Web Store Instruction Guide for
Maple Lake Purchases

Go to the city Website: www.ci.maple-lake.mn.us
Click on the Web Store Link.

NOTE: You do NOT need to “create an account” or have a city-issued password to shop at the

store. Simply fill a shopping cart and go to checkout, just like any other online shopping ex-
perience.

1. Click on desired category under Browse, i.e. Utilities.
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2. Click on Product Name.
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3. Enter requested information: Last Name, First 12 digits of Account Number, click Check

Balance. Leave Payment Amount to pay amount due or overwrite amount to pay a different
amount. Click Buy Now.
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4. To choose another category, click Continue Shopping.
When finished shopping, click Go to Checkout.

Your Shopping Cart
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5. If this is your first time in the store, enter your email address and click Sign in using our
secure server. If not, enter your email address, click the [ am a returning customer button and
enter the password (created by YOU) used during your first checkout, then Sign in.
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6. Fill out the information requested. Remember, the city will not be issuing a password to
you . . . Each person creates their own! Click Verify my Info.
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7. Finally, click Complete Order ONCE. Please be patient and resist the temptation to click a
second time!! Depending on the speed of your Internet connection, this could take 5-60
seconds. A receipt will appear that you may print now, or you may access it at a later date from
My Account on the left hand menu.
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8. Below is a sample of the receipt. Be sure to Log Out (we have magnified the screen shot for
emphasis) especially if you are using a computer in a public location. If a receipt appears, your
transaction is complete. If instead of a receipt you see an error message that your credit card was
declined, then your payment was unsuccessful. Please call the customer service phone number on the
back of the credit card for further explanation.
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10. Purchasers may view their accounts, change an email address or password, see past orders or track a
shipment from My Account. A Password Reminder may also be requested. If the Password
Reminder doesn’t work (it works, but the reminder email may be in your Spam folder or it is
possible the email address was mistyped originally and we are trying to email to an invalid address),
use Contact Us to request that the school reset your password.
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