with an
image challenge. Follow
the directions and click all
the relevant images that

apply.

Parking Ticket | Evidence Upload Help

Security Validati
ity afication 1 Select all images with boats

Please insert the same letters and numbers you see i
image by clicking the refresh button. Security code is

| can request a new

Note: This upload session will expire in 24 hours ™
or contact the NYC Department of Finance at corr
Please write "CAU Upload Problem" in your email i
proceed.

apload within this time
ng to a hearing.
il teps on how to

Report a problem e
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2. If you are not able to Parking Ticket | Evidence Upload Help
understand the text, click
the reload button.

Secu lidati
i e 1 Select all images with boats

Please insert the same letters and numbers you see i
image by clicking the refresh button. Security code is

3. If you are visually impaired, Note: This upload session will expire in 24 hours

| can request a new

Jpload within this time

. . or contact the NYC Department of Finance at corr ng to a hearing.
click the audio button to Please write "CAU Upload Problem"” in your email ) 8 teps on how to
proceed. :

hear a set of words that
can be entered instead of

the visual challenge. n
4,

If you have questions
about Captcha, click the
Captcha help icon.

5. If you need to report and
issue with Captcha, click
the “Report a problem”
link.

6. Once you have selected all
relevant images, click the
Verify Button.

3. For additional security Parking Ticket | Evidence Upload Help
verification, enter a summons

Security Validation
number from your ECF.

To ensure that you are the originator of this evidence upload request, please enter one of the summons numbers as it appears
that y: th igi f thi idk pload req pl f th b it ap
4 CI|Ck Submlt your hearing request (Electronic Case Folder). You will be allowed 3 attempts, after which the uploading session will terminate.
.

Within the given time limit, authentication may be repeated as many times as necessary; however, at least one summons
number must be authenticated before uploading may commence.

Please enter your summons number: w H Submit ‘
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5. Upon clicking the Submit
button on the Summons
Verification page, the system
verifies the summons number
against the ECF. If the
summons number is entered
correctly and is verified as part
of the ECF, you are prompted
with a pop-up message. Click
OK to proceed to the Evidence
Upload Page.

6- You can aIso CIiCk the ”X" Authentication is complete
button to remove the message You may now proceed to upload your evidence
and proceed to the Evidence
Upload Page.

Upon successful verification,
you will receive an Email #1 (at
the email address you put on
file in CCWeb) indicating the
start of your evidence upload
process. This email will also
contain a link back to your

evidence upload session in
case you get disconnected or
wish to return to your evidence
upload session at a later time.
Please see the Emails Section
of this manual for further
detail.

7. Inthe case where a summons
number is not entered in the
summons verification page and
you click Submit, you are
prompted with a pop-up Please enter a summons number.
message to enter a summons
number. Click OK to proceed to
return to the Summons
Verification Page.

8. You can also click the “X”
button to remove the message
and return to the Summons
Verification Page.

Document: CCWeb User Guide 2020-10v2.docx Page: 23 of: 48



Error Message if Summons Number
is Entered Incorrectly (1st attempt)

9. Inthe case where a summons
number is not entered
correctly in the summons
verification page during the 1st
attempt (summons number is
verified in the system as not
being part of the ECF) and you
click Submit, an error message
appears below the text box.

10. The error message notes that
you have two more attempts
to enter a summons number
that is part of your ECF.

Parking Ticket | Evidence Upload Help

Security Validation

To ensure that you are the originator of this evidence upload request, please enter one of the summons numbers as it appears
your hearing request (Electronic Case Folder). You will be allowed 3 attempts, after which the uploading session will terminate.

Within the given time limit, authentication may be repeated as many times as necessary; however, at least one summons
number must be authenticated before uploading may commence.

Please enter your summons number: | 1| H Submit

The summons number you have entered is not part of
the Electronic Case File (ECF). Please try again. You
have 2 attempts remaining.

Error Message if Summons Number
is Entered Incorrectly (2" attempt)

11. In the case where a summons
number is not entered
correctly in the summons
verification page during the
2nd attempt (summons
number is verified in the
system as not being part of the
ECF) and you click Submit, an
error message appears below
the text box.

12. The error message notes that
you have one more attempt to
enter a summons number that
is part of your ECF.

Parking Ticket | Evidence Upload Help

Security Validation

To ensure that you are the originator of this evidence upload request, please enter one of the summons numbers as it appears
your hearing request (Electronic Case Folder). You will be allowed 3 attempts, after which the uploading session will terminate.

Within the given time limit, authentication may be repeated as many times as necessary; however, at least one summons
number must be authenticated before uploading may commence.

Please enter your summons number: | 2 Submit

The summons number you have entered is not part of
the Electronic Case File (ECF). Please try again. You
have 1 attempt remaining
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Error Message if Summons Number
is Entered Incorrectly (3rd attempt)

13.In the case where a
summons number is not
entered correctly in the
summons verification page
during the 3" (final) attempt
(summons number is verified
in the system as not being
part of the ECF) and you Ticket | Evidence Upload
click Submit, you are
directed to an Error Page
letting you know that you
cannot proceed to your ECF Contact DOF: Phank: 212.351-5000, Bmik comppomumentmance mpagor T o pesd sssace, posse
and that you must contact
DOF at the contact
information listed.

rrors

ECF Help Section

14. Click the Help link to review
any questions regarding the
Evidence Upload Site.

Parking Ticket | Evidence Upload Help
Security Validation

@ Help - Moxilla Firefox

l @ 23.253.170.79/hbwe/static/htmi/help.html

Help Section

Preparing Files for Upload
The following points will guide you in preparing your evidence to be uploaded.

® You are limited to uploading a total of SMB for all evidence files for each violation.
® There is no restriction for the number of files that you can upload.
® The file formats supported for upload are:

© PDF

© JPGUPEG

O TIFF

© GIF

© BMP
® Zip files will not be accepted.
® Files with the exact same filename will not be accepted. Please verify that each file has a unique name before uploading.
® File names cannot use special characters ("~!@#$%"&"()+
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15.The following describes the
various data elements on the
Evidence Upload Page:

1. ECF Number: This is
the ECF Number
created on CCWeb.

Parking Ticket | Evidence Upload

This ECF expires in 9 hours and 32 minute:

ECF Number: 725568 o e by 09/04/2014 before midnigh

ECF Expiration: Lists
the ECF and its
expiration date / how
much time is left to
upload evidence

Evidence Upload
Instructions: Please
review instructions prior
to starting evidence
upload process

Instructions o
1. Please review each line item below. You must indicate whether you intend to submit evidence for each individual violation in this
ECF by selecting either 'Yes' or !No' in the Upload Evidence column.

2. When you select 'Yes', you will be prompted to upload your evidence. Click on the Browse button and choose one or more files
to be uploaded.

3. If you wish to add another file, please click Browse again. If you wish to delete an uploaded file, click Delete.
If you wish to view your file, click View.

4. Please review the list of files for each violation before finalizing the ECF by clicking Submit. This upload session will expire in 9
hours and 32 minutes. You must complete your evidence upload within this time ensure a successful ECF creation. All progress will
be saved during this session.

Please Note: You cannot upload more than SMB of evidence per violation. Allowable file formats are PDF, JPEG/JPG, TIFF, GIF, and
BMP. Image files will be converted to a standard format and may exceed the size of the original file.

If you have problems uploading evidence or need help creating your electronic case file, please contact the NYC Department of
Finance at correspondence@finance.nyc.gov. Please write "CAU Upload Problem” in your email subject line. Finance will respond to
your email and provide steps on how to proceed.

4. Violation Number:
Summons number within
each ECF (derived from
ECF created on CCWeb)
5. VioIat'iorT Descri.ptior): T
et o osin e | e
on CCWE b) 1 8765824101 This is @ summons description. SMB 0
2 4035824104 This is a summons description. 5MB 0
6. Upload Evidence: For each 3 6055824107 This is a summons description 5MB 0
Violation, you are 4 2035824105 This is a summons description 5MB 0
requi red to select whether 5 6685824108 This is a summons description 5MB 0
you W|“ be uploading 6 1845824102 This is a summons description 5MB 0
evidence or not. 7 8205824109 This is a summons description 5MB 0
8 3805824100 This is a summons description 5MB 0
7. Bytes Remaining: For each 9 66758624103 This is a summons description 5MB 0
Violation, you are 10 9175824106 This is a summons description. 5MB 0

allocated 5 MB of
evidence upload. Once
you upload evidence, the
bytes remaining will
recalculate to reflect how
much data space you have
left to upload.

Save and Exit b

@{ SUBMIT W
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8. Files Uploaded: Denotes
how many files are
uploaded per violation.
The quantity is updated
based on how many files
are uploaded per
violation.

File uploads

9. Save and Exit: Save your ol Reiacicalo

evidence upload progress 2 4035624104

and return to this page by 3 6055824107

the expiration date/time 4 2035624105

of the ECF 5 6685624108

6 1845824102

10. Submit: Submits your 7 | 8205824100
evidence to DOF 8 3895824100

9 6675824103

10 9175824106

Save and Exit

Violation Number 4

(9]

Violation Description 5

This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description

This is a summons description.

Upload Evidence?
Yes No

6

Bytes
Remaining

SMB
SMB
sSMB
SMB
5MB
5MB
5MB
SMB8
SMB

5MB

o

7)| Files Uploade'8

SUBMIT

16. The following describes the
process for uploading a single
file of evidence for a violation
within an ECF:

File uploads

Violation Number

1. Select the “Yes” radio
button to upload evidence

-

8765824101

2. Select the “Browse”

-0
TR
9 No files selected.

butto n. 2 4035824104

3 6055824107

3. The Violation Number G BRGNS
becomes a clickable linkto | 5 ss8ss24108
expand/collapse the 6 1845624102
Violation Number and its 7 8205824100
evidence. This can also be 8 3805824100
done by clicking the blue s | 575822703
triangle icon. 10 0175824106
Save and Exit

Violation Description

This is a summons description.

This is a summons description.

This is a summons description

This is a summons description.

This is a summons description

This is a summons description.
This is a summons description.
This is a summons description.
This is a summons description.

This is a summons description.

Upload Evidence?

Bytes
Remaining

5MB

SMB

SMB

5MB

SMB

SMB

SMB

5MB

5MB

Files Uploaded

SUBMIT
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4. Select a single file from
your computer that you
would like to upload.

5. Click Open or double click | f'euploads

the file you selected in

Step 4 for automated

upload.

Upload Evidence? Bytes

Yes No Remaining Files Uploaded

Violation Number Violation Description

@ File Upload

Ul

Search file

|, « Commercial HHW » PM » Testing » Load Testing » FINAL RESULTS » file v | +5 W

Please note the following
criteria for file upload:

The file formats you can upload
are pdf, jpg/jpeg , tiff, gif, and
bmp.

Zip files are not accepted.

Files with the exact file name
will not be accepted. Please
verify that each file has a
unique name before uploading.

Organize v New folder

W Favorites
& Downloads
] Recent Places
Bl Desktop

Bl Deskiop
4 Libraries
%] Documents
o' Music
=) Pictures
B videos
A Cristina Gomes
™ Computer
€ Network
1 WINYSA20
5 WINYTS03
[ Control Panel
& RecycleBin

File name: filell

i Name Date modified

X file0® 8/7/2014 8:14 PM

a'ﬁ filed 8/7/2014 8:14 PM
L Filel 5_VG_smiley_faces_11mb 8/25/2014 2:59 PM

T filel 8/7/2014 8:14 PM

i file2 8/7/2014 8:14 PM

| file3 8/7/2014 8:14 PM
Thumbs 8/28/2014 11:51 AM

Type

Adobe Acrobat D.

Adobe Acrobat D...

Adobe Acrobat D.

Adobe Acrobat D.

80 KB
80 KB
8,680 KB
211 KB

Bitmap image
Data Base File 30 KB

JPEG image 324 KB

1,095KB

~ |All Files -
0 o=

File name cannot contain
special characters.

While there is no restriction for
the number of files that you
can upload, you are limited to
a total of 5 MB for all evidence
files for each violation

6. The Progress of Single File
Upload is shown.

File uploads

Upload Evidence?

Violation Number Violation Description Yae
Yes No

1 8765824101 =

Uploaded Documents

Browse

Bytes

Files Uploaded

This is a summons description. @

No files selected.

file0 pdf (79 98KB)

Remaining

5MB (1]

e 39%
Uploading
2 4035824104 This is a summons description. SMB 0
3 6055824107 This is a summons description 5MB 0
4 2035824105 This is a summons description. 5MB 0
5 6685824108 This is a summons description 5MB 0
6 1845824102 This is a summons description. 5MB 0
7 8295824109 This is @ summons description. SMB 0
8 3895824100 This is a summons description. SMB 0
9 6675824103 This is a summons description. 5MB 0
10 9175824106 This is a summons description. SMB 0
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7. File Upload is complete.
The File name of uploaded
file is listed.

8. Page Count of file
uploaded is reflected.

9. File size of file uploaded is
reflected.

10. Action Section: You have
option to View the
uploaded file or Delete
the uploaded file.

11. You have option to upload
more files by clicking the
“Browse” button again

File uploads

Violation Number Violation Description

=

0

8765824101 -

This is a summons description

tie0.pat (@

Mo files selected. 0

4035824104

6055824107

2035824105

6685824108

1845624102

8295824109

3895824100

6675824103

9175824106

This is a summons description.
This is a summons description.

This is a summons description.

This is a summons deseription

This is a summons description.
This is a summons description.

This is a summons description.

This is a summons description

This is a summons description

Upload Evidence? Bytes

Yes No Remaining

Files Uploaded

a.92ve (B 1®

0.0 M)

[ Qview ][ & Delete @

5MB

SMB

SMB

5MB

SMB

5MB

5MB

5MB

SMB

SUBMIT

12. Bytes remaining of the
amount of evidence that
can be uploaded based on
what was already
uploaded is shown.

13. Number of files uploaded
is shown. Clicking this link
produces a concatenated
TIFF file of all evidence
uploaded.

17. The following describes the
process for uploading multiple
files of evidence for a violation
within an ECF:

1. Select the “Yes” radio button
to upload evidence

2.  Select the “Browse” button.

3. The Violation Number
becomes clickable to
expand/collapse the
Violation Number and its
evidence. This can also be
done by clicking the blue
triangle icon.

File uploads

Violation Number

1

2

10

8765824101 A

4035824104 - @)

Violation Description

This is a summons description

This is a summons description.

Upload Evidence?
Yes No Remaining

0-

Bytes

4.92MB

Files Uploaded

9 Browse...

6055824107
2035824105
6685824108
1845824102
8205824100
3895824100
6675824103

9175824106

Save and Exit

HNo files selected.

This is a summons description.

This is a summons description.

This is a summons description

This is a summons description.
This is a summons description.

This is a summons description.

This is a summons description

This is a summens description

5MB

SMB

5MB

SMB

5MB

SMB

SMB

SMB

SUBMIT
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Select multiple files from
your computer that you
would like to upload

Click Open or double click
the files you selected in
Step 3 for automated
upload

Please note the following criteria
for multiple file upload:

The file formats you can
upload are pdf, jpg/jpeg 6,
tiff, gif, and bmp.

Zip files are not accepted.
Files with the exact file name
will not be accepted. Please
verify that each file has a
unique name before
uploading.

File name cannot contain
special characters.

While there is no restriction
for the number of files that
you can upload, you are
limited to a total of 5 MB for
all evidence files for each
violation.

File uploads

Upload Evidence? Bytes

Violation Number Yes No Remaining

Violation Description

Files Uploaded

i <« Commercial HBW » PM » Testing » Load Testing » FINALRESULTS » file

New folder

Organize »

i Favorites Mame ! Date modified

& Downloads
| Recent Places
B Desktop

1 fileo#
X filed
ﬁ-‘_ Filel.5_VG_smiley_faces_11lmb
i filed
B Desktop = file2 o
4 Libraries & file3
Thumbs

8/7/2014 8:14 PM
8/7/2014 814 PM
8/25/2014 2:59 PM
8/7/2014 8:14 PM

Adobe Acrobat D... 80 KB
Adobe Acrobat D... 80 KB
Adobe Acrobat D... 8680 kKB
Adobe Acrobat D... 211 KB
8/7/2014 8:14 PM JPEG image 324 KB
8/7/2014 814 PM Bitmap image 1,095 KB
8/28/2014 11:51 AM  Data Base File 30KB

5| Documents
& Music
=] Pictures
B videos
A Cristina Gomes
1% Computer
€l Network
1 WINYSA20
1= WINYTS02
ﬁ Control Panel
& RecycleBin -

File name: "file3" "filed" "filel" “file2"

The Progress of the
Multiple Files Upload is
shown

File Upload is complete.
The file names of all
uploaded files are listed.

Page Count of the files
uploaded is reflected.

File uploads
1 8765824101 ~ This is a summons description CJ 4.92MB 1
2 4035824104 = This is a summons description. @ 4.92MB 1
T vesooamens e con e
file0.pdf 1 008MB [ QView |[ @Delete |
Browse_.  No files selected.
file1.pdr (210.02KB)
76%
Uploading...
ending file2 jpg (323.11KB) 0
file3.bmp (1.07MB)
Pending..
3 6055824107 This is a summons description 5MB 0
4 2035824105 This is a summons description. SMB 0
5 6685624108 This is a summons description sSMmB 0
6 1845824102 This is a summons description. SMmB 0
7 8205824109 This is a summons description. 5MB 0
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10.

11.

12.

13.

File size of the files
uploaded is reflected.

Action Section: You have
the option to View
uploaded files or Delete
uploaded files.

You have the option to
upload more files by
clicking the “Browse”
button again.

Bytes remaining of the
amount of evidence that
can be uploaded based on
what was already
uploaded is shown

Number of files uploaded
is shown. Clicking this link
produces a concatenated
TIFF file of all evidence
uploaded.

File uploads

Violation Number Violation Description

1 8765824101

2 4035824104

a

This is a summons description.

This is a summons description.

Upload Evidence?
Yes No

Bytes
Remaining

Files Uploaded

4.92MB 1

3.33u8 (B EY)

file0. pat (@
file1.paf

file2 jpg

file3 bmp

No files selected. ()

3 6055624107

4 2035824105

5 6685824108

6 1845824102

7 8205824109

8 3895824100

9 6675824103

This is a summons description

This is 2 summons description.
This is a summons description.

This is a summons description.

This is a summons description

This is a summons description.

This is a summons description.

008 ms €)
0.21 B
0.32 MB

1.07 MB

(
(
[
(

Q, View I[ & Delete

Q, View ][ ® Delete ]

Quview ][ EDelete |

Q View |[ @ Delete ]
SMB 0
5MB 0
5MB 0
SMB 0
SMB 0
SMB 0
SMB 0

19. To make the Evidence under a
violation number
visible/invisible:

Click the Violation
Number link and/or blue
triangle icon next to the
Violation Number whose
data underneath you want
to collapse.

File uploads

Violation Number Violation Description

1 8765824101

2

This is a summons description

This is a summons description.

Upload Evidence?
Yes No

Bytes
Remaining

4.92MB

Files Uploaded

1

3.33mMB

Browse...

3 6055824107
4 2035824105
5 6685824108
6 1845824102
7 8205824100
8 3805824100

9 6675824103

file0.pdf
file1.par
file2.jpg
file3.bmp

No files selected.

This is a summons description.

This is a summons description.

This is a summons description.

This is a summons description.

This is a summons description

This is a summons description.

This is a summons description.

0.08 MB

0.21 MB

0.32MB

1.07 MB

Q View E Delete
[ Q View ][ B Delete }
Q View ]| B Delete ]
QView |[ B Delete |
SMB 0
5MB 0
SMB 0
5MB 0
5MB 0
5MB 0
5MB 0
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2. Note that the evidence is
now collapsed (no longer
visible) under the
Violation whose Violation
Number link and/or blue
triangle icon was clicked.

3. Inorderto make the
evidence visible again (as
viewed in Step 1), simply
click the Violation Number
link and/or blue triangle
icon again.

File uploads
Violation Number

1 | 8765824101 ~
2 4035824104
3 6055824107
4 2035824105
5 6685824108
6 1845824102
7 8295824109
8 3895824100
9 6675824103

10 9175824106

Save and Exit J

Violation Description

This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description
This is a summons description

This is a summons description

Upload Evidence?
Yes No

Bytes
Remaining

4.92MB

3.33MB

5MB

5MB

5MB

5MB

5MB

5MB

5MB

SMB

Files Uploaded

1

IS

SUBMIT

20. You can view evidence that
was uploaded.

1. Click the View Button of
evidence uploaded that
you would like to view.

File uploads

Violation Number

Violation Description

Upload Evidence?
Yes No

Bytes
Remaining

Files Uploaded

1 8765824101 ~

2 4035824104 -

This is a summons description.

This is a summons description.

4.92MB

3.33MB

1

e R e A S

file0.pdt
file1.pdf

file2 jpg

file3 bmp

Browse.. | No files selected.

3 6055824107

4 2035824105

5 6685824108

6 1845824102

7 8295824109

8 3895824100

9 6675824103

This is a summons description

This is a summens description.

This is a summons description

This is a summens description.

This is a summons description

This is a summons description.

This is a summons description.

0.08 MB

0.21 MB

0.32MB

1.07 MB

‘i Q View H Delete

Qview ][ EDelete |

[(Qview ][ SDelete |

Qview | @Delete |
5MB (]
5MB 0
SMB (1]
5MB 0
SMB 1]
5MB 0
SMB (1]
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2. Upon clicking the “View”
button, a pop-up message
appears prompting you to
either Open or Save the
evidence file which was
selected for viewing.

File uploads

‘ Violation Number Violation Description

1 7 4101 -

2 0358 =

You have chosen to open:
& file0.tif

which is: TIF file (602 KB)
from: http://23.253.170.79

What should Firefox do with this file?

This is a summons description.

This is a summons description.

) gpen with

Windows Photo Viewer (default)

Browse... ) SaveFile

3 6055824107 ["] Do this automatically for files like this
4 2035824105
5 6685824108
6 1845824102

7 B295824109

from now on.

Upload Evidence?

Yes No

This is @ summons description.

This is a summons description.

Bytes
Remaining

4.92MB
3.33MB
Q, View = De
8 De

Q View ][ H De

CQview J_B0e

SMB
5MB
5MB
SMB

SMB

21. You can view a consolidated
file of all evidence that was
uploaded under a single
violation:

1. Click the Number of Files
Uploaded link for the
Violation you wish to view
all the evidence for (all
single files uploaded
under that Violation)

File uploads

Violation Number

Violation Description

1 8765824101 hd This is a summons description

2 4035824104 = This is a summons description.

Upload Evidence?
Yes No

filed_pdf

file1.pdf 3
file2.jpg 1
file3 bmp 1

No files selected.

3 6055824107 This is a summons description.

4 2035824105 This is a summons description.
2 6685824108 This is a summons description
6 1845824102 This is a summons description.
7 8295824109 This is a summons description.
& 3805824100 This is a summons description.

9 6675824103 This is a summons description

0.08 MB

0.21 MB

0.32 MB

1.07 MB

Re?r::iensinq Files Uploaded
4.92MB 1
3.33MB o
Q View B Delete
Q view H B Delete ]
Q Vview H H Delete
Qview | EDelete
sMB 0
5MB 0
5MB 0
5MB 0
5MB 0
5MB 0
5MB 0
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2. Upon clicking the Number
of Files Uploaded link, a
pop-up message appears
prompting you to either
Open or Save the File uploads

concatenated TIFF file —

viewing. 1 8765824101 ~ This is @ summons description @ 4.92MB

2 4035824104 ~ This is a summons description @ 3.33MB

4=

This TIFF file will display all

' Opening 4035824104 i
1=

evidence files that were uploaded You have chosen to open: ((Qview ][ B Dpslete
for the violation in one document. - “;,’5:,"1:?:‘@“43) [ Qview | BDelete
which I1s e
In this example, the consolidated from: hitpy/23253170.79 2] ((Qview (@ Dpelete
document Wl” display fileo.pdf’ What should Firefox do with this file? ‘ Q View ” -
filel.pdf, file2.jpg, and file3.bmp in (Browsc] ® Qper ity |Windows Phots Views (demid
= Save File
one document. _ -
3 6055824107 [7] Do this automatically for files like this from now on. SMB 0
4 2035824105 5MB 1]
C |
5 6685824108 i‘ 5MB o
6 1845824102 This is @ summons description. SMB (1]
7 8295824109 This is a summons description. 5MB 4]
22. You can Save your evidence
upload progress at any point
once you have started your fie0.pdf 1 0.08 MB __QView |(_BDelete
Evidence Upload session. :iBrowse_. }No files selected.
However, you must return to
h E dence U Ioad Pa e b 3 6055824107 This is a summons description. 5MB 0
the Evi
th . t g t /t g y 4 2035824105 This is a summons description 5MB 0
e expiration date/time
p 5 6685824108 This is a summons description 5MB 0
designated Ise the ECF
esignated or else the
crea?ed and a” 6 1845824102 This is a summons description. 5MB 0
. . . 7 8295824109 This is @ summons description 5MB 0
violations/evidence uploaded i :
. . 8 3895824100 This is a summons description 5MB 0
will expire:
9 6675824103 This is a summons description 5MB 0
1' ClICk the Save and EXit 10 9175824106 This is a summons description. 5MB 0
Button. ' 2
2. Upon clicking the Save and sl ‘ el

Exit button, you are

prompted with a pop-up

message. If you clicked the e =

Save and Exit button in error

You have not compieted your evidence upload process. All progress will be saved. Please

or change your mind, click retum to this page by 14 betore to complete your evidence upioad

the “x” icon to return to the

Evidence Upload Page. @
3.  If you would like to proceed

with exiting your Evidence

Upload Session, click the

“Exit” button.
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4. Upon clicking exit, you are
prompted with an Exit
Confirmation Page.

5. Upon clicking the “Save
and Exit” button, you will
receive an Email #2 (at the
email address you put on
file in CCWeb) indicating
you have opted to save Parking Ticket | Evidence Upload o
your evidence upload
progress and exit the

current session. This email Notice:

W|” aIso contain a Ilnk You have exited your session, please close your browser to exit the session. If you were unable to submit your evid¢
. email correspondence@finance.nyc.gov to stop your web hearing from going to a judge without evidence. Please en

baCk to your EVIdenCE Problem” in the subject line of your email. Finance will respond with instructions of how to proceed.

upload session when you
wish to return to your
evidence upload session
at a later time. Please see
the Emails Section of this
manual for further detail.

23. Submitting your evidence to

DOF:
1.  Once you are done SELYE e
uploading evidence, click Violation Number Violation Description UploaeeEsV’\i:)Ql'lce? ‘ Re?,‘v;;sing Files Uploaded
the “Submit” button. 1 8765824101 ~ This is a summons description ° 4.92MB 1
2 4035824104 = This is @ summons description. 3.33MB
Please note: You must m“
select “Yes” or “No” to file1.pdf 0.21 MB QView |[ & Delete
Uploading evidence for file2.jpg 1 0.32 MB [ Qview ][ @Delete |
each Violation Number in file3.bmp 1 1.07 MB [ Qview ][ @Delete |
order to proceed with file0.pdf 1 0.08 MB [ Qview [ @Delete |
uploading evidence.
Browse.. | No files selected.
3 6055824107 This is a summons description ) 5MB 0
4 2035824105 This is a summons description. O 5MB (]
5 6685824108 This is a summons description ) 5MB 0
6 1845824102 This is a summons description ° 5MB 0
7 8295824109 This is a summons description ) 5MB 0
8 3895824100 This is a summons description. ) 5MB 0
9 6675824103 This is a summons description 0 5MB [
10 9175824106 This is a summons description. O 5MB 0

Save and Exit susmT @)
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2. Upon clicking the “Submit
Button,” you will be
prompted with a pop-up
message to check that you
have uploaded all your
evidence. If you would O x
like the double check your

Thank you for uploading your evidence. Please ensure that you have completed your evidence

evidence or fo r'gOt to upload for each violation in this ECF before Submitting. Click Review if you wish to revisit your
. . selections

upload evidence, click the

Review button, which will ) 0 svomrr

return you to the Evidence
Upload page.

3. Asan alternative, if you
would like to return to the
Evidence Upload page,
you can also click the “x”
icon at the top right hand
corner of the pop-up
message.

4. If you are sure you have
uploaded and checked all
your evidence, click the
Submit Button.

Parking Ticket | Evidence Upload @

5. Upon clicking “Submit,”
the ECF Upload
confirmation page is
displayed itemizing the
evidence that you

ECF Number: 725568

Evidence Upload Confirmation

Your files have been successfully uploaded for ECF 725568, To exit close the window.

submitted. Uploaded Files
- A - - e Bytes -
Files Uploaded
6. Upon clicking the
1 8765824101 This is a summons description 492 MB 1

“Submit” button, you will

econre an i 45 (at the T T T

. file0.pdf 1 0.08 MB
email address you put on

file in CCWeb) indicating

your submission of T T I

. file1.pdf 3 0.21 MB
evidence. Please see the

2 4035824104 This is a summons description. 3.33 MB 4

X i i file2 jog 1 0.32 MB
Emails Section of this e bme ; o7 s
manual for further detail. fleo.pat ; 0.08 MB

3 6055824107 This is a summons description 5MB 1]
4 2035824105 This is a summons description 5MB (1]
5 6685824108 This is a summons description 5MB o
6 1845824102 This is a summons description. 5MB (]
7 8205824109 This is a summons description 5MB 1]
8 3895824100 This is a summons description. 5 MB 1]
9 6675824103 This is a summons description. 5MB v}
10 9175824106 This is a summons description. 5 MB 1]
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24, Evidence Upload: File Type is
not supported

The file formats supported for
evidence upload are: PDF,
JPG/JPEG, TIFF, GIF, and BMP.

If you upload a file type that is

not specified above, you will
receive an error message.

A. Upload a file type that is
not one of the following
file types: pdf, jpg/jpeg,
tiff, gif, OR bmp.

B. You will receive the

following pop-up message

that this file type is not
supported. You must
upload a file type that is
supported by the
application.

This file format for References.docx is not supported. The file types supported for these images

must be either: PDF, JPEG/IPG, TIFF, GIF, and BMP

25. Evidence Upload: Amount of

Evidence Upload for a Violation

Exceeds 5 MB.

You are limited to uploading a
total of 5MB for all evidence
files for each violation:

A. Upload afile size that is
greater than 5 MB (or file
size that will put you over
5MB total for a violation).

B. You will receive the

following pop-up message
that you are only limited to

5 MB space per violation.

You will need to reduce the

file size or select another
file for upload

You have exceeded the 5 MB upload limit per violation. You cannot upload the file
File1.5_VG_smiley_faces_11mb.pdf. Please reduce the file size or select another file
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26. Duplicate File Name. Files
uploaded with the exact same
filename will not be accepted:

1. Upload afile.

2. Upload a file with the

same exact file name in
A file with the exact name file0.pdf has already been uploaded. Please upload a file with a
Step 1. different name.

3.  You will receive the
following pop-up message
you are not allowed to
upload a file with the
same file name if it was
already been uploaded for
a specific violation. Please
verify that each file has a
unique name before
uploading.

27. Files uploaded cannot contain
special characters in the name:

1. Upload a file with special
characters in the file
name: (*~1@#5%"&*()+.

2. You will receive the
following pop-up message
that you are not allowed
to upload a file name with
special characters in the
name. You will need to
remove special characters
and re-upload the file.

Your file contains special characters which are not allowed
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28. Deletion of Evidence. Once you
have uploaded evidence, you
have the ability to delete that
evidence.

1. Click the “Delete” button
next to evidence that was
uploaded.

2. You will receive the pop-
up message confirming if
you are sure you want to
delete your evidence.

3. Click “Delete” to delete
evidence or click “Cancel”
to return to Evidence
Upload Page.

4. If you mistakenly deleted
the file, you will need to
re-upload the file.

Are you sure you want to delete your evidence?

29. In order to submit an ECF, you
must select “Yes” or “No” to
uploading evidence for each
Violation. You will not be able
to submit an ECF if some of the
radio buttons (Yes/No) are not
selected:

1. Do not select “Yes” or
“No” to uploading
evidence for some
violations.

2. Click the “Submit” button.

3.  You will receive the pop-
up message that you are
required to select “Yes” or
“No” to uploading
evidence for each
violation.

You must choose either Yes or No for each line item before you submit your evidence.
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30. In the case you selected “Yes”
to uploading evidence but then
didn’t actually upload any files,
the system will check this in
case this was done in error:

31.

1. Select “Yes” to uploading

evidence for a violation, but There are few summons which are selected Yes but no evidence is uploaded. You must upload
at-least one evidence against the summons selected as Yes

do not upload any evidence
files for that violation.

2. Ensure that you have
selected “Yes” or “No” to all
violations in the ECF. Click
the “Submit” button

3. You will receive the pop-up
message that you have
selected “Yes” to upload
evidence for some violations,
but have not actually
submitted evidence.

4. You must go back to any
Violations which you marked
“Yes” to uploading evidence
and upload evidence files. If
you do not have evidence to
upload, change your answer
from “Yes” to “No.”

32. Email Notifications:
1. Email #1: Email containing link to reconnect upon unexpected end of session

Dear Cristina's Company,
This email serves as a confirmation that you requested to upload evidence for a commercial hearing for ECF 725568.
You will have 9 hours 34 minutes to upload and complete the ECF.

If during that time, your session is disconnected or experiences any issues please use the link below to reconnect and continue your

uploading session. The links below may be copied and pasted into your web browser:

http://23.253.170.79/hbwc/hbw/ecf _number/725568

If you need to contact NYC Department of Finance please send a detailed email explaining the issue to:

correspondence@finance.ny.gov with the following information:

Company Name: Cristina\'s Company
User ID: Cristina Gomes
ECF Number: 725568

Issue: Issue you are facing at the moment.

Thank you,

NYC Department of Finance

Document: CCWeb User Guide 2020-10v2.docx Page: 40 of: 48



2. Email #2: Email containing link to reconnect upon user controlled session
Timing: Email is sent to user upon clicking the “Save and Exit” button on the Evidence Upload page.
Information highlighted in Yellow will be populated on a case by case basis specific to the ECF.

Dear Cristina's Company,

This email serves as a notification that you voluntarily left CC Web before completing your ECF. To complete ECF 725568 please use
the link provided below to complete the ECF.
The ECF must be completed within 9 hours 1 minute from the time you started.

To continue your ECF creation sessions go to:

http://23.253.170.79/hbwc/hbw/ecf number/725568

If you do not complete the ECF within the 9 hours 1 minute time frame, the ECF will expire and you will need to create a new

ECF and upload all corresponding evidence again.

Below you will see your current status for ECF 725568

Total summonses iN ECF.........ccccoviiieniiiieesiiiie e 10
Summonses With EVIDENCE.........ccccoveveeiieeiieiiieeniien 2
Summonses with 'No Evidence' selected...................... 8
Summonses requiring completion............c.cccecveeecieennee. 0
Thank you,

NYC Department of Finance

3. Email #3: Email containing Successful Upload confirmation
Timing: Email is sent to user upon clicking the “Submit” button on the Evidence Upload Page. Information
highlighted in Yellow will be populated on a case by case basis specific to the ECF.

Dear Cristina's Company,

Thank you for submitting your ECF.

Your uploaded evidence will be processed and the Department of Finance will contact you to schedule a hearing date.

Please review the information below. If you have any questions please email correspondence@finance.nyc.gov.

ECF No. 725568

Total summonses iN ECF..........ccccoevveeiiiiieeiieeene 10
Summonses With EVIAENCE...........cccveeiiereeiiieennns 2
Summonses with ‘No Evidence' selected................ 8
Thank you,

NYC Department of Finance
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4. Email #4: Email Notification on Time Expired on ECF

Timing: Below is an example of an email is sent to user upon expiration of their Evidence Upload Session.

Information highlighted in Yellow will be populated on a case by case basis specific to the ECF.

Dear Cristina’s Company,
This email is to inform you that ECF 26089420319854 created on (07-28-2014) was not completed and is now expired.

To have these summonses heard, you must:

1. Create a new ECF,

2. Upload all the necessary evidence, and
3. Reply to all required fields on the ECF creation screen, within the allotted time.

The following ECF and summonses has expired:
ECF Number : 26089420319854
11104118170
11021536943
11342764023
11110112473
11219999690
11273773221

Summon Number
Summon Number
Summon Number
Summon Number
Summon Number

Summon Number

Thank you,

NYC Department of Finance

---THIS PAGE IS INTENTIONALLY LEFT BLANK ---
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HOW TO ACCESS YOUR FLEET/RENTAL REPORTS

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

Items: 0

Click the icon
to view cart

" Search

: E;rroll Plates
Check Plates
Terminate Plates

Reports
Fine Schedule
Add User
F Ei’t;ange.St;tlL
Edit Profile
FAQs
Contact Us

Home
Log out

Fleet Services Homepage

Agency: User:

Welcome to Fleet/Rental Online Services

Pursuant to recent rule changes adopted by Finance, a new penalty cycle for tickets issued to participants in
the Fleet Program and Stipulated Fine Programs is in effect as of March 6, 2014. Finance is finalizing
changes to our system that will be implemented in April 2014 and will refiect the new rules. Under the new
penalty cycle:

* Tickets issued to fleet program vehicles will be subject to a $10 penalty if they have not been paid or
adjudicated within 45 days from when they enter our system.

* For participants in Stipulated Fine programs, abatements will be reversed on tickets that are not
resolved within 45 days.

* A second penalty of $20 will be added after an additional 45 days, and third penalty of $30 after a
further 45 days if the ticket remains unsatisfied. Thereafter, a default judgment will be entered
against the ticket.

Additionally, fleets that accrue greater than $350 in judgment debt will be terminated from the program and
subject to booting and/or towing. For the official rules visit
https://rules.cityofnewyork.us/content/rule-amendments-parking-violations-fleet-program

The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations

-Enroll New Plates in the Program

-Check Plates

-Terminate Existing Plates

-View Reports
bmit A | Certificati

-Manage your web account by g users, ch

-View frequently asked questions about this site

-View program updates

-Reach us with questions, suggestions, or any other requests

ddi

ing your ™ " or editing your profile

Only authorized personnel are permitted to perform these functions.

2. For Rental Companies: On the
Rental Services Homepage,
Rental Companies have access
to their Rental Summons
Issuance Report (164) by

clicking on BRIELE

Items: 0

Click the icon
to view cart

Check Plates
Reports
Add User

ChangeVStiatus
Edit Profile
FAQs

Contact Us

Rental Services Homepage

Agency: User:

Welcome to Fleet/Rental Online Services
The following functions are available by clicking on the corresponding button to the left:

-Search for open violations to request a hearing, create a bill or pay selected violations
-Check Plates
-View Reports
bmit A | Certific
-Manage your web account by adding users, changing your "status” or editing your profile
-View frequently asked questions about this site
-View program updates
-Reach us with questions, suggestions, or any other requests

Only authorized personnel are permitted to perform these functions.

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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3. For Fleet Companies: The
Commercial Customer Fleet
Report Page is displayed. The Agency: T
Fleet Summons Issuance Service:

Report is listed first. It is
highlighted in blue since it

contains a link. Did you know that using the CityPay application, you can pay for all the open and recently abated summonses
displayed on your 164 Report with a single payment?

Commercial Customer Fleet Report Page

Fleet Customers:

A message stating that a “New
SWRPT164 Report is Available”
when the latest report is
available.

Please dick here to go directly to CityPay

Please choose from the following available reports (click on the report name):

« SWRPT164: Fleet Summons Issuance Report

TOTAL AVAILABLE: 2 REPORTS. NEW SWRPT164 REPORT IS AVAILABLE!

« SMRPT280: Fleet Plate Registration Report

TOTAL AVAILABLE: 0 REPORTS.

* SDRPT152: Daily Error Report

TOTAL AVAILABLE: 0 REPORTS.

* SMRPTS50: Fleet Judgment Billing Report

TOTAL AVAILABLE: 0 REPORTS.

4. For Rental Companies: The
Rental Reports Page is
displayed. The Rental
Summons Issuance Report is Agency: User: Service:
listed at the bottom. It is
highlighted in blue since it
contains a link. « SMRPT270: Rental Turnaround Report

Rental Reports Page

Please choose from the following available reports (click on the report name):

. TOTAL AVAILABLE: O REPORTS.
A message stating that a “New

SWRPT164 Report is Available” « SWRPT220: Rental Address Request Report
when the latest report is

. PLEASE CLICK ABOVE TO CHECK AVAILABILITY
available.

= SMRPT280: Rental Plate Registration Report
TOTAL AVAILABLE: 0 REPORTS.

* SDRPT152: Daily Error Report
TOTAL AVAILABLE: O REPORTS.

* SMRPT635: Rental Lessor Liable Status Report
TOTAL AVAILABLE: O REPORTS.

* SWRPT164: Rental Summons Issuance Report

TOTAL AVAILABLE: 2 REPORTS. NEW SWRPT164 REPORT IS AVAILABLE!
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5. For Fleet Companies: The Items: 0 Fleet Report Page
SWRPT164 — Fleet Summons

Issuance Repqrt is (':Ilsplayed. ik T on Agency: User:
Fleet Companies will have to view cart
Service: SWRPT164 - Fleet Summons Issuance Report
access to the last twelve
weekly Fleet Summons News Please choose from the following available report dates (click on a date):
Issuance Reports. __ Search.
7 lmorlliPl-}cs 1. SWRPT164 created on 11.23 .2019
Check Plates
Terminate Plates 2. SWRPT164 created on 1120 -2018
Ecpoﬂ?ii‘
fine Schedule 3. SWRPT164 created on 12 -07 - 2019
Add User
Change Status 4. SWRPT164 created on 12-14 -2019
Edit Profile 5. SWRPT164 created on 12.21 . 2019
FAQs
Contact Us 6. SWRPT164 created on 12 - 28 - 2019
7. SWRPT164 created on 01 - 04 - 2020
8. SWRPT164 created on 01 - 11 - 2020
9. SWRPT164 created on 01 - 18 - 2020
10. SWRPT164 created on 01 -25 - 2020
6. For Rental Companies: The Items: 0 Rental Report Page
SWRPT164 — Rental Summons
Issuance Report is displayed. Click the icon Agency: User:
Rental Companies will have o View cart

Service: SWRPT164 - Rental Summons Issuance Report
access to the last twelve

weekly Rental Summons
Issuance Reports.

Please choose from the following available report dates (click on a date):

1. SWRPT164 created on 11 -23 -2019

"Repon's' =
"Add User 2. SWRPT164 created on 11-30-2019

Ciliangeista'u:s
3. SWRPT164 created on 12 - 07 - 2019
Edit Profile

___¥F;A°s 4. SWRPT164 created on 12 - 14 - 2019

Contact Us

S. SWRPT164 created on 12 - 21 - 2019

6. SWRPT164 created on 12-28 - 2019

7. SWRPT164 created on 01 - 04 - 2020

8. SWRPT164 created on 01 - 11 - 2020

S. SWRPT164 created on 01 - 18 - 2020

10. SWRPT164 created on 01 - 25 - 2020
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7. 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

o Fleet Program Activity Report — Overpayment Processing Section

RUN DATE: 02/08/20 DEPARTMENT OF FINANCE SWRPT164
RUN TIME: 10:36:03 FLEET PROGRAM ACTIVITY -

OVERPAYMENT PROCESSING 1
REGISTRATION NUMBER: Our records indicated a credit balance on plates registered under your account.
PROGRAM : STIPULATED FINE If our records showed cutstanding parking judgment summons(es), the credit balance

was applied to those judgment summons(es) . Below is a list of your most recent
overpayments and the details of the actions taken on your AGED overpayments.
If a refund is being issued to you, it will be sent via paper check to the company
address on file.

NEW YORK NY 10028

ACQOUNT SUMMARY

Judgment Starting Balance: 0.00

Amount Applied To Judgment Summonses: 0.00

Total Judgment Amount Due: 0.00

Total Amount Due: 65.00

Refund Amount Issued: 170.23

NEW OVERPAYMENTS (01/27/20 - 01/31/20)

NO ACTIVITY

OVERPAYMENTS OLDER THAN 90 DAYS

------------------------------- DATE OF SUMMONS OVERPAID® AMOUNT APPLIED TO

PLATE ID ST TYP OVERPAYMENT AMOUNT OVERPAYMENT NUMBER ISSUED JUDGMENT SUMMONSES AMOUNT REFUNDED
NY COM 170.23 11/04/19 1875 08/28/19 0.00 170.23

170.23 0.00 1
* Multiple overpayments for a plate have been combined, and in some cases, a summons number and issue date may not be available.

CREDIT APPLICATIONS

NO ACTIVITY
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o
RUN DATE: 02/08/20
FUN TIME: 10:36:03

REGISTRATION WUMEER:
PROGRAM: ETIPULATED FINE

HEW ¥YORK NY 100ZB

Fleet Program Activity Report — Outsanding Summons Section

DEPARTMENT OF FINANCE EEPORT ID: EWRPT1e4
FLEET PROGRRM ACTIVITY - REPORT PAGE:
OUTSTRRDIRG SUMMOREES AGENCY PAGE: 2

Vioclations flagged in the Penalty Warning column as 'JGMT PHDNG' will be placed into
default judgment by the Department of Finance, pursuant to wehicle traffic law,

sub section 241 (2). To avoid a default judgment, remit payment for the outstanding
wvioclations or, if eligible, adjudicate the wviclation({s} through the administratiwve
hearing process. EShould you fail to act within the prescribed time frame, the
Department of Finance will enter the default judgments in the Ciwil Court of the
City of New York and a judgment entry date will be listed in the Judgment column.

TOTAL VIOLATIONE OUTSTANDING: z

TOTAL AMOUNT DUE- &5.00

TOTAL JUDGMENT VIOLATIONS: [i]

TOTAL JUDGMENT DUE: 0.00

REGISTERED PLATES:

ISSTE ISESUE EYSTEM FEMALTY NG

PLATE ID ST TYP EUMMONE WO DATE TIME ENTREY NEW VC  HEARTHG IND WARNING JUDGMENT FIN EN  INT RED PAY PMT OPEN
Y COM 2116 01/16/20 0350P 01/21/20 46 1ET PNLTY 1158 0 0.00 BO.0O 0.00 35.00
NY COM 2240 01/24/720 0036R 01/29/20 T8 1ET PNLTY 65 O 0.00 3E5.00 o0.00 30.00

TOTAL VIOLATIONS OUTSTANDING: z

TOTAL AMOUNT DUE: 65.00

You may create your bill and pay on the Fleet and Rental Program online portal.

You may also create a bill on the Fleet and Eental Program online portal and mail with & check or money ordsr to:

KYC Department Of Finance

Fleet/Rental Unit

66 John Street, 3rd Floor

Hew York, NY 10038

o Rental Program Activity Report — Overpayment Processing Section
RUM DATE: 02/08/20 DEPARTMENT OF FINANCE REPORT ID: EWRPT1E4
RUM TIME: 10:49:34 RENTAL PROGRAM ACTIVITY REPORT PAGE: a7
CVERPAYMENT PROCESSING AGENCY PAGE: 1

REGISTRATION NUMEBER:

PROGRAM = RENTAL

HEW RIDE, IKC

ACCOUNT STMMARY

Judgment Starting Balance:

Amount Applied To Judgment Summonses:
Total Judgment Amount Due:

Total Amount Due:

Refund Amount Issued:

NEW OVERPAYMERTS (01/27/20 - 01/31/30)

HNO ACTIVITY

OVERPAYMERTE OLDER THAN 30 DAYES

HO ACTIVITY

CREDIT APPLICATIONS

HO ACTIVITY

122.06

122.
247.

412
06
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o
RUN DATE: 02/08/20
RUN TIME: 10:49:34

REGISTRATION NUMBER

PROGRAM : RENTAL
BROOELYN NY 11236
TOTAL VIOLATIONS OUTSTANDING: 5
TOTAL AMOUNT DUE: 247.06
TOTAL JUDEMERT VIOLATIONS: 3
TOTAL JUDSMERT DUE: 122.06
REGISTERED PLATES:
ISSUE IESSUE
PLATE ID ET TYP SUMMONS KO DATE TIME
Y OMT 5168 10/09/18 1242FP
Y OMT 9585 11/03/18 1237F
NY OMT 1116 10/16/18 D342P
NY OMT 0967 01731719 DE3IGEA
KY OMT 5641 07/08/13 D206P
TOTAL VIOLATIONS OUTSTANDING: 5
TOTAL AMOURT DUE: 247.06

¥You may create your

You

NYC Department Of F
Fleat /Rental Unit

&6 John Street, 3rd
New York, WY 10038

bill and pay on the

1nance

Floor

Fleet and Rental Program

Rental Program Activity Report — Outsanding Summons Section

DEPARTMENT OF FINANCE REFORT ID: SEWRFT164
RENTAL PROCRAM ACTIVITY - REPCRT PAGE:
OUTSTARDIRG SUMMONSES AGENCY PAGE: 2

Violations flagged in the Penalty Warning column as "JEMT PHDNG' will be placed imto
default judgment by the Department of Finance, pursuant to vehicle traffic law,

sub section 241 (2}. To avold a defanlt judgment, remit payment for the outetanding
wiolations or, i1f eligible, adjudicate the wiolation(s] throwgh the administrative
hearing process. Should you fail to act within the prescribed time frame, the
Department of Finance will enter the default judgments in the Cciwvil Court of the
city of Hew ¥York and a judgment entry date will be listed in the Judgment column.

EYETEM PENALTY el

ERTREY HNEW VC HEARIRG IND WARRIRZ JUDGEMENT FIN FR INT RED PAY PMT OPEN
10/1z2/18 21 05/16/19 45 &0 2.34 0.00 75.00 32.34
11/07/18 46 06/13,/19 115 &0 3.43 0.00 115.00 §3.43
11/19 /18 o7 06/27/19 50O 25 1.29 0.00 50.00 26.29
0205 /19 ie JGMT PRORG ED 25 o.00 o.o0 o.oo T5.00
0716 /19 a6 JGMT PRORG ED 25 0.00 25.00 o.o0a0 50.00

online portal.

may aleo create a bill on the Fleet and Rental Program online portal and mail with a check or money order to:

Please contact the NYC DOF Fleet and Rental Unit
at FleetRental@finance.nyc.gov if you have any questions.
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