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1. Portal Account Creation

° Customers will go to the followmg URL to create ihe|r account and manage the:r permit:

Emall address (Username) *

User Name

Password

Fergot Password

Register New User

o Click on Register New User
e Customers will enter their information in the following fields
o Lagin Credentials:
m Email address (Username)
m Password
m  Confirm Password
o Notification Settings:
m Email (if the same as username then check the box next to Same as the
username) otherwise enter a different email address
m Check SMS and enter phone number if customer would like those
notifications (this is not required)
m First Name
m Last Name
o Terms and Conditions
m Click View to review the terms and conditions
m  Mark the box that they have been read
o Click Register
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e The customer will receive an email to Validate and Activate their account

Validate and Activate your User Account  ibox x

& CaleWebOffice@calesystems.com
i o3 lome v

Your account has been created. Please click here to confirm and activate your account.
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2. Applying for Permit

o After logging in, the customer will need to tap on “Apply for Permit”

Welcame Liwea Viluasea 1000

B Apply for Parmit
Need a permit? Click hera to start the process

I Recent Activity

e They will need to select a parking zone from the drop down menu and click “Next” in the
bottom right hand corner of the screen
o Options:
m Business Employee Permit
m  Resident Permits
m  Special Commercial Permit
e Depending on the Parking Zone selection, the customer may be presented with different
selections on the next screen

e [n this example, the Business Employee Permit was selected:

New application

m Appleation progress - Step 1 of § - Address Lodkup
T

< Select Parking Zone

| Busiress Employee Permit o

e Select an option from “Package”
o Annual or Quarterly Permit

New application

I Anousl Permit
Start Date: [ Quanedy Fermit

m Appleaticn progress - Stap 3 of 5 - Option Selecton

T e R Y PP T T
§ Pecnit Options Status: [New
I Tps Butiress Emplogee Permi Zoney Suilness Employee Permit
I rocose i .| UsensePlates ¢ DCEHice PLATE 0 Toaik
|

| EndDae
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e Fillin the “License Plate” field
e Select “Save and Continue”

New application

m AppEcation progress - $t2p 3 of § - Cption Selection
Y T T N T o |

Options Status: (G

Type: Business Emplgyes Perm e e Emplond ot

Package: Quartady Permit y SR iR = —
Price: 2400

Start Date: Y5/2024 1122 A0

Erd Date:

/572025 652 F1A

e A confirmation will popup with the option to Confirm or Cancel
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e The customer will now need to upload any mandatory documents

Application: 173
s Appiaten £rogeass - Steo d of § - Proéce Decumantaten
ns Status! NS
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Documentation

@ epopeazpianon | & Choose Fite | Na fle chasen Mandatory
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e For this example customers need to download an application and upload it.

o Click on the Yellow download button

o The customer will then see a fillable PDF document to complete and save
e Click “Choose File” to upload the completed PDF
e Customer will then see a confirmation popup once file has been uploaded
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e After clicking Close, the customer is directed to the Application tab where they can see the
status.

Request Information

Shew Ongelng Treeta Frer by buense phove Q
o> 17} Ucense Flate: TSI
- Status | Jppcmon by | Date Ssbeitted: UHR024 1125 A1
B RaqetType Eusrass Evployes Pt
Actens View Discunten: o

e The customer will receive an email that their application has been submitted

Permit Application has been Submitted nbox «

& CaleWebOffice@calesystems.com
. tome »

Hello Morgan Biue

Your Permit application 173 has heen submitted. You will receive updates when your request is reviewed
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4. Payment

e The customer will now see the Permit has a status of “Payment Pending” on the portal

Recent Activity

Type: Permit

Explration Date: 47572024 652 PM
: 10: 10163 Last Update: 1/5/2024 1155 AM
v Status: i g Last Notification:
License Plate; TESTME Last Discussion: Hi Morgan - The apglization was net filed cut.

Plaase resubmit the completed appécation.
Vlew Discusslon: m

e The customer can click on the “View" icon which will take them to the payment screen

Permit: 10169
ian Status: [Payment Pending
Start Date: 1/5/2024 1242 14 Parmit Typa Eusiness Emplo,ee Permit
Explration Date: 452024 74200 Tariff Hame Business Quartedy
License Plate TESTME
Zene Businzss Employes Permit
Paymant Option Card v
Card Hame Masked PAN Expiration Select Card
5 Diract Payment D
$

Touk 2400

¥ Click to cancel pryment Y Py Now
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o |[f they have not entered a card already they will choose “Payment Option” and select “New

Credit Card”
e On the next screen they will enter their credit card information and click “Create Card”

Credit Card Management

New Credit Card

Card Name Masked PAN Expir

£ 2024 - Flowbird P

Intelligence

Enter Card Information

Card Holder Nama

Card Number

Expiration Month

Expiration Year

Creats Cand

Reset Information

=

e Their card will now be displayed under “Credit Card Management”
e They now need to click on the "Home" fab and click on the "View” icon to make the payment
as their card will be displayed

PaymentOptien  Card

Card Hame Masked PAN Explration Select Card
T ot i R
| $ Paymect Opt
Tol: 2100
ROk 1o carced psyraent T Py Hom
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o Click “Pay Now" and on the next screen they will need to enter the CVV.
o  Click “Perform Payment"

Intelligence

Payment Information

Amount 24.00

Card Holder Morgan Blue
Name

Card Number 451129*'~*4027
Expiration 11/32

(MMYY)

cw

TITre CVV (Credtcsnd Va'daion Valve)is a Jerdegroodz erbcasad or 'medntad ontha revatsa s'a ef Vs ard MastarCard c2vds
2rdentre frortof Aveniczn Svprass cards.

Perform Payment

Resel

oscover [ visa

o |fthe payment is successful they will see that information displayed

Permit: 10169
Information Status;
Start Date: 1/5/2024 1218 P Permit Typs EBusiness Employee Permt
Explration Date: 452004 T4IPM Tariff Nema Busass Quarterdy
Ucense Plste TESTME
Zone Busirass Erployes Parmit
i il
!
Payment Hislory
Paymant Method Purchaie Date Masked Pan Amount View Recelpt
Card 1/5/2024 1218 14 451125713027 2400 View Receipt
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e They can click “View Receipt” to download a copy of the receipt.
e An email will also be sent natifying the customer if the payment whether the payment was
accepted or if the payment failed

e [f the payment failed the customer would see that information after clicking “Perform Payment”

Avallable/Resarved Parmils (2)

Activate [Payment Required) Peomit 1D Licensn Plate Status
Select AN
10005 TOOAAS =
10008 bO0AAA o=

e They would need to enter a different credit card and try again

o In the back office, click on the “Permit” tab in the upper left corner to see that the permit is now
active and has been paid for

Fermit | CaszMgieet | ‘
Periodic p—:lrmls -------------- Perodic parmis

Pumirs B P v
10000 (4] Atz Ac.. 'Permitno ™ Status
Status N v i{'}-m Acsve
EA,:lii,, - 75 X 104 Psyms=t Penaing
Tpe: = 2o - - X un: Paymeat Pznaing
A [F’_"‘G'j“' ) sl A ooz PaymatFendng
Tanffpacksge: Startdsta: . X 0o Paymast Fznding
l,-e,p.T.islf_e_!n1'x__.__§ v | 202401081747 [ X 10010 Pajment Fending
Stopdats: Frea: v 109 Actve
202E0108 1743 (=] 2500 B oo Pzyment Fending
VAT Lieplaleno: X oo PaymzatFanding
o e v o10s Acive
[T Talnsbnon 4 ammns P
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5. Updating License Plate

o If the customer needs to update which license plate is associated with the permit they can do
that through the portal.

e On the Permit Tab they can click on View to update the license plate

Home  Appfewnnas@) Perrit )

Permit Information
Typs o Fotar by Veenss plate Q
A v
10 10162 Ucanse Plate: TESTE
Status: [ e ] Start Dates 1/5/2024 1218 B0
B Address: Explration Dates /52024 143 FIL
Type: Business Employes Permit
View Discussfon: m

e They simply enter a new plate number and click update

Information Status:

Start Date; 1/5/2024 1218 FM Permit Type Business Employee Permt
Expiration Date; 4/5/2024 TA8 PIY Tarlff Hame Busiiess Quarterly
License Plate * TESTLIEY

Zone Business Emploges Parmit

e If the update was successful, the customer will see the following message at the very top of
the portal

Message »
o [MessageUUpdatelicensePlateSuc
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