1. Loginto Your Account

How to Add Your Registration to Your Account and Pay the Fee

Follow these steps to add your registration to your account and pay the required fee:

Access your account through the portal. Ensure you have your login credentials ready.
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2. Navigate to the Contractors Tab
Once logged in, click on the Contractors tab in the menu. l
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3. Find Your Registration

o If your registration is not listed for the City of Killeen:
= Click Find My Registrations.
= The system will search and display your registration
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4. Add Your Registration
o Once your registration appears, locate the selection box in the upper right corner of the page.
Check the box next to your registration.
o Click Add Selected to link it to your account.
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City of Killeen - Test
Killeen

First Name: Jessica Last Name: McMillin

Address: Jurisdiction: Killeen

Email: jessica_amber1982@yahoo.com Mobile Number: 2545017764

Local License Expiration Dates: Unknown
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Add Selected

o A confirmation box will pop up stating, "Contractor(s) added to your account." (See image
below). Click Return to Contractors to proceed.

Contractors added to your account

Contractor(s) added to your account.

Return to Contractors




5. View Details and Make a Payment
o After the registration is added to your account:
= Click View Details for your registration.
= Go to the Payments Tab.
o Select Pay Online, which will redirect you to a third-party payment portal.
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New Payment

Received Date
06/09/2025

Contact

Mot Applicable e

Type Due
Contractor License Fees - Application Technology Fee $10.00
Contractor License Fees - Contractor Registration Fee £80.00

Payment Method Ref. Number
Credit Card o Ref. Number
Amount Description

$90.00 Description

| £ Pay Online |_

6. Complete Payment
o Follow the prompts in the third-party portal to pay the registration fee.
o Important: If you need a receipt, ensure you enter your email address or phone number during
the payment process.
o Note that receipts cannot be generated by us once payment is made through the third-party
portal.



