DDISO

Citizens Self Services (CSS)

https://egov.addisontx.gov/EnerGov Prod/SelfService#/home

Paying Hotel Occupancy Taxes

This would be your landing page after clicking the link above. Click “Login” to enter your credentials.

GoodMorning, Guest~

Apply® Map Report FeeEstimator Help@ SearchQ Help@  Addison Website

Welcome to our new Self Service Portal! Apply for stuff.

Welcome to Self Service

Ne o

Login or Register Apply Pay Invoice
Loginto an existing or create a new This tool can be used to apply for a Use this tool to pay for individual
account. You can also find helpifyou permit, plan or license. invoices.

forgot your login information.

o o

Request Inspection Map Portal Instructional Guides
Click here to request an inspection Explore the map tosee the activity Explore instructional guides or
onan existing record. occurringin your neighborhood. watchshort videos to assist you n

utilizing the self service portal

Enter your credentials and click “Log In” again.

Login
* Email Address ismaelvillaita@my.unt.edu
* Password ‘ ssssssses |

Remember Me O

De=

Forgot your password?
Switch jurisdiction?

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANBE ‘ Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.


https://egov.addisontx.gov/EnerGov_Prod/SelfService#/home

DDISO

After entering your credentials you will be taken to this page, click “Dashboard”.

ADDISON Joms®

Dashboard Apply

o

My Account

Click here to access your account
information.

e
Request Inspection

Click here to request an inspection
on an existing record.

P.O. Box 9010
Addison, TX 75001

phone: 972.450.7051
fax: 972.450.7074

FINANGE

Views Map

Report  FeeEstimator Help@

Welcome to our new Self Service Portal! Apply for stuff.

Welcome to Self Service

Apply
This tool can be used to apply for a
permit, plan or license.

o

Map
Explore the map to see the activity
occurring in your neighborhood.

ADDISONTEXAS.NET

SearchQ

Help®  Addison Website

Pay Invoice

Use this tool to pay for individual
invoices.

o

Portal Instructional Guides

Explore instructional guides or
watch short videos to assist you in
utilizing the self service portal

IT ALL COMES
TOGETHER.



pDISO

Below would be your dashboard, if you scroll to the bottom you will see your Hotel/STR “License”.

Note: The portal uses the terminology “license” to refer to paying your hotel occupancy taxes.

My Permits
Adtrmiion Actiee Dwaft Reoend:
0 0 0 0
+ Wicwr by Permits
My Plans
Attention Ackiee Dot Recent
0 0 0 0
b Viemar My Plans
My Inspections My Invoices
Requestsd Scheduled Clased C'-"a‘a"": $0.00
Past Due
o o o o $000
Total
o $0.00
+ View My Inspections ¥ View My memices
My Licenses
ABC
Mo FTAMDO0Z28-02-2017
Tyme Heotel Ocounancy T,
+ Wicwr My Licenses
P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.



Paying Hotel Occupancy Taxes

DDISON

Viewing your dashboard you will see your active “license” at the bottom left corner.

My Permits

+ Wi My Permiis

My Plans

: Active
0 0

+ Viewe My Plars
My Inspections My Invoices
vested Scheduled Closed Current
mo a 0" 3000 L=~
Past Dus
a o %000 [
Total
o  $0.00 =
+ Viowe My bmpections  View My i
My Licenses
ABC
Mo HTAXD0053%-08-201%
Type Hote! Qozunansy T,
Rerew
+ Vv My Licenses:
FINANGE P.0. Box 9010 phone: 972.450.7051 IT ALL COMES

Addison, TX 75001 fax: 972.450.7074

ADDISONTEXAS.NET

TOGETHER.



pDISO

To “renew” your “license” (pay hotel occupancy taxes), you will scroll down to the bottom and click
“Renew”.

My Licenses

ABC
No.HTAX000539-04-2019

Type Hotel Occupancy T...

BT ¢

» View My Licenses

Doing so will bring you to this page, click “Renew” again.

License Number: HTAX000539-04-2019 Renew _

ABC

« License cannot be printed at this time. License has not been issued.
# There was an issue when trying to generate the invoice. Please contact the jurisdiction for more information.

License Details | Tab Elements | Main Menu

License Details
License Type: Hotel Occupancy Tax District: AppliedDate: ~ 04/02/2019
Account Number: Period Start Date: ~ 04/02/2019
Status:  Active ExpirationDate: ~ 04/20/2019
Last Renewal Date:
Description:
Locations Fees Inspections | Aftachments ~ Contacts Holds Business Types | More Info

Business | Next Tab | License Details | Main Menu

Business
Company Name: ABC DBA: Open Date:
‘Company Type: Corporation Status: Active Closed Date:
District: Last Audit Date:
Locationz
Description:
P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDEONTEGASNET TOGETHER.



pDISO

What follows is a 4-step renewal application. The first step is just confirming your “license” type. Click
“Next” after confirming.

Renew License - Hotel Occupancy Tax ':REQUIRED

Type

LICENSE DETAILS

License Type Hotel Occupancy Tax

Description

« &=

You will then input your hotel tax info here. Once done click “Next”.

Renew License - Hotel Occupancy Tax “REQUIRED
Type More Info
MORE INFO

“Gross Room Revenues $ 10000
“Government Officials $ 2500
“Permanent Resident $ 2500
“Total Exemption $ 5000
“Taxable Revenue 5000

“Taxes Due $ | 380

- < ==

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.



pDISO

You will be able to attach attachments here, if needed. Please include any backup for exemptions
claimed, or other documentation you’d like to include. Then click “Next” when complete.

Renew License - Hotel Occupancy Tax “REQUIRED

Type More Info Attachments

ATTACHMENTS

Attach instructions for Attachments.
Supported file types include: pdf, jpg, png, jpes, gif, tiff, doc, docx, xls, xlsx, text, dwg, csv, rtf, duxf, dwf, dwix

Exemption Documenta

Add
Attachment

+

< < ==

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.



pDISO

The last step is a summary of all info. Verify that everything is correct and click “Submit”.

Renew License - Hotel Occupancy Tax “REQUIRED
Type More Info Attachments Summary
Lecations
Location 1 16304 MIDWAY RD, Addizon, Texas, United States, 75001
Location 2 16304 MIDWAY RD, Addison, Texas, United States, 75001
Location 2 10003550080740100
Bagic Info
Type Hotel Oooupancy Tax
D it
Applied Date 04/08/2019
Contacts
Contact1 Izrnzel Villalta
ABC
16304 MIDWAY RD, Addizon, Texas, United States, 75001
More Info
Top| Main Menu
Gros= Room Revenues 10,000.00
Government Officials 2 500.00
Permanent Resident 2 50000
Total Exemption £5,000.00
Taxable Revenue 5000
TaxesDue 235000
Attachments
. —
P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE ‘ Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.
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After submitting your application for renewal, you will then be given the option to pay your hotel taxes.
If you are paying via credit card, please continue and click “Pay Now”.

+" Your license application was submitted successfully.

License Number: HTAX000539-04-2019 -

ABC

* License cannot be printed at this time. License has unpaid fees.
» License cannot be printed at this time. License has not been issued.

License Details | Tab Elements | Main Menu

License Details
License Type: Hotel Occupancy Tax District: Applied Date: ~ 04/08/2019
Account Number: Period Start Date:
Status: Renew Submitted Expiration Date:
Online
Last Renewal Date:
Description:
% Locations Fees Inspections Aftachments Contacts Holds Business Types More Info

Business | Next Tab | License Details | Main Menu

Business

Company Name: ABC DBA: Open Date:
Company Type: Corporation Status: Active Closed Date:
District: Last Audit Date:

Location:

Description:

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.



pDISO

This will take you to your shopping cart. Click “Check Out” once ready to pay.

4Back
Shopping Cart
Total  $350.00
=
Invoice: 00004278 Description: NONE
Due Date: 04/08/201% Billing ABC (Villalta, smael)
Contact: $350.00
Case Number Project Case Address Amount Due
ggf\;{ODOSS os- 16304 MIDWAY RD Addison Texas 75001 $350.00 Top | Main Menu
Total  $350.00
N

This will take you to the payment screen. Enter your card info and then click “Pay Now”.

MyGovPay

#.. EWPIWERED BY

Addison, TX
Order Number: 15
Monday, April 8, 2019

Invoice # Hem Description Quantity Unit Price Total Price
00004278 NONE 1 $350.00 $350.00
Item Total: $350.00
Order Total: $350.00
Payment Details
sl fields are required
Cardholder Name Billing Street Billing Zip Code
Ismael Villalta 16304 Midway Road 75001
Card Type Card Number Expiration Date
Visa 4111111111111111 12-Dec 2026
CWV Code
123
Cancel
P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDEONTEGASNET TOGETHER.



pDISO

You will see this screen once your payment has been processed. When done click “Continue to Site” to
be taken back to the home screen.

MyGovPay

<, EWPOWERED BY
4 Trien TezamoLgiEs
THIS SITE IS CURRENTLY IN DEMO MODE.
Addison, TX

Order Number: 15
Monday, April 8, 2019

“Your payment was successfully processed.

Unit Price
00004278 NONE 1 $350.00 $350.00
Itern Total: $350.00
Order Total: $350.00

Contimetosite _

At the home page you will see this message mentioning a receipt was sent to you by email.

Thank You!

Your transaction was processed successfully. Your invoices tied to this order have been updated accordingly. An e-mail has been sent tovou with your receipt.

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.




pDISO

This is the what the emailed receipt would look like.

G2 Reply E2Reply Al 3 Forward
noreply@mygovpay.com Villalta, Ismael
[EXT] Payment Confirmation - Addison, TX

0 If there are problems with how this message is displayed, click here to view it in a web browser.

N

MyGovPay

*5, EMPOWERED BY
Mo e TechOLOGIES

Addison, TX

Payment Confirmation

Payment Date Monday, April 8, 2019
Order Number 15
Line Items
Invoice # Item Description CQuantity Unit Price  Total Price
00004272 NOME 1 535000 350,00
Item Total $350.00
Order Total $350.00
Thank you for your payment,
Addison, TX

Checking License Status

On the home page click “View” and then on the far right click “My Licenses”

B INVOICES

> Mylnvoices

o PERMITS B PLANS < INSPECTIONS
> MyPermits > MyPlans > My Existing Inspections
> Requestinspections

> TodsysInspections

# REQUESTS & LICENSES

> My Requests ‘ My Licenses.

FINANGE ‘

+View My Permits
My Plans
Attention Pending
0 0
P.O. Box 9010 phone: 972.450.7051
Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET

Recent

IT ALL COMES
TOGETHER.
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Below you will see three different statuses after payment has been made: Renew Submitted Online,

Renew Submitted, and Active.
Renew Submitted Online: This is the status right after payment. Staff has not reviewed application.

Renew Submitted: Staff is currently reviewing application.

Active: Staff has approved application. Approval of application will take 1-3 business days from the date
of payment.

|_MyLicenses i Search for License Number, Gompany, Type, DE n
Exact Match[]

EEged Sort| License Number[v]

Period Expiration
Status Company StartDate  Date

HTAX00053 16304 Renew Hotel ABC 04/08/2019
9-04-2019 MIDWAY Submitted Occupancy

RD Online Tax

Addison,

Texas

75001

Resultsperpage[10_ V| 1-1of1 << < >

ExactMateh[]

_MylLicenses

HEp Sort  License Number|v|

Period Expiration

Status Company StartDate  Date Renew
HTAX00053 16304 Renew Hotel ABC 04/08/2019
9-04-2019 MIDWAY submitted ||  Occupancy
RD Tax
Addison,
Texas
75001

Resultsperpage[10 V| 1-1of1 << -

My Licenses

Exact Match[]

[ Export Sort  License Number|v|

Period Expiration
Status Company StartDate  Date

HTAX00053 16304 Active Hotel ABC 04/08/2019  04/08/2019  05/20/2019
9-04-2019 MIDWAY Occupancy

RD Tax

‘Addison,

Texas

75001

Resultsperpage[10 v| 1-10f1 << < >

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.



ADDISON

Once the application for “license” has been approved you will receive an email with an attachment. The
attachment is the “license” issued noting the issue date, expiration date, and tax paid. This will be for

your records.

noreply@addisontx.gov villalta, Ismael

NRE
[EXT] Email: Hotel Tax Paid "License” Test

. BL Mixed Beverage_8-4-2019_09-33-30_a33c7636-8bda-456c-al 2b-30fT6doefdcd. pdf
pee [ GF KB

Email: Hotel Tax Paid "License" Test

HOTEL OCCUPANCY TAX

BUSINESS LICEMNSE NUMBER  HTAX000523-02-2019
APPLIED DATE 04/15/2019 ISSUED DATE EXPIRATION DATE

HOTEL NAME ~ MOTEL 6 OPERATING L P Tax Preparer:

4325 BELT LINE
Addison,Texas 75001
Gross Room Revenues $331,897.29 INVOICE MUMBER  INVOICE DATE  INVQICE TOTAL
Government Officials $1,780.55 00004279 04/15/2019 § 22 450 59
Permanent Residents $9,334.08 PAID AMOUNT PAYMENT DATE RECEIPT NUMBER
Total Exemptions 11174 63 5000

[Taxable Revenue $320,722 66
522 45059

Taxes Due

P.O. Box 9010 phone: 972.450.7051 IT ALL COMES
FINANGE Addison, TX 75001 fax: 972.450.7074 ADDISONTERASNET TOGETHER.
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Going back to the home page you will notice your active “license” on the bottom left corner.

My Permits

+ Wiew My Permibs

My Plans

» Vi My Plans

My Inspections

Requested

Scheduled

+ View My Inspections

My Licenses
ABC
N HTAXD00S39-04- 2019
Ty Hotel Oeoupancy T

Exgirazin

42

DAYS

+ Wiew My Licenses

My Invoices

Current

0 $0.00

Closed

Past Due

o $000

Total

¥ Wiew My Invoices:

—

P.O. Box 9010
Addison, TX 75001

FINANGE

phone: 972.450.7051

fax: 972.450.7074 ADDISONTEXAS.NET

IT ALL COMES
TOGETHER.



