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FREQUENTLY ASKED QUESTIONS  

Gambling Control On-line was developed in 2006-2007 to provide easy access for Gambling 
and Route Operators to access permitted gaming machines and allow for transmission of 
video gambling machine information.   This includes the ability to enter electronic meter 
readings, mechanical meter readings, service reports, letter of withdrawals, on-line 
permitting, and the ability to receive tax estimates for each quarter of operation. 

What is Gambling Control On-line? 

 

First, you must be an authorized Gambling or Route Operator.  Then complete a simple form 
available through the Department of Justice Gambling Control Division.   You will be 
requested to provide information such as main contact, individual(s) to be notified of data 
entry problems and who will be notified when tax estimates are ready.  Once access approval 
is granted, you will receive a letter from the Gambling Control Division giving you a User ID 
and PIN number.  Those will allow you to access the system. 

How do I get access to Gambling Control On-line? 

 

Simply go to the Gambling Control On-line site using your own Internet Provider, and using 
the User ID and PIN number from your letter, log on.   Then follow the on-screen directions 
or those provided in this guide. 

After I’m approved, how do I get hooked up? 

 

No.  Access is only for machines owned by you or your Route Operator, if applicable.  
Transmission of data to Gambling Control is secured through an encryption process that 
prohibits others from reading it. 

Will other operators be able to see my machines or data? 

 

Yes.  You can license and pay for your permits on-line via an eCheck or credit card.  A small 
fee is charged for an eCheck, part of which goes to your bank for processing.  If using a 
credit card, the card fees can be costly, and will be paid by you plus a small service fee will 
be charged for the convenience of on-line processing by Montana’s website hosting 
contractor.  A list of the host fees are on the website. 

Can I pay for my permits on-line? 

 

It is 
Can I pay for my taxes on-line? 

required

 

 that you pay your taxes on-line when you receive a tax estimate.  You can pay 
on-line via an e-Check or a credit card.  A small fee is charged for an eCheck, part of which 
goes to your bank for processing.  If using a credit card, the card fees can be costly, and will 
be paid by you plus a small service fee will be charged for the convenience of on-line 
processing by Montana’s website hosting contractor.  A list of the host fees are on the 
website. 

No.    None of your account information is saved in our system.   You will need to re-enter 
the information for each payment you make.  Your payment will be processed only for what 
you have authorized.   Encryption and secure web site technology is used to assure no one 
has access to the information you provide with each payment. 

Will my Credit Card or Bank information be kept on-line? 
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CREATING USER ePASS MONTANA 

 
ePass Montana is the single sign on authentication solution provided through Montana’s 
office state website [mt.gov] for public-facing eGovernment services.  The benefits of 
ePass Montana will  
 

• allow you access to all authorized eGovernment services with one 
username and password 

• provide customization options for mt.gov so customers can personalize 
their service page 

• show customers other government services that may be useful to them 
• eventually may grant them access into federal government services 
• improve overall security of eGovernment services by having one entry 

point 
• decreasing human factor security breaches 
• developing a single security solution and using it multiple times resulting 

in cost efficiencies 
• focus on one solution for oversight and auditing purposes reducing 

overall effort; and 
• increase adoption rates for the state’s eGovernment services 

 
 
1. In the address bar on your browser, type https: //app.mt.gov/gambling.  You may 

want to save this as a favorite for further access.  The following screen will appear:   
 

 
  
 

2. Select "Create an ePass account".  You will be required to create your account prior 
to logging into any of your accounts. 

 

 

2 

1 

https://app.mt.gov/gambling�
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3. Fill in all required fields that are indicated with an asterisk "*". 
 
4. Select "Continue". 
 

• If you can’t remember your password or have lost it you can call the "On-Line 
Services" at "mt.gov".  You will be required to change your pass word every six 
month.   

 
 
 

 

3 
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5. Now that your ePass Montana account has been established you will now click on 

"DOJ Video Gambling Machine Services" and logon to your account. 
 
 
 
 

 
 

5 

YOUR ACCOUNT NAME WILL APPEAR HERE 
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USER INSTRUCTIONS 

 
 

1. Enter the User ID and PIN as provided in the letter from the Gambling Control 
Division.   
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2. Once you have completed the user information you will be prompted with the 

"ePass Montana" screen to login.  After you have entered the "Username" and 
"Password" the first time you will not need to do this again in the future.   

 
3. Click on "Login". 
 
 
 

3 
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4. After you have completed re-logging in with your set ePass the "Main Menu" will  
 appear.  From the "Main Menu" there will be 8 menu items to choose from: 
 

• Meter Readings

• 

 – Allows entry of electronic meters for the majority of data 
entry.  Mechanical meter readings will need to be provided at the end of each 
quarter.  Service reports are also entered using this option.  If you use this 
option, do not do the Meter Readings with Reconciliation.  Either do the 
“meter readings” OR the “meter readings with reconciliation”, not both. 
Meter Readings with Reconciliation – This is the same as meter readings.   
However, you will be asked to enter mechanical meter readings and cash with 
the electronic meter readings.  This will show if you are in balance.  Note that 
this option is for your convenience only.  Mechanical meter readings will be 
saved only for a maximum of two weeks by the system for data entry 
comparisons. Cash entries are not kept.  

• 

Electronic meter readings are kept 
the same as in the Meter Reading option.   Be aware that if you are only off by 
a nickel, the system will advise you that you do not balance.   
Quarterly Tax – This option is where you review your estimated tax once you 
are notified that they are ready.  

• 
You are required to pay on-line only. 

Permit Applications and LOW Submissions

• 

 – This option provides you with 
the ability to generate letters of withdrawal (LOW), make application for a new 
permit, and pay on-line for the charges.   You will receive an email with a 
printable permit about five (5) minutes after the application is approved. 
Annual Permit Renewal

• 

 (for July 1) – This option will be used only once a year 
during the annual VGM renewal process.   You will be able to file and pay for 
VGM renewals online.    
Change Personal Information

• 

 – Same screen as when you first logged onto the 
system.  This gives you the ability to change personal information such as 
your password. 
Fee Information

• 

 – This menu item describes the convenience fees charged by 
the web provider for use of the on-line system. 
Logout

 
 – Logs you out of the system. 

 

 

4 
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METER READING OPTION 

 
1. From the "Main Menu" select "Meter Readings". 
 
 
 

 
 
 

1 
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2. From the "Meter Readings" screen you will see your Location ID, Location Name 

and Number of machines owned by you at your location.  If you have more 
machines at your location they may be owned by a Route Operator.  The Route 
Operator will be able to see all locations but will only be able to process 
information on machines they own at each location.   

 
 
 

 

 
 
 
 

 
 2 
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3. Click on either the "location" or "location name". 
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4. Your VGMID number at the location will appear along with the option to enter 
regular meter readings or a service report. 
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REGULAR READINGS 
 

 
1. Select "Regular Reading". 
 
 
 

 

 
 
 

1 
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2. Fill in the required data for each VGMID 

• Select the correct quarter from the drop down box. 
• Correct Report Date.  Use the date on the audit ticket.  You must use the 

four digits for the year or the entry will not take [ie. 2008 not 08].  Note:  
After the initial entry of the "Quarter" and "Report Date" you will not need to 
re-enter this information, it will hold the initial entry for the remaining 
machines entries.  

• Correct Time.  You cannot use military time.  If the audit ticket shows 
military time, you must convert to regular time. 

• Select the correct time from the drop down box which indicates "AM/PM". 
 
3. Input the correct "Soft Meter Readings".  The meter readings are from the lifetime 

electronic meters. You must use dollars and cents.  Do not use "period" meter 
readings or mechanical meter readings. 

  
4. Click on the "Submit" button when finished. 
 
 

 

  
 4 
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5. For the end of quarter check the filing box. 
 
6. Enter the end of the quarter mechanical meter readings.  If your machine has only 

4 mechanicals use the fields that are available.   
 
7. If you have a machine that has 5 mechanical meter readings check the box and 

enter your bill acceptor reading.  
 
8. Submit when finished. 
 

 
 
 
 

 
 
 



09/15/2009 
   

17 

 
 
9. The date and time of the meter reading will be shown after submitting your meter 

readings.   
 

• To change an incorrect entry, click back into the date link, change the 
necessary information and "submit" again, however, this change must be 
made prior to noon of that business day.  This can be used for everything 
but the date and time.  If you make a mistake on the date and change it, be 
aware that this will add another row. 

 
10. If you want a hard copy of your report, click on "Local Summary".  A copy will be 

displayed; you can print it out for your records. 
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SERVICE REPORTS 
 
 
1. Select "Service Form". 
 

• When entering a service report on-line, do not send the original service form 
to the Division; keep it for your records. 
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2. Fill in the required data for each VGMID 

• Select the correct quarter from the drop down box. 
• Correct Report Date.  Use the date on the audit ticket.  You must use the 

four digits for the year or the entry will not take [ie. 2008 not 08]. 
• Correct Time.  You cannot use military time.  If the audit ticket shows 

military time, you must convert to regular time. 
• Select the correct time from the drop down box which indicates "AM/PM". 

 
3. From the drop down box, select "Before Report/Upgrade" Part and Problem and/or 

After Repair/Upgrade" Service Part and Problem/Labor.   
 
4. If this is a program change, the new program must be selected from the drop down 

box, click on the correct program. 
 
5. Input the correct "Soft Meter Readings".  The meter readings are from the lifetime 

electronic meters. You must use dollars and cents.  Do not use "period" meter 
readings or mechanical meter readings.  

 
• If the machine cleared with no prior electronics, you must use the last 

good lifetime meters off the audit roll prior to clearing.  Zeroed before and 
after meters cannot be accepted. 

  
 
6. Enter the end of the quarter mechanical meter readings.  If your machine has only 

4 mechanicals use the fields that are available.   
 
7. If you have a machine that has 5 mechanical meter readings check the box and 

enter your bill acceptor reading overriding the zero on the form. 
  
8. Click on the "Submit" button when finished. 
 
 
 
Note:  Service Form screen shot on next page ~~~ 
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9. The date and time of the meter reading will be shown after submitting your meter 

readings.    To change an incorrect entry, click back into the date link, change the 
necessary information and "submit" again, however, this change must be made 
prior to noon of that business day.  This can be used for everything but the date 
and time.  If you make a mistake on the date and change it, be aware that this will 
add another row. 

 
10. If you want a hard copy of your report, click on "Local Summary".  A copy will be 

displayed; you can print it out for your records. 
 
 

 
 

 
 
 
 

9 

10 



09/15/2009 
   

23 

 
 

 

 
 



09/15/2009 
   

24 

 
 

 
METER READINGS WITH RECONCILIATION 

 
 
You may enter meter readings utilizing the 3-way reconciliation procedure.  Be aware 
that only soft meter (lifetime with dollars and cents) entries will be sent to the Gambling 
Control Division.   Mechanical and electronic meter readings are only maintained for a 
maximum of two (2) weeks for purposes of reconciliation.  Cash entry is only used for the 
current reconciliation and is not saved on the system. 
 
1. From the "Main Menu" select "Meter Readings with reconciliation". 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
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2. Click on either the "location" or "location name". 
 

 
 

 
 
 
 
3. Select "Regular Reading". 
 
 

 

 
 

 
 
 

2 
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4. Fill in the required data for each VGMID 
 

• Select the correct quarter from the drop down box. 
• Correct Report Date.  Use the date on the audit ticket.  You must use the 

four digits for the year or the entry will not take [ie. 2008 not 08]. 
• Correct Time.  You cannot use military time.  If the audit ticket shows 

military time, you must convert to regular time. 
• Select the correct time from the drop down box which indicates "AM/PM". 
• For your end of quarter, check the end of quarter filing box.   
 

5. Input the correct "Soft Meter Readings".  The meter readings are from the lifetime 
electronic meters.  You must use dollars and cents.  Do not use "period" meter 
readings or mechanical meter readings.  For your end of quarter, check the end-of-
quarter filing box. 

 
6. Enter the end of the quarter mechanical meter readings.  If your machine has only 

4 mechanicals use the fields that are available.   
 
7. If you have a machine that has 5 mechanical meter readings check the box and 

enter your bill acceptor reading.  
 
8. Enter the amount of money the machine had collected since your last report.   
 
9. Click on the "Submit" button when finished. 
 
 
 
Note:  Reconciliation Form screen shot on next page ~~~ 
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10. Note:  The system will advise you that the readings do not balance if you are off by 

even one (1) nickel.   However, the soft meter reading will still be transmitted to 
Gambling Control.   The error message appearing in the example below appears 
because there were no prior electronic or mechanical meter readings within the 
last two weeks to compare to.   You will be notified at this point if you are out-of-
balance.  This is so corrections can be made to the soft meters, if applicable, before 
submitting to Gambling Control. 

 
11. The date and time of the meter reading will be shown after submitting your meter 

readings.   
 

• To change an incorrect entry, click back into the date link, change the 
necessary information and "submit" again, however, this change must be 
made prior to noon of that business day.  This can be used for everything 
but the date and time.  If you make a mistake on the date and change it, 
be aware that this will add another row. 

 
12. If you want a hard copy of your report, click on "Local Summary".  A copy will be 

displayed; you can print it out for your records. 
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QUARTERLY TAX 
 
 
1. From the "Main Menu" select "Quarterly Tax. 
 
 
 

 
 

1 
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2. Selecting "Quarterly Tax" will display your current estimated tax due.  To review 

each machine, select "Review Taxes".  You do not do your own taxes; an estimate is 
done for you.  If you have submitted your end of the quarter readings and you do 
not see your estimate, contact the Division.  History of prior quarter/yearly taxes 
will also be displayed as time proceeds. 
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3. All machines owned by you will be shown with the actual estimated tax per 

machine plus the total.   If you disagree with any tax amount, click on "I Disagree 
with the Tax Amount".  Contact the Division for clarification. 

 
4. If tax estimate amounts agree with your calculations, then select "Pay". 
 

 

 
 
 
 
5. The "Disagreement" screen will appears as shown below:  
 
  

 

 
 

3 

5 

4 
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6. You will have two payment options available, "Credit Card” or "eCheck ".  Choose 

your desired option.    
 
 

 

 
 
 
 
 
If you choose the option for "Credit Card" you will need to refer to "Appendix A" at the 
end of this guide.    
 
Fill in all required information.   Note: that in addition to the processing fee, a credit card 
fee is also assessed.   Both of these fees are convenience fees collected by the credit card 
company and the web services provider used by the Gambling Control Division.   For 
larger amounts, an eCheck might be a more economical procedure.   
 
If you choose the option for "eCheck" you will need to refer to "Appendix B" at the end of 
this guide.   Note: that in addition to the processing fee, an eCheck fee is also assessed.   
Both of these fees are convenience fees collected by the financial institution and the web 
services provider used by the Gambling Control Division.     
 
Fill in all required information.   If using your company name, split the name in to two 
entries for the “first” and “last” name.  i.e.  First name: Al’s Last name:  Bar.  All fields 
with an asterisk must be completed or the payment will not process. 
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If "eCheck" is selected, you will have the option to warehouse you payment (schedule 
check processing date) on or before the 15th of the month following quarter end.   The 
"eCheck" will be processed around 12: 10 AM for the day selected.   Warehouse payments 
are not available for "Credit Card" payments  
 
 
Select "Submit for Purchase" to continue. 
 
 
7. After you submitted your payment, a receipt will be generated.    
 
8. To print the receipt, click on your browser’s printer icon or select print under the 

file option on the browser tool bar. 
 

• If you do not get a receipt, your taxes have not been paid. 
 
 
 

 
 
 
 
 
 

7 

8 
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PERMIT APPLICATIONS AND LOW SUBMISSIONS 
 

 
1. From the "Main Menu" select "Permit Application and LOW Submissions". 
 
 
 

 

1 
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2. Click on either the "location" or "location name".  This option will allow you to bring 
 up the base location information first. 
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3. For Route Operators, selection of this option will display all locations that have 

authorized the Route Operator to perform LOW’s and add permits for the Route-
owned machines only. Select the location to be viewed by clicking on the location 
number or name.  
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4. To perform a Letter of Withdrawal [LOW), click on "Apply for Letter of Withdrawal" 

to get to the next screen. 
 
 

 

 
. 
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5. You will see that the information on this machine has been prefilled for you. 
 
6. Input the correct "Soft Meter Readings".  The meter readings are from the lifetime 

electronic meters.  You must use dollars and cents.  Do not use "period" meter 
readings or mechanical meter readings. 

 
7. Enter the correct "Mechanical Meter Readings".  If your machine has only 4 

mechanicals use the fields that are available. 
 
8. If you have a machine that has 5 mechanical meter readings check the box and 

enter your bill acceptor reading. 
 
9. Check the disclaimer box at the bottom of the page.  
 
10. Submit when finished. 
 
 
 
 
Note:  Letter of Withdrawal Form screen shot on next page ~~~ 
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11. After the submission of the information, the "Permit Status" changes to "Awaiting 

Submission" for the LOW.  This status will not change until you have completed all 
LOW’s and any permits that will be added at this time.  This can only occur if you 
have less than 20 machines. 

  
12. If you have less than 20 machines, you can choose either  
 

A. "Add a Video Gambling Machine"; or  
B. "Add a VGM".  

 
• If your location has 20 VGM’s, a letter of withdrawal must be submitted first 

and completed prior to relicensing a new machine. 
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13. In order to add a machine you will have to insert the "VGM Identification number" 

[VGMID] to be permitted and click on "Submit".    
 

 

 
 
 
14. Fill in the required data for each VGMID 

• Input the correct effective date, use the actual date the machine will be 
placed into service. 

• Correct Time.  You cannot use military time.  If the audit ticket shows 
military time, you must convert to regular time. 

• Select the correct time from the drop down box which indicates "AM/PM". 
• If the machine is route owned you will to check the box and know the route 

operator’s ID.  If the VGM is owned by a route, the MDR number must be 
entered.    

 
15. You will need to know the all the correct "Machine Information"   

• Serial number 
• Mechanical meters tracking 
• Program ID 
• For Tier ID, select Tier 2 
• Frequency of reporting 
• Select the day you report your electronic (soft) meters. 

 
16. Input the correct "Soft Meter Readings".  The meter readings are from the lifetime 

electronic meters. You must use dollars and cents.  Do not use "period" meter 
readings or mechanical meter readings.  

 
17. Enter the mechanical meter readings.  If your machine has only 4 mechanicals use 

the fields that are available.   
 
18. If you have a machine that has 5 mechanical meter readings check the box and 

enter your bill acceptor reading overriding the zero on the form. 
 
19. Check “Disclaimer” box. 
  
20. Click the "Submit" button. 
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21. The VGM that will be permitted will show "Awaiting Submission under Permit 

Status" and will remain inactive until the permit payment process is completed. 
 
22. If finished adding VGM’s [you may do multiple LOW’s and VGM’s before starting 

the payment process], select "Continue". 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

21 
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23. You will be shown how many permits are pending, the permit cost, and the 

convenience processing fee.  
 
24. Select “Continue” to proceed with payment. 
 
 
 

 
 

 
 
 
 

23 
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25. The Payment Options screen will appear with your total to be paid and your choice 

of payment methods.    
 
26. Choose "Credit Card" or "eCheck". 
 
 
 

 
 

 
 
 
 
If you choose the option for "Credit Card" you will need to refer to "Appendix A" at the 
end of this guide.    
 
Fill in all required information.   Note: that in addition to the processing fee, a credit card 
fee is also assessed.   Both of these fees are convenience fees collected by the credit card 
company and the web services provider used by the Gambling Control Division.   For 
larger amounts, an eCheck might be a more economical procedure.   
 
If you choose the option for "eCheck" you will need to refer to "Appendix C" at the end of 
this guide.   Note: that in addition to the processing fee, an eCheck fee is also assessed.   
Both of these fees are convenience fees collected by financial institution and the web 
services provider used by the Gambling Control Division.     
 
 
 
 

25 
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Fill in all required information.  If using your company name, split the name in to two 
entries for the “first” and “last” name.  i.e.  First name: Al’s  Last name:  Bar.  All fields 
with an asterisk must be completed or the payment will not process. 
 
 
Select "Submit for Purchase" to continue. 
 
27. After you submitted your payment, a receipt will be generated. It is very important 

that you print this receipt for your records and reconciliation. 
 
28. Print the receipt. 
 

• If you do not get a receipt, your permit(s) have not been paid. 
 
 

 

 

27 

28 
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29. A receipt will be displayed.   It is very important that you print this receipt for your  

records and reconciliation. 
 
30. Select Print. 
 

a. If you do not get a receipt, your permit(s) have not been paid. 
 
 
  
 

 

 

30 
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ANNUAL PERMIT RENEWAL 

 
 
Before a location is able to license or renew VGM’s online during the renewal process, the 
Gambling Control Division will review and process the renewal applications and enter the 
information needed for location and route operators to renew online.  The process 
outlined below will show you how Licensing enters the information prior to the location 
or route going online to renew. 
 
 
1. The renewal application is received and reviewed for completeness.  The 

information is then entered into the system by the "Returns" for the new period. 
 
 
 
 
 

 
 
 

1 
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2. The renewal for the location will be updated at this point which then allows the 

location or route to go online and renew the VGM’s. 
 
 
 

 

2 
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ONLINE RENEWAL PROCESS FOR 

LOCATIONS AND ROUTES 
 
 
 
1. From this "Main Menu" select "Annual Permit Renewal (For July 1)". 

 
 
 

 

1 
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2. The "Renewal Overview" will tell you if the operator or route licenses have been 

processed by the Gambling Control Division.  Take time to read over the "Machine 
Renewal Overview".  Note the Status column which will tell you that the locations 
are ready to be renewed or not.   

 
3. Click on the "+” in the "View" column to expand one location, or you may select the 

"Expand All" box.   
 

 

 

2 

3 
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4. If the location is ready to be renewed and you have expanded the screen, the 
status will show you the VGM is available to renew.   It will list all the machines in 
the dark grey background.  Also note that the location names are alphabetical for 
those that are ready to renew [darken area].  Those that are not ready to renewal 
are alphabetical as well [lighter area] below those are ready. 

 
 

 

  

4 
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5. You can now see that you have selected all three locations to be renewed.  By 

selecting "Select All" this will select all your locations ready to be renewed. 
6. By clicking on "All" it will select only that location.  You can remove the other 

checkmarks if you desire. 
 

7. Select the "Continue to Payment Page". 
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8. Once you have selected the "Continue to Payment Page", the screen will expand to 

show you all the machine information and allow you to deselect the VGMID you 
wish not to renew at this time.   

 
Note:  If you are unsure of the machine you want to renew do not check it, you can 
come back to renew it at a later date [by 07/31].  The "Total Machines" and the 
"Total Payment Due" have been automatically changed with the correct totals. 
 

9. Select the "Continue to Payment Page". 
 
 

  
 

8 
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10. At this point you must decide to make your payment by using a credit card or 

eCheck as the payment type.  The selection made here is to use the "eCheck" as 
the payment type.  You can select the type of payment by clicking on Select "Pay 
with a Credit Card" or "Pay with an eCheck". 

 
 

 

 
 
 
 
 
 
 10 
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If you choose the option for "Credit Card" you will need to refer to "Appendix A" at the 
end of this guide.    
 
Fill in all required information.   Note: that in addition to the processing fee, a credit card 
fee is also assessed.   Both of these fees are convenience fees collected by the credit card 
company and the web services provider used by the Gambling Control Division.   For 
larger amounts, an eCheck might be a more economical procedure.   
 
If you choose the option for "eCheck" you will need to refer to "Appendix B" at the end of 
this guide.   Note: that in addition to the processing fee, an eCheck fee is also assessed.   
Both of these fees are convenience fees collected by the financial institution and the web 
services provider used by the Gambling Control Division.     
 
Fill in all required information.  If using your company name, split the name in to two 
entries for the “first” and “last” name.  i.e.  First name: Al’s Last name:  Bar.  All fields 
with an asterisk must be completed or the payment will not process. 
  
 
If "eCheck" is selected, you will have the option to warehouse you payment (schedule 
check processing date) until June 26th.   The "eCheck" will be processed around 12: 10 
AM for the day selected.   Warehouse payments are not available for "Credit Card" 
payments  
 
 
Select "Submit for Purchase" to continue. 
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11. You will receive a "Payment Confirmation" notice. This document will list the 

machine numbers that have been renewed and the payment made. 
 

• "Please print this confirmation notice for your records" 
 
12. Select Print. 

 
 

 

  
 
 
 
 

11 

12 



09/15/2009 
   

59 

 
 

FRONT OF RENEWAL FORM 
 
 
1. You will need to indicate on your renewal if you are paying online.  Write or stamp 

this on your renewal form. 
 
2. If you have live games ie. card tables, keno or bingo you will need to submit a 

separate check for these permits along with your renewal.  Your renewal will 
indicate the number of tables to renew as well the live keno/bingo permits. 

 
 

1 

2 
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CHANGE PERSONAL INFORMATION 
 

 
 
1. Select from the "Main Menu". 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
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2. To "Change Personal Information".  DO NOT change the "PIN" number that was 

originally sent to you by this office. You can change your email address, secret 
question or answer to secret question.    

 
3. Select either "Continue" or "Main Menu". 
 
4. You will receive an e-mail advising you that your personal information has been 

changed. 
 
 

 
 
 
 
 
 
 
 

 

2 

3 
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FEE INFORMATION 
 

 
Selection of this option will show the current convenience fee structure. 
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APPENDIX A 
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APPENDIX B 
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APPENDIX C 
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