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Thank you for enrolling in the DiCarlo Food Service On-line Payment Program.  By enrolling 
in this service, you will have the ability to: 

● Bullet Receive an email notification when your bill is ready 

● Securely view your summary bill online 

● Make one time, future dated or recurring payments 

● Pay multiple accounts within one enrollment 

 

Enrollment Process 

1. Go to http://www.dicarlofood.com/ 

 Click on the ONLINE PAYMENT link 
 

 

 

 

 

 

2. Press the Enrollment button to begin 

 

 

 

 
 

 

To enroll, you will need:  

 Your account number  

 Your insert billing zip code 

• Both numbers are located on your bill 
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3. Validate your account number 

 

 

 

 

 

 

 

 

You can obtain your account number and zip code from your DiCarlo Food Service  bill 

1. Enter your account number  

 Your account number must include all characters (i.e., hyphens) 

2. Enter the billing zip code 

3. Press Validate Account 

4. Now you begin the enrollment process, it’s just 4 easy steps: 

 Contact information 

 Account creation 

 Payment information 

 Activation  

Step 1: Contact Information 

 

 

 

 

 

 

 

 

 

 

 

2. Enter name if it differs from your bill 
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3. Contact information 

 Telephone number 

 Email address (entered twice to ensure accuracy) 

 Two additional email addresses can be entered, these recipients will 
receive copies of all email notifications sent 

4. Continue to Step 2 – Create your account 

Step 2: Create account 

 

When setting your security 
questions and answers 
please keep the following 
in mind: 

• Choose questions that can 
be easily answered 

• Make sure that the correct 
question is chosen when 
providing an answer 

• Answers must be typed 
in when they appear after 
setup as they do when 
answering them during the 
enrollment process 

• Try not to use punctuations 

• Try not to abbreviate 
the answers  

• Keep a copy of the 
questions and answers 
in a safe place 
if you need to refer 
back to them 

 
 
 
 

1. Create login credentials 

 Telephone number 

 Password 

• Entered twice to ensure accuracy 
2. Choose and label security image  
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 Image and label will appear in all email correspondence 

3. Choose and answer security questions 

 These questions will be asked sporadically when changing 
information added at enrollment, such as password and 
payment instruments 

4. Review and agree to the Terms and Conditions 

5. Click on Continue to Step 3 

Step 3: Payment account setup 

 
 

6. Review Choose bank account or credit card 

7. Enter a description of the account being stored 

8. Press Continue to Step 3B 

Adding a bank account 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter banking information 
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 Name on account 

 Bank routing number 

 Bank account number 

• Entered twice for accuracy 

2. Read and agree the information contained in box 3c. 

3. Press Continue to Step  

Adding a credit card 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Choose card type 

5. Enter card number 

6. Enter expiration date 

7. Enter the billing address, if different from the bill to address  

8. Read and agree the information contained in box 3c. 

9. Press Continue to Step 4 
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Step 4:  Validate Email Address 
 
 

 

 

 

 

 

An email will be sent to up to three recipients to activate the online payment account 

 Verify your email address 

 Press the Send Activation Email button 

 An email will be immediately sent to the recipients to activate your 
account 

Activation email 
 
 

 

 

 

Click on activate and you will be brought to the activation page 

Step 5:  Activate Your Account 

 

Click here to 
log in 

 

 

 

 

 

 

 

 



 

 
 
                                                                     ONLINE BILL PAY QUICK REFERENCE GUIDE 
 

  

Step 6: First time log in  

 

 

 

 

 

 

 

 

 

Log in to Business Name’s Electronic Bill Presentment and Payment site using 
the credentials created at enrollment 

Main Menu 

 

 

 

 

 

 

 

 

 

 

This is the main menu.  From here you can access the following functionalities: 

 Bills and Payments 

• View a summary of your rent bill 

• Make a payment 

 Add multiple accounts to one enrollment 

• Pay invoices for multiple accounts through one enrollment 

 Recurring Payments 

• Set up and delete recurring payments 

 My Account 

• Maintain information used at enrollment 
(i.e. password, account number)  
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Make a Payment 

Step 1: Create payment 

 

 

 

 

 

 

 

 

 

1. Click view to see a summary of your rent bill 

2. Choose the bills you’d like to pay 

3. Choose or enter your bank account 

4. Choose the effective date 

5. Press continue to proceed to next step 

Step 2: Verify Payment 

 

 

 

 

 

 

 

 

 

 
 

Review information on screen 

1. Check box to agree to the Terms and Conditions 

2. Press Pay to continue with payment or Back to make changes 
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Step 3:  Payment Processing 
 
 
 
 
 
 
 
 
 
 

 

This screen shows that the payment is processing, please do not cancel or press the 
back button 

Step 4:  Payment Confirmation 
 
 
 
 
 
 
 
 
 
 
 
 

 This page can be printed as a confirmation of payment 

 A payment receipt will be emailed sent to the enrolled email 
addresses 
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Account Management 

 

 

 

 

 

 

 

 

 

This site provides the ability to link multiple accounts that are enrolled in our 
electronic payment system as well as link multiple users to one account 
(in the case of roommate split payments) 

 To add multiple accounts to one enrollment 

• Enroll each account within eLockbox 

• From the main enrollment link the accounts 
 

 Enter account number 
 Enter authentication 

field from enrollment 
 Check the confirm box 
 Press Add 

Add enrolled 
account 

Invite additional 
payer to enroll 

 

 

 

 

 The linked account enrollment will receive an email to approve or 
decline the account linkage request by signing into the account and 
pressing the approved or declined button 

 For multiple user access, an email can be sent out from this site’s 
lead user to all others to enroll in the system 
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Recurring Payments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Recurring payments can be set up using the Recurring Payment 
option from the main menu 

 If multiple accounts are linked to one enrollment, one set of 
instructions must be created for each account 

 


