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1. Portal Account Creation 

• Customers will go to the following URL to create their account and manage their permit: 
httos·/Jweboffice.mdc dmz.caleaccess com/calepermjtcustomerportal/freeholdnj/AccounttLogio 

• First time users will need to register for an account. 

Email address (Username) • 

User Name 

Password 

-Forgot Password 

Register New User 

• Click on Register New User 
• Customers will enter their information in the following fields 

o Login Credentials: 
■ Email address (Username) 
■ Password 
■ Confirm Password 

o Notification Settings: 

• -

■ Email (if the same as username then check the box next to Same as the 
username) otherwise enter a different email address 

■ Check SMS and enter phone number if customer would like those 
notifications (this is not required) 

■ First Name 
■ Last Name 

o Terms and Conditions 
■ Click View to review the terms and conditions 
■ Mark the box that they have been read 

o Click Register 
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Register New User 

login Crr.dent1als. 
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Term» and conditions 

• The customer will receive an email to Validate and Activate their account 

Validate and Activate your User Account rnbox x 

e CaleWebOffice@calesystems.com 
to rnt:' • 

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

• After logging in , the customer will need to tap on "Apply for Permit" 

9 Apply for Permit 

Need a perm1t1 Chd: here to start the process 

I Recen, A<tivHy 

• They will need to select a parking zone from the drop dowri menu and click "Next" in the 
bottom right hand corner of the screen 

o Options: 
■ Business Employee Permit 
■ Resident Permits 
■ Special Commercial Permit 

• Depending on the Parking Zone selection, the customer may be presented with different 
selections on the next screen 

• In this example, the Business Employee Permit was selected: 

New application 

Ill 
-f Select Pa rking Zone 

( ~s£mp;,, !'tPff,r-:1 

, . I If -·ii#M· #, 
F.MmM\..,~1n'.1S 

\ S UICc,-.,-.trC-:>'~,r,-:1 

• Select an option from "Package" 

Ill 

Pl'it.t : 

o Annual or Quarterly Permit 

New application 

FJ\lrtnlrrp!<,/Of'"itl"rr:t 

f · S..',tda p•➔~, - ... J U uN, Pl.at , 1 • 

w: ifi?Jt. 
1

,1,,,,-,,utPttl'!"': t j 
Q..;,r.r,11 r ~ t --------<· 
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• Fill in the "License Plate" field 
• Select "Save and Continue" 

New application 

Ill 
Pf-1111i1 Optio11~ Status: rJ .... ., 

lJctrtSt,illt: • 

""' 
1/5/20,2.-111:llA..' .1 

lr.dCl-,:r. 

• A confirmation will popup with the option to Confirm or Cancel 

• 0 
Confirm 

The ,lJ;I:.'' :.ali.'.'n\\11 ~ SJ,E-d . ANS .. fi' )C-l.J \'.~r.t 10 PfC<HdlCn,c,;e 
cor:r:iR,•J ,o ~1oc~j 01 o,-..:(£!. to so, 

COHFIAM CAN CU 

• The customer will now need to upload any mandatory documents 

Application: 173 -
Uu , .. u f-bt~ • IHW3 

1!'£:1 

Docum,ntation 

8uilntu Etnplo)'o Permit 

HS1U3 

itf§P.l'·,','i 
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• 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 

• Click "Choose File" to upload the completed PDF 
• Customer will then see a confirmation popup once file has been uploaded 

Mpf.1111.U\IVIJ, 11.J - ,.,,.. ~.n,1-S,'.,,;: t_fJ.;> .... ~-"'-"' 

Perm.tOpt.oos<· ~ 

Confirm 

•.-ti~: · :r.<'" 1t. .... -t~ .: • ..-:u•r.\o,;: t-, ~.:Jc<r~, 
-~ .. t , ,.....ti,. t .... ~-:-~-1: \:: r.-· 1 . ~.•..:r ·,·••~ ... ;.· 

lhVl-.''t 

' 1111.•· 

• After clicking Close, the customer is directed to the Application tab where they can see the 
status. 

Reque~t ln forn1;1ti on 

.... ....... 

0 •uS,Ml"nt4:: 

,..t",anrr, ,: 

y,. .• CXK,,;,~ 

H.S1"!JI 

Pl 

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

Permit Application has been Submitted lnbox )< 

• CaleWebOffice@calesystems.com 

- to me • 

Hello Morgan Blue 

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

• The customer will now see the Permit has a status of "Payment Pending" on the portal 

Recent Activity 

1010 

St,tvt: 

lktn .. Pbtt: TESTM6 

fxplndon Datt: 

LllnUpdatt: 

lut Uotifiuition: 

la.1tDIKV1Non: 

Vl,w Obuudon: 

◄JStlOz.& 6:52 Pl.I 

1/5/WU 11:55 .AB 

Hi t.!O(glO • Tt.e 1pji5: 1t<n Y,J1 net fled o<Jl 

~ .ase re-s-Jbmit tt,~ corr,plf.tld ~Pf"Sc<lt.on 

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

1111¥£61:F 

sur10.at1: 

b pludon D1t•: 

UunsePhu 

Payment Opdon ( l-•d 

1/S/£◊2◄ 1Z:12 f1 I 

4,')/202:4 Ml FM 

TESTI.'S 

E,.::,.¼ u c,ri::-loytt l't,m'.1 

C,rdPhme 

Permit: 10169 

Pumit Type 

T111ffthm1 

tJSntu Err~1ff Pttn,·1 

8-.J!~U Q-JlfWfJ 

St lKtCwd 

TotU: 2.fi.00 

l=i·dfrf :·H¼A 
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• If they have not entered a card already they will choose "Payment Option" and select "New 
Credit Card" 

• On the next screen they will enter their credit card information and click "Create Card" 

Credit Card Management 

Ma.sk• d PAN 

!I 2024 - Flo•Nbird Pe 

Enter Card Information 

Card Ho:dar Name 

cardNumte, 

Expiration Month 

b piratjon Year 

Reset Information 

• Their card will now be displayed under "Credit Card Management" 
• They now need to click on the "Home" tab and click on the "View" icon to make the payment 

as their card will be displayed 

............ ~27 

fEJ 

I 1'5 Fi· ,MW 

11 /ll • 
0 
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• Click "Pay Now" and on the next screen they will need to enter the CVV. 
• Click "Perform Payment" 

Payment Information 

Amount 

Card Holder 
Name 

Card Number 

Expiration 
(MMIYY) 

cw 

24.00 

Morgan Blue 

451129""' .. 4027 

11132 

~TN cvv (CftC!t:&·d •JJ,' ~1:0.-. VJo\.lJ l J) « "4 C ijl(~-IT~11•j c;r "l"V,l\!,ij c,-, th fi',l"ll l 'e'.l cf V u ,r.j '-' u !¥CJ.1'0,1·j1, 

s,r-d c., V·t f·vtc.' ,:.,..,.t-l<Jn C.•p·us c1rd1. 

Perform Payment 

Reset 

• If the payment is successful they will see that information displayed 

1111¥'1-:E 
lnfonnation Stotu~-@ 11$,i&SWW 

(xpltatlon Dalt: 

lkt NtPiUt 

Ion, 

Payment History 

l/512\lH ll.18f'M 

4,/$/2(•2.,t 7:43 PU 

T£Sft.lB 

P\lrchJH Dalt 

Permit: 10169 

Ptrmlt Typt 

Tuiff tlurtt 

B...s"r.tu ~ 1 tf rtm'."t 

S-.,si-.tuo..urt1rt1 

Amount 
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• They can click "View Receipt" to download a copy of the receipt. 
• An email will also be sent notifying the customer if the payment whether the payment was 

accepted or if the payment failed 

• If the payment failed the customer would see that information after clicking "Perform Payment" 

fw;illable/Rc!;•Jrvod P11rmil& (21 

Atttvrra CP• yn-.n1 R~qulhdJ Pttml'tlO l l«nn Pl1t, SIIIUI 

St1oct AA, 

10000 rl<lllMA 1: it 

!0000 OQCU.1, i, g 
~ -

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

• 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 

Pt1,n:.C l CJHJ.'g,#rrt ( AC:rruds1J'.❖r ·i S11ll.'TI 

P~riodte Pftmits 0 61'8] 1~ Pt•:O-f.:~trrrb 

Fun•:,~ D ·1 10009 @Ad,~ Af... Pa.tm1M "' Sr.i:us 

Su:u, Fi ,ar,1 v 1c,m Ac:i\·t 
[k~ 7.·l ~ ':b Fc,rr.tr,t 1.;1 

" 1CvU PJy:nt;I Fin:fr,~ 

l'Pt: Zont : IC lo?H P1y:nti t Ptnoln~ 
/.: . .ni l H f;"'<GL10 H " 10)12 PJ7mt11 F1n:t-ng 

TJriff p1ckJg1: ~!!..~•!!..: - - " 1'411 Pil)"'!\ll';I Fer,:-:~ 

{Ar,.ust-r;;,i- H 202◄-01.(•S l7:•'7 I:,:) IC IC010 P,ynw:t Fi-n::_.n1 

~diltt: E!i!i__ v 10009 Ad\·t 
2c,n-01-0a 17:-4!- l.i!I 2100 " 1CO❖! PJ)'01iit Ptr,~n~ 

VAT Lie. (!!ill~--: _ _ IJ( 10:01 PJ)'mtit F1Mi n, 

0 00 OOH~ v 1co:~ AcS\·t 
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5. Updating License Plate 

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

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

Permit Information 

All 

II>. 1010 Uuru1Pl1t1: 

Sl&IIO..lt,! 

Addrt.u.: 

• They simply enter a new plate number and click update 

Information Status: li!!I 

Smt D1t1: 

fxph atlon D&tot: 

lktns.P:1111 • 

Zono 

11., .. ;i~i.1 .... I\,,;,. ... 

1/ ',/1021i 12.:18 Ff.I 

,V5/l.024 7:.U Pl.1 

TESTl.'BI - Pt rtnlt T)'pl 

TtrlffN-'fflt 

T£STI.'3 

I/S/10,U l2:1S PM 

VS/2024 7~S Fl.t 

8J.fr>tu Etr? 'c;u P-rnr.'.t 

pJ 

s~1Ms Cn-.p!.:i1t, Ptrm·t 

S•.1,;JlMsOJ.1cttt>1 

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

Message M 

~ [ essage.U d ~Lice e la S c • 
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