
 

City of Plano Customer & Utility Services Dept. 
Instructions to Updating Payment Credit / Debit 
Card (for single and recurring payments) 

 
For editing or adding existing credit / debit card with new 

Expiration Date follow instructions shown below: 
 

IMPORTANT NOTE:  Editing a credit/debit card or checking/saving account that 
was previously linked to an automatic recurring payment process will also 

update the recurring payments accordingly. 

 
 

Step 1: Log In. 
 

 
 
 



Step 2: Click on “View/Manage Accounts and Pending 
Payment(s).”  
 

 
 
 

Step 3:  Click on “Edit” to edit an existing credit/debit card or 
Click “Add a Payment Method” to add a new credit/debit card 
 

 
 
 
 

 
 
 



Step 4:  For editing an existing credit/debit card, select a 
new expiration date, then click on “Save” to finish.  Editing 
an existing checking/saving account uses similar steps. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5:  For adding a new credit/debit card or checking 
account, first, select the payment type to add then fill out the 
associated form.  Click on Save when done.   
 

 
 

 
Example of credit/debit form: 

 
 
Note:  Credit/Debit Card three digits security code is not required when 
editing/adding a card.  Card security code is only needed at time of actual 
payment. 



 
Example of checking or saving account form: 

 
 
 

IMPORTANT NOTE:  Editing a credit/debit card or 
checking/saving account that was previously linked to an 
automatic recurring payment process will also update the 

recurring payments accordingly. 

 
 


