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INSITE Documentation o tyler
Member Help |
Create a member account

1. Select an application link from the InSite homepage. For most applications, the
Login page loads. If not, click the Login link.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Login

Create an Account | Password Recovery

2. From the Login page, click the Create an Account link. The Create Member
Account page loads.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Create Member Account

Hame Tweety Bird

Email aaety bird@tylertech com

Passward wi

[Create Member [Cancel

3. Type your information in the Name and Email fields. Your email address is your
login ID and is used for password recovery or for confirmation of any activity on the
site.

4. Click Create Member. The following message displays:

Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Create Member Account

Registration Completed.

The account has been successfully
created. An email containing your
password has been sent to the email
address you entered.

Continue
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5. Click Continue to return to the InSite homepage.
6. Check your email to find the confirmation message that contains your password.

Thank you for registering!
From “mSte@tyletdech com® <nSte@tylertech con

You may access Municipal Online Payments using your email address and password provied below

Email: tweaty birdi@tylertech.com
Password: vp_pbZ66M

After logging in for the first time, it is recommended that you change your password to something that is easy
for you to remember. Secure passwords are at least six characters long, include capital and lowercase letters,
include at least one number, and include at least one special character (L +@#&./ atc.)

7. Once again, select an application and return to the Login page. Log in using your
email address and the password found in the confirmation email. After logging in,
you can change your password. (See Edit your member information for
instructions.)

Login

1. Click the link for the application you want to access. For some applications you are
redirected to the Login page. For other applications you must click the Login link.
The Login page loads.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Login

mail: tweety. bird@tylertech.com
(IR TTR Y]

| Login

Create an Account | Password Recovery

2. Enter your email address and password then click Log In. If this is your first time
logging in, use the password from the confirmation email you received.

3. If you typed your login information correctly, you are directed to the application
you selected. If you typed your email address or password incorrectly, the
following message displays:
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Login

Unable to login using the Email
and Password you entered.

mail: tweety. bird@tylertech.comr

Log In .

Create an Account | Password Recovery

If you mistyped your email address or password, try logging in again. If you forgot
your password, use the Password Recovery link to have your password emailed
to you.

After five consecutive failed attempts to log in, your member account is locked
until an administrator unlocks the account. This feature is in place to protect your
account from hacking attempts and potential identity theft.

Edit your member information: Name, Email, and Password

1. From any application page, click the Member Profile link. The Member Profile
page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.

Court Business Licenses Call Center Uitility Billing Accounts Receivable Building Projects

Member Profile

Carrent Member Pavment |
tweety.birdEtylertech.com

Member Information ea: Member Profile | Logout
: Tweety Bird Need Help?
tweety bird@tylertach com

Phone Humber 135-792-6480 m Contact s

Passworg "eeveseses ] {EUG} T-MEMBER
Member
Announcements
SIDEBAR HERE

2. On the Member Information tab, click the edit link. The Edit Member
Information page loads.
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

[ Current Member (Pavment | I
Registrations Information | T‘-"-'EEI‘.}’ Bird

tweety.bird@tylertech.com

Edit Member Information Member Profile | Logout
ame Tweety Bird
e Meed Help?
il tweety, bird@tylertech.com R
r 135-T92-4680 u (806) 7-MEMBER
Member
Announcements

Change Password
) - SIDEBAR HERE

Save Change :Ca-m:el:

3. To change your display name or email address, edit the text in the Name and
Email fields. You must use a valid email address. You can enter your phone
number to be saved in your profile as well. This number is used in the Business
Licenses and Building Projects applications.

To change your password, type your current password in the Current Password
field, and then type your new password in the New Password and Confirm New
Password fields.

Member passwords can be changed at any time. The first time you log in, change
your password to something that is easy to remember. Secure passwords are at
least six characters long, include capital and lowercase letters, include at least
one number, and include at least one special character (! . + @ #, / etc.).

If you are not changing your password, leave all three fields in the Change
Password section empty.

4. Click Save Changes.
Recover a lost/forgotten password

1. Go to the Login page.
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Login

(o) A~

Create an Account | Password Recovery

2. Click the Password Recovery link. The Recover Your Password page loads.

Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Recover Your Password

Enter your email address to recover your password.

tweesty bird@tylerttech.com

cores

3. Enter your email address and click Submit. If the system is unable to locate the
email address you entered, the following message displays:

Court Business Licenses Call Center Uitility Billing Accounts Receivable Building Projects

Recover Your Password

Enter your email address to recover your password.
tweeaty blrd@tyledech com
Unable to find an account found for the email address entered.

I Submat If Cancel .

This means that the email address you entered could not be verified. Make sure
you typed your email address correctly. You can try another email address if you
think you might have created your membership account using an alternate address.

If the system is able to verify your email address, an email is sent to your login
email address and the following message displays:
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Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Recover Your Password

Your login information has been sent
to your email address.

Continue to login page.

4. Check your inbox for a message from the InSite administrator containing your
username and password.

Your Login Information!

From: “mStetylertech com® <inSte@tvierech coms
To: tweety birdi@tylertech.com
Here is your login infermation:

Email; tweety birdiiMylertech. com
Password: G00dPasswird

You can use this information to log in.

Add a credit card for the first time

1. From any application page, click the Member Profile link. The Member Profile
page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Current Member Pavment /
Rr.-gistr:tinm Information Tweety Bird

tweety.birdEtylertech.com

Member Information es: Member Profile | Logout

Hame Tweety Bird Need Help?

' tweety bird@tylertech com

Phore Humber 135-792-5480 m Contact Us

Passwong "=~ ] {Eﬂﬁ} T-MEMBER
Member
Announcements
SIDEBAR HERE

2. Select the Payment Information tab. The Payment Information tab loads.
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Current Member f' Pavment
[Reg:istr:tinm Information [QELCTeerEiatr] T"I'I"E"E't.:f Ei rd
tweety.birdEtylertech.com

Member Profile | Logout

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you Need Help?

may have set up.
m Contact Us

. u (806) 7-MEMBER
Select Default Credit Card

- Member
You don't have any credit cards on file. You should add a credit card  nnouncements
to get started. SIDEBAR HERE

3. Click the add a credit card link. The Add New Credit Card page loads.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Current Member i
ﬁtegiﬂtuliﬁm Inlhrm:tinnw Tweety Bird
tweety. birdEtylertech.com

Add New Credit Card Member Profile | Logout
Card Type Mastercard E] Need Help’
Credit Card Humber 5454546464C48454 s Contact Us
P 806) T-MEMEBER
Expiration Date Mow E 2|]13E| w [ ':I
First Hame On Card Twaety Member
Last Mame On Card Bird Announcements
SIDEBAR HERE

Billing Address 1 48 Mel Blanc Ave.
Billing Address 2

Lip 01942

Save Card| |Cancel|

4. Fill in your credit card information. All fields except Billing Address 2 are
required.

5. Click Save Card. The credit card is saved and automatically becomes your default
card.

Add a credit card when making a payment

You can save a credit card to your profile when making a payment if you do not already have
a credit card saved.

1. During the payment process, mark the Save Card in Profile checkbox.
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Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects
Court
Pay Ticket Online Tweety Bird
Make P t tweety. bird@tylertech.com
ake Faymen member Profile | Logout
Payment Summary
Violation Ticket BolanceOwed  PaymentAmount ©2yment Method change
Credit Card Information.
FAILURE TO APPEAR/BAIL JUMPING 12458F 5253.00 5 253.00 )
Isswed: &/7/2000 Card Type
To: TIFHANY STANLEY Please select.. |=]
Due: &/7/2000 Credit Card Number
SubTotal: $253.00
Expiration Date
Total Paymenit: 5253.00 _ 'T] EHD'E!_T]
7 . . First Name On Card
Process Payment, Cancel
L Ma C
Billing Address 1
Billing Address 2
\ Iip
¥ Save Card in Profile
Court House
Hours
Monday - Friday:
8:30 a.m. - 5:00 p.m.
(Excluding Holidays)
Location
123 Main Street
City, State 01234

2. When you click Process Payment, the credit card information saves to your
profile for future use.

Add an additional credit card to your account

Once you save one credit card, you can save additional credit cards to your account. This is
useful when making a payment so that you can choose which credit card to use for each

transaction.
1. From any application page, click the Member Profile link. The Member Profile

page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.
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Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Member Profile

Current Member Pavment
Registrations QETCTREUTON Tnformation

Member Information ed:

g

Hame Tweety Bird
Email tweely bird@tylattech com
Phone Humber 1357925480

' L amssssssen
Password

Tweety Bird
tweety.birdEtylertech.com
Member Profile | Logout

Meed Help?

» Contact Us
= (B0&) 7-MEMEER

Member
Announcements
SIDEBAR HERE

2. Select the Payment Information tab. The Payment Information tab loads and
displays all the credit cards saved to your account. Your default credit card is

selected and highlighted in green.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Current Member N Pavment
Registrations | Information QEEaisaEiEt

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you
may have set up.

Select Default Credit Card

@ Mastercard: = T C 5454 Exp 11,2013 Edif Delete
*

|Save Default Credit Card| [Add a New Credit Card

Tweety Bird
tweety.birdEtylertech.com
Member Profile | Logout

Need Help?

m Contact Us
u (B06) 7-MEMBER

Member

Announcements
SIDEBAR HERE

3. Click Add a New Credit Card. The Add New Credit Card page displays.
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Current Member Pavment
(R:gi:tratium Inﬁurma‘t:i.m Tweety Bird
tweety. birdEtylertech.com
Add New Credit Card Member Profile | Logout
Card Type | American Expressm Need Help?
Credit Card Number 37T5689753426483 m Contact Us
. m (Bl%) 7-MEMEER
Expiration Date Mar B 2“165 }
First HName On Card TWEEI.‘,' Member
Announcements

Last Hame On Card Bi
n Card Bind SIDEBAR HERE

Billing Address 1 48 Mal Blanc Ave.

Billing Address 2

4. Fill in your credit card information. All fields except Billing Address 2 are
required.

5. Click Save Card. The card you added automatically becomes your default credit
card.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

Carrent Member )
[Rr.-g:iatr:tinm Information Tweety Bird
twaety. birdEtylertech.com

Member Profile | Logout

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you

may have set up. Need Help?

m Contact Us
. w (B0%) 7-MEMBER
Select Default Credit Card

® Mastercard: = " ¥ 5454 Exp 1172013 Edil Delete Member
Announcements
SIDEBAR HERE

[Save Default Credit Card [Add a New Credit Card|

Edit a credit card

1. From any application page, click the Member Profile link. The Member Profile
page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.
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Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Member Profile

Current Member Pavment /
Registrations QETCTREUTON Tnformation

Member Information ed:

Hame Tweety Bird
Email tweely bird@tylattech com
Phone Humber 1357925480

' L amssssssen
Password

Tweety Bird
tweety.birdEtylertech.com
Member Profile | Logout

Meed Help?

» Contact Us
= (B0&) 7-MEMEER

Member
Announcements
SIDEBAR HERE

2. Select the Payment Information tab. The Payment Information tab loads and
displays the credit cards saved to your account. Your default credit card is

selected and highlighted in green.

Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Member Profile

Current Member Favment
Registrations | Information |[RETGTSIETEETH

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you
may have set up.

Select Default Credit Card /
@ AmericanExpress: = 7 6483 Exp 3/2016  [Edit] [Delete

Mastercard: == " % 5454 Exp 11/2013 [Edit] [Delete

|Save Default Credit Eard] Add a Mew Credit Card

Tweety Bird

bweaty. bird@tylartech.com
Member Profile | Logout

Meed Help?

m Contact Us
= (806) 7-MEMBER

Member
Announcements
SIDEBAR HERE

3. Click the Edit link next to the card you want to edit. The Edit Credit Card page

loads. Make your changes.
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Court Business Licenses Call Center Utility Billing

Member Profile

Current Member A Pavment
Reg:i.i'lrﬁtiﬂm Information [QELCTeerE AT

Edit Credit Card

Card Type  Amancan Expressg

Credit Card NHumber 375669753426483
Expiration Date Mar [=] [2016[]
First Name On Card Tweety
Last Hame On Card Bird
Billing Address 1 48 Mel Blanc Awve
Billing Address 2
Tip 01942

'Save Card| [Cancel|

Accounts Receivable Building Projects

Tweety Bird
tweety. birdEtylertech. com
Member Profile | Logout

MNeed Help?

» Contact Us
m (B04) 7-MEMEER

Member
Announcements
SIDEBAR HERE

4. Click Save Card.
Delete a credit card

1. From any application page, click the Member Profile link. The Member Profile
page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.

Court Business Licenses Call Center Uitility Billing

Accounts Receivable Building Projects

Member Profile

Current Member Pavment /
Registrations QETGTR e Information

Member Information ed:

Hame Tweety Bird
tweety bird@tylartech com
Phone Humber 135-792-5480

j wmme

Tweety Bird
tweety.birdEtylertech.com
Member Profile | Logout

MHeed Help?

m Contact Us
m (806) 7-MEMBER

Member
Announcements
SIDEBAR HERE

2. Select the Payment Information tab. The Payment Information tab loads and
displays all of the credit cards saved to your account. Your default credit card is

selected and highlighted in green.
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Building Projects

Court Business Licenses Call Center Litility Billing Accounts Receivable

Member Profile

Current Y Member Fayment Tweety Bird
Registrations | Information |[PETGTSIETEETY i Y
bweety birdEtylertech.com

Member Profile | Logout

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you -
Py ave Sat . Meed Help!

m Contact Us
) u (806) 7-MEMBER
Select Default Credit Card j
@ AmericanExpress: = * ™ 6483 Exp 3/2016  [Edit] [Delete Member
Announcements
Mastercard; " = = 5454 Exp 11/2013 [Edit] [Delete SIDEBAR HERE

[Save Default Credit Card) (Add a New Credit Card

3. Click the Delete link next to the card you want to permanently remove from your
profile. You are prompted to confirm that you want to delete the card.

Message fram webpage [

f % Are you sure you want bo remove this credit card from your peafile?
This canmot be undone.

4. Click OK.

Note: You cannot delete the default card. You must first designate another card as the
default card, then delete the desired card.

http://docs.municipalonlinepayments.com/Member Help.html 03/19/2010



INSITE Documentation « Member Help Page 14 of 18

Court Business Licenses Call Center Uitility Billing Accounts Receivable Building Projects
Member Profile
Current Member Pavment :
(Rtgiﬂntlum Inf-urmatiocu. Tweety Bird
tweety. bird@tylertech.com
Member Profile | Logout

The credit card information saved here is only for ontine payments and
does not affect any existing drafts or other payment arrangements you

7
may have set up. Need Help?

m Contact Us
m (B0&) 7-MEMBER

Select Default Credit Card

® AmericanExpress: ™ "™ "™ 5483 Exp 3/2016  [Edit] [Delete] Member
Announcements
Mastercard: =" ™ 5454 Exp 11/2013 [Edit] [Delste]  SIDEBAR HERE

You are trying to delete the credit card that you have designated as
your default payment method. Flease designate another card as your
default payment method before deleting this one.

Save Default Credit Card) [Add a New Credit Card
| |Add J

Change your default credit card

Your default credit card is the card automatically used to make payments unless you select
another card when making a transaction. You can change your default card at any time. If
you have only one credit card in your profile, it is your default credit card.

1. From any application page, click the Member Profile link. The Member Profile
page loads with the Member Information tab selected. If you are not logged in,
you are prompted to log in before you can continue.

Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

[Eurrmt Member Pavment | /
Repgistrations QTR EHTE Information | TWEEt':'I'r Bird
tweety. bird@tylertach.com
Member Information ed: Member Profile | Logout
g Tweety Bird Meed Help?
tweety bird@tylartach com
Phone Number 135-792-6480 = Contact Us
Passworg " vereeees ™~ {Eﬂﬁ} T-MEMBER
Member
Announcements
SIDEBAR HERE

2. Select the Payment Information tab. The Payment Information tab loads and
displays the credit cards saved to your account. Your default credit card is
selected and highlighted in green.
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Court Business Licenses Call Center

Accounts Receivable
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Utility Billing

Member Profile

Current W Member Favment
Registrations | Information |[PETGTSIETEETY

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you
may have set up.

Select Default Credit Card

AmericanExpress: =™ " " 6483 Exp 3/2016  [Edit] [Delete
@ Mastercard; " T e 5454 Exp 11/2013 [Edit] [Delete

\

[Save Default Credit Card) (Add a Mew Credit Card

Building Projects

Tweety Bird
bweety birdEtylertech.com
Member Profile | Legout

Meed Help?

m Contact Us
= (806) 7-MEMBER

Member

Announcements
SIDEBAR HERE

3. Select the radio button next to the card you want to be your new default credit

card.

4. Click Save Default Credit Card. The default credit card is saved and highlighted

in green.

Court Business Licenses Call Center

Accounts Receivable

Building Projects

Utility Billing

Member Profile

Current Member Favment
Registrations | Information |[RETGTSETEETH

The credit card information saved here is only for online payments and
does not affect any existing drafts or other payment arrangements you
may have set up.

Select Default Credit Card

AmericanExpress: =™ "% " 6483 Exp 3/2016  [Edit] [Delete
@ Mastercard: = =% " 5454 Exp 11/2013 [Edit] [Delete

|Save Default Credit Eard] Add a Mew Credit Card

Tweety Bird
bweety. bird@tylartech.com
Member Profile | Logout

Meed Help?

m Contact Us
= (806) 7-MEMBER

Member

Announcements
SIDEBAR HERE

Member account security

Personal information is collected and stored by the website and the software that powers
the site. All information passes over the Internet using SSL 128-bit encryption. This is the
industry standard for passing important information securely over the Internet. You can
verify the use of this encryption by making sure the URL for the page you are on is prefixed
by "https://". The secure certificate can be viewed by clicking the lock symbol in your web
browser. It is recommended that users access the site using one of the following browsers or
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newer: Internet Explorer 7.0, Firefox 2.0, Safari 2.0, Opera 9.0, or Google Chrome 2.0.

All member passwords and credit card numbers are encrypted again when stored in the
database. The password cannot be viewed on the website and requires a user to have access
to the email account of the member in order to retrieve the password. In addition, the user
must be logged in to change the password and must re-enter the existing password. A
member credit card number can only be viewed on the Edit Credit Card page.

Court Business Licenses Call Center Utility Billing Accounts Receivable Building Projects

Member Profile

Current Y Member AT Pavient i
(Registratiuns Information [EETETAETHEH Tweety Bird
tweety.birdi@tylertech.com
Edit Credit Card Member Profile | Logout
d Type American ExpressB Need HElrF
edit Card Number 3T5669753426483 s Contact Us

. — 806) 7-MEMBER
Date Mar [+] [2016[=] = (806)

d Tweety Member
rd Bird Announcements
SIDEBAR HERE

illing Ac 55 1 48 Mel Blanc Ave

fip 01942
Save Card] [Cancel

On all other pages on the site where the member's credit card information displays, the card
number itself is replaced by asterisks (*) except for the last four digits.
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Court Business Licenses Call Center Litility Billing Accounts Receivable Building Projects

Member Profile

- N " —
Current Member Pavment ;
Registrations | Information TW’EEt‘,I’ E1rd

tweety.bird@tylertech.com
member Profile | Logout

The credit card information saved here is only for online payments and

does not affect any existing drafts or other payment arrangements you

7

may have set up. Need Help?
» Contact Us

m (BO&) 7-MEMBER

Select Default Credit Card

AmericanExpress; ¥ i S 0483 Exp 3/2016  [Edit] [Delete] Member
Announcements
@ Mastercard:; **** " " 5454 Exp 11/2013 [Edit] [Delete] SIDEBAR HERE

Save Default Credit Card| [Add a New Credit Card|

Members are encouraged to only view or make changes to their credit card information in a
safe location. A safe location is defined as a computer under the user's control which does
not have malicious software installed on it (known or unknown) and which is located where
others cannot see the user's personal information. A good example of this would be the
user's home computer with a firewall, anti-virus, and anti-spyware software running. Public
places, with computers or wi-fi hot spots with free access, such as the public library or a
sidewalk café, should be avoided.

Current Registrations tab: Manage registrations

View the Current Registrations page by selecting the Current Registrations tab of your
Member Profile page. The Current Registrations tab displays accounts, entities, or
contacts you have registered. There are also links to add new registrations or to remove
registrations.

Note: Refer to each application's member help for more information on each section of the Current
Registrations tab:
Building Projects Business Licenses
Call Center Utility Billing
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Court Business Licenses

Call Center

Utility Billing

Page 18 of 18

Accounts Receivable Building Projects

Current

Account #

01-0520-01
Past Due

20-2050-00
active
15-7020-00

active

active

Hame

Member Profile

Registrations

KC-0020-01

Tweety Bird

Member Payment
Information | Information

Current Registrations

Utility Billing Accounts

Address
5009 RIDGE CREST DR.

4732 CRAWFORD DR.

6317 FALL RIVER DR

60 CHARLIES WAY

Building Projects Entity

Last Payment

(5140.25)
04/08/2003

(5776.62)
05/07/2003

(5332.38)
04/07/2003

(55.00)
07/09/2009

Contractor

Business License Contacts

Call Center Contact

bt me i, A S, P e e i B e i e i i e

Add an Account

Balance

5282.81
Due 05/27/2003

5620.47
Due 05/30/2003

5191.06
Due 05/08/2003

$1,586.01
Due 03/15/2008

Status

Pending

Add a Contact

There are no Business License Contacts associated with your
Membership. Register a contact.

There are no Call Center Contacts associated with this
Membership.
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Tweety Bird
tweety.bird@tylertech.com
Member Profile | Logout

Need Help?

s Contact Us
m (80&) 7-MEMEER

Member

Announcements
SIDEBAR HERE
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