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Purpose: The Department of Water & Power can receive phone payments from customers using Visa,
MasterCard or DiscoverCard, or payment by eCheck. It is important to safeguard customer information; no
credit card or bank account information should be written down, put in an electronic file, or otherwise copied.
1. Go to the TransFirst website to process phone transactions at
https://www.oc2net.net/billing/users/login.asp.
2. Enter your User ID, Merchant ID and Password for entering phone payments. The Merchant ID is 42677
for processing payments by phone.

3. After logging in, click on the “Sale” button in the upper left hand corner.

4. Select the transaction type; use Credit Card (Visa, MasterCard or DiscoverCard only) for a credit card
payment or ACH-Checking account to take a payment by eCheck.
5. In the “Your Ref ID” field, please enter the customer number-account number. For example, 11270801377090.
6. Fill out the rest of the information on the screen.
7. Verify the information with the customer by repeating it back to the customer.
8. Once verified, press the “Place Secure Transaction” button.

9. If the transaction is approved, you can provide the transaction number as confirmation to the
customer.
10. If the transaction is declined, explain to the customer that the transaction was declined. Ask if they
would like to process the same card again or a different card. Repeat steps 3 to 9.
11. If the transaction is declined a second time, let the customer know that we are unable to complete the
phone payment for them at this time, and that they can pay online at www.discovercorona.com,
through the drop box, or at City Hall Monday through Thursday, from 7:30 a.m. to 5:30 p.m.
12. Note on the customer account that they called in to make a phone payment, regardless of whether the
payment was successful or not. Use the Phone Payment comment in CIS.

NOTE: All credit card/banking account information must be entered directly into TransAction Central. No
credit card information is to be written down, placed in an electronic file, or otherwise copied, etc. Doing so
will result in disciplinary action.
For voids:
Only Sr. CSR’s are allowed to process a void through TransAction Central. A Void Transaction Form must be
completed with proper justification and backup, and reviewed by a separate Sr. CSR and audited by a third
individual.
For credits:
A Sr. CSR can process a credit back to a credit card through TransAction Central. A completed Credit
Adjustment Form with proper justification and backup, and reviewed by a separate Sr. CSR and audited by a
third individual.
Each day, the cash batch and credit/void reports will be reviewed by the Customer Service Manager or
Customer Service Supervisor.

Settling
The TransAction Central/TeleWorks account 42677 will auto settle every day at 5:30 p.m. After the account
has settled, two reports need to be printed in order to balance with the cash batch:
1. Click on the Reports button at the top of the page.

2. Click on Settled Detail Report.

3. The drop down defaults to Credit/Debit Cards. Select the appropriate posted date and click Apply
Filters to get all of the credit and debit card transactions that were processed.
4. Print out the report.

5. Click on Reports again and then Transaction Detail Report.

6. Select ACH-Checking/Saving and select the correct date, then click the Apply Filters button.

7. Print the report out.

8. Enter the transactions into a batch in CIS. The batch can be opened in the morning and payments can
be entered periodically throughout the day to avoid an end of day rush.
9. The total sales on both reports should match the batch total from CIS. Attach both reports to the CIS
Cash Batch print out and turn in to Francisco.

