
 

 

Citizen Self Service User Guide 

Contents 
City of Greenville Self Service ....................................................................................................................... 2 

Create User Account ..................................................................................................................................... 3 

Link To Account ............................................................................................................................................. 5 

Manage Bills .................................................................................................................................................. 8 

Review Cart ................................................................................................................................................. 12 

Make Payment ............................................................................................................................................ 13 

Pay by Credit Card ....................................................................................................................................... 15 

 

  



 

 

 

City of Greenville Self Service 
Navigate to the web address https://selfservice.greenvillenc.gov/MSS 

Click on the Citizen Self Service link on the left. 

 

 

 

 

 

 



 

 

 

Create User Account 
As a first time user, you must create a Citizen Self Service User name and Password. Do this by selecting 

the “Register” link.  

 

 

 

 

 

 



 

 

 

Enter your information and a unique validation number. Then click Save.  

 

 

 

 

 

 

 

 



 

 

 

Link To Account 
You will see your account settings once the registration is complete. Now you can link to an account. 

Click the “link to account” link. 

 

 

 

 

 

 



 

 

 

Enter your information just as it is listed on your statement or invoice. Click Update.  

 

 

 

 

 

 

 

 



 

 

 

Your account is now linked to your self-service user id. If you need to link additional accounts, click the 

“link to account” link and repeat the process. 

Click on the Citizen Self Service link on the left to return to the Citizen Self Service main page.  

 

 



 

 

 

Manage Bills 
To pay a bill, click on the General Billing link on the left. 

 

 

 

 



 

 

 

Click the “Manage Bills” link to the right of a linked account.  

 

 

 

 



 

 

 

Select the bill in which you wish to pay by checking the box to the left. The item will be added to your 

cart. 

 

 

 

 



 

 

 

Click “Add to Cart”. Details of your cart will be shown in the upper right corner of the screen. 



 

 

 

Review Cart 
Click the “Review Cart” link and complete your payment. 

 



 

 

 

Make Payment 
Click “Pay”. 

 

 

 

 



 

 

 

Choose the payment type. Click “Pay by Credit Card”. 

 

 

 

 



 

 

 

Pay by Credit Card 
Enter your billing information exactly as it appears on your credit card statement. Press “Continue”. 

 

 

 

 



 

 

 

Enter your credit card information and click “Make Payment”.  



 

 

 

Once the payment has been made, you will receive a payment receipt screen. 

 

 

 

 

 

 

 

 



 

 

 

If you have finished managing your billing, select Log Out in the drop down list in the upper right corner 

of the screen. 


