How to File Parking Taxes
in MUNIS CSS

Quick Reference Guide

# dityservices.baltimorecity.gov/paysys/

Navigate to
http://cityservices.baltimore

city.gov/paysys/

Select Parking Garage/Lot
Taxes (Fig. 1)

1) BALTIM

You will be redirected to the
MUNIS Self Service
website (Fig.2) L

Baltimore Self Service

Select LOG IN

MAIN RESIDENTS BUSINESS ~ VISITORS

Accounting & Payroll

Budget & Management Research
Purchases

Risk Management

Treasury Management

Revenue Collections

Documents & Reports

Citizen Services

CONTACTS

Revenue Collections
200 Holliday St., Room 7

All Contact Numbers

ADMINISTRATION

Carla A. Nealy
Chief

GOVERNMENT OFFICE OF THE MAYOR

Baltimore City now offers customers the ability to pay online via credit card or a
personal/business checking account. Online payments are available 24 hours a day, 7 days a
week. Avoid the lines and pay online!

Checking account payments are FREE! Please have your checking account number and
routing number ready.

Credit card payments require a C ience Fee. View our NEW and LOWER fee schedule
Please have your credit card number available.

To begin, look up your account information by clicking one of the links below. Once you look
up your account information, you will be re-directed to a secure payment site.

iR Beverage Container Tax
i City Dynamics

iR Environmental Control
iR Food Licensing

iR Hotel/Motel Tax

Lien Certification

iR Lobbyist Activity

iR Vetered Water

iR Miscellaneous Billing

Bureau of Revenue Collections
l Parking Garage/Lot Taxes
Dorothy Reed

Deputy Chief
Bureau of Revenue Collections

Baltimore City, MD Test Self Service

Welcome!

Passenger for Hire (Taxi Tax)

‘ Permits, Licensing or Registration

Figure 1.

Figure 2.

Parking Tax Quick User Guide (CSS)

Page 1 of 15

05.03.2021



http://cityservicestest.baltimorecity.gov/paysys/
http://cityservicestest.baltimorecity.gov/paysys/

How to File Parking Taxes Quick Reference Guide

in MUNIS CSS

- tyler identity

All Customers must
reqister for a new
account Identify. Authenticate. Empower.

Sign in to your account

Select the Register for a
new account hyperlink Email

(Fig. 3)

Password

D Remember me
SIGN IN
Register for a new account

Forgot password?

Figure 3.

-5,:-,. User Self-Service

Register for a new account

The User Self-Service
screen will appear (Fig.
4) First name * Lastname*

Confirm password *

CANCEL REGISTER

Figure 4.
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Enter the Required
Fields:

e Email address*
First Name*
Last Name*
Password*
Confirm
Password*

Select Register (Fig. 5)

*ALL ENTERED EMAIL
ADDRESSES WILL BE
VALIDATED*

A Registration
Complete notice will
display (Fig. 6)

A confirmation link will be
sent to your email
address.

*NOTE: Due to
cybersecurity restrictions, it
may take 15 minutes or
more before you receive the
confirmation link. Be sure
to check your junk email.
DO NOT ATTEMPT TO
RE-REGISTER.

" 3
“wn User Self-Service
Register for a new account

Emall

audreyrosegemini@gmail.com

First name

Audrey

Password Confirm password *

‘ REGISTER

Figure 5.

"E:Ef. User Self-Service

Registration complete

Congratulations You'e registered.

(One st step. Click the confimation ink sent to audreyrosegemini@gmeil com.

Figure 6.
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[Tyler Identity] Account Created inbox x

noreply@tylertech.com
tome ~

You created an account with Tyler Identity.
Registered customers
will receive a [Tyler

Id ent|ty] Account Please click here to confirm your email address:
Created email that
includes the confirmation
link (Fig. 7) Thanks!

Tyler Identity Administrator

Username: audreyrosegemini@gmail.com

https:/fyvwtnmssweb01.munisselfservice com/1030testityleridcore/userprovisioning/#/email/emailconfirm/0u5IinJPemC4RMNOfFnruQ

Select the hyperlink to
confirm your email
address (Fig. 7) & Reply » Forward

Figure 7.

"~ User Self-Service

You will be re-routed
back to the User Self-
Service screen (Fig. 8)

Email Confirmation

Select the here hyperlink
to sign into the CSS

Portal. Thank you for confirming your email. Clic

o sign in.

k here t

Figure 8.
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Congratulations, your
new Registration is
complete!!!

Now, you will need to
Sign in to your account
to link your Hotel Tax
account(s) in order to file
your monthly reports

(Fig. 9)

. tyler identity
Identify. Authenticate. Empower.

Sign in to your account

[[] rRemember me

SIGN IN
Register for a new account

Forgot password?

Figure 9.

Enter your registered
email address and
password

Select SIGN IN (Fig. 10)

tyler identity

Identify. Authenticate. Empower.

Sign in to your account

audreyrosegemini@gmail.com

Password

[] remember me
Register for a new account m

Forgot password?

Figure 10.
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il BALTIMORE

. Account Settings
Your Account Settings " 2
. m Account i
screen dis p I ays. Baltimors SelF Servie Now logged in 25 AUDREYROSEGEMINIGGMAILCOM
Last successful login
E-Mail address

audreyrosegemini@gmail.com

Select the link to
account hyperlink to
connect your Hotel Tax i
account(s) (Fig. 11) —

nk to sccount | greste
iy no linked accounts
ule Homepage

Figure 11.

Linked Accounts

vice module that allows user-co
2d. and where additional instructions are provided.

it linking, hyperlinks such as

A BALTIMORE

The Business License BusineS§ License
Account Link Setup Home Account Link Setup

screen d IS p I a.yS . Battimore Self Service What i the account ID o this business? * D -
Business License m m

Contact Us

Enter Hotel Tax Account
ID number associated
with your business (Fig.

*indicates required field

12)
Figure 12.
11 BATIMORE
Business License
. . Account Link Setu
Select Submit (Fig. 13) || ™ i
Baltimore Self Service What i the account ID o this business? * 100000021
Business License #m m
Contact Us * indicates equires el
Figure 13.
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The newly entered Hotel i BALTIMORE
Tax Account ID appears <
under the Business

License Accounts on

the Account Settings e Acout it

Account Settings

i . , Now inas AUDREYROSEGEMINIGGMAILCOM
screen (FI g. 14) Baltimore Self Service gl i u
Lastsucessfl login I
E-Mail address audreyrosegemini@gmailcom

Repeat the Link to
Account process for Linked Accouns
each additional Hotel Tax
Account ID (if any)

self-senice user d. These finks giv
ear below. Click a module's “fink to ac

s efals, bills et For each seffseny

Select the Go To
Module Homepage
hyperlink (Fig. 14)

Figure 14.

) BALTIMORE

Business License Business License
Search Bills screen Home Search Bills
displays (Fl g. 15) Send email to that silly svea

Baltimore Self Service

N
Business License AccountID

(CJRemember these values
Accounts
Select Accounts - =1 =
Contact Us

License Search

Figure 15.

Business License i BALTIMORE
Linked Accounts screen

. ) Business License
d ISplayS (F| g. 16) S Linked Accounts

Select an account to work with.

Baltimore Self Service

T Link to Account | Create new ount
Select Enter Filing — P Loan oes
hyperl | n k to f||e your i 100000021 ctesting ACTIVE Account | Bils | Enter Filing | New License

monthly Gross Receipts

License Search

Figure 16.
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Business License t BALTIMORE

Filing-Date Selection
screen displays (Fig. 17) | i

Baltimore Self Service

Business License

Select the Enter Filing

hyperlink for the month i
that you are filing Gross Account Dl
Receipts. b kit
Filing
Contact Us

EX: If you are filing
Gross Recelpts for March License Search
2021, select the Enter

Filing hyperlink for
Month 3 row

Business License

Filing - Date Selection

Account ID 100000021
DBA Name ctesting
Category Rarking Tx
Renewal Cycle Rarking Tx

To continue, please select a period that has not been filed or is late from the list below

Year Monih Late Tota Balance  Filing
6/29/2021 000 Enter Filing
DUENO 000 000 Enter Fling
I 2 EN 000
2 32902021 000 000 r il
ALED 6. 665

12 LA 1/29/2021 000 000 Enter Filing

000 0
000 00! nter Filing
000 0 er Filing
000 000 Enter Filing

Business License
Filing Amounts displays
(Figs. 18-19)

) BALTIMORE

Figure 17.

Business License

Home Filing Amounts
Baltimore Self Service :::::m ;:j;m
Enter Gross Receipts for: |} susiness Lcene — P—
e Parking Tax (PT) ecounts ’
b Parking TaX Account Details - B
Metered/Honor — st
Box (PTMHB) . —
e Parking Tax i m::ww s "
Monthly Contracts [§ “™“
(PTMCNT) eresesch . : =
s Parking Tax Parking Tax Metered /Honor Bax (FTMHB)
Monthly Contracts et ons B ; "
(PTMCNT) s s -
o Parking Tax
Number of Parking Tax Monthly Contracts (PTMCNT)
Spaces — : m
(PTSPAC) Deductions § 00
o Parking Tax
Other Transient
(PTAOT) Figure 18.
e Parking Tax Valet
(PTVAL)
Parking Tax Quick User Guide (CSS) Page 8 of 15 05.03.2021
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e Parking Tax
Validation
Receipts
(PTVREC)

Home Parking Tax Monthly Contracts (PTMCNT)

Baltimore Self Service Monthly Contracts ¢ oo

Business License Deductions * 00

Accounts
Parking Tax Number Of Spaces (PTSPAQ)

Select Continue Account Detais P .

Owner Information

Deductions. E 000
Filing

Farking Tax Other Transients (PTAOT)

Contact Us

License Search

Parking Tax Valet (PTVAL)

The Business License :
Filing Amounts (Fig. esuctins .
20) updates to include: et e
e Deductions (if S .
any) Deductions s 000
Taxable Sales
Calculated
Amount Figure 19.
e Interest (if any)
Net Due

vi\ BALTIMORE
Business License
Filing Amounts

. Home eview
Review all entered il I -
. . Baltimore Self Service Please review that the information is correct before submitting.
information. If there are —
Business License
any errorS, Select the Account ID 100000021
. . - ot DBA Name ctestin
Revise this filing oot v e
hyperlink to correct (Fig. Account Detals Renewa Cyce Hotel Tx
Owner Information Month 3
20) ) Year 2021
Filing
Contact Us e

Hotel Tax HT Actual

License Search

Gross Receipts 1000.00

Deductions 100.00

Taxable Sales 900.00

Calculated Amount 85.50

Interest 0.00

Net Due 85.50
Figure 20.

Parking Tax Quick User Guide (CSS) Page 9 of 15 05.03.2021




How to File Parking Taxes

in MUNIS CSS

Quick Reference Guide

At the bottom of the
Business License
Filing Amounts screen,
there is a statement
regarding the 100%
accuracy of the
information provided
(Fig. 21)

You must Check the
following box to signify
acknowlegment* of
100% accuracy of
information submitted
(Fig. 22).

If there are not any
changes, select Submit
Filing to process your
filing (Fig. 22).

*Note: If the box for
acknowledging 100% accuracy
is not checked, your filing will not
be processed.

Home Hotel Tax Loyalty Points Program HTLTY Actual
. . Gross Receipts 1000.00
Baltimore Self Service B
Deductions 100.00
Business License Taxable Sales 900.00
Calculated Amount 85.50
Accounts
Interest 0.00
Account Details Net Due 85.50
Owner Information Summary
o Calculated Amount due on this filing: 171.00
Filing
Interest on this filing: 0.00
Contact Us Penalty on this filing: 0.00
Total due: 171.00

License Search

**The amount due shown does not include any potential interest that may be added for late filings.

Check the following box to [ | hereby acknowledge that the information | am about to submit is 100% accurate and
signify [t the license cannot be issued if a shortage or missing payments exist on my account.

Figure 21.
Calculated Amount due on this filing: 171.00
Interest on this filing: 0.00
Penalty on this filing: 0.00
Total due: 171.00

**The amount due shown does not include any potential interest that may be added for late filings.

| hereby acknowledge that the information | am about to submit is 100% accurate and
understand the license cannot be issued if a shortage or missing payments exist on my account.

) =T

Check the following box to
signify acknowledgement

Figure 22.
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-
The Business License st
oy Home
Filing Amounts screen ’ Confiomation
diSpIays (Flg 23) poSet sk Thank you. Your information has been successhully submitted.

Business License
You can now...

Accounts
A Confirmation Thank Account Details
You message displays ot erantio — -
that your information has s 08A Name g
been been successfully Ctagory Puy e
submitted (Fig. 23). e =

License Search Year

State 1D
Select the Make a R
payment hyperlink to Gross Receits omm
prepare your filing for the o 1;;
balance due (Fig. 23). Coated eount 50
t Oue 8

€2021 Tyler Technologies, Inc.

Figure 23.
_ _ Business License Account Bill Summary
The Business License
Account Bill Summary  [§ xcmn 100000021
screen displays (Fig. 24). Wl o ctesing
Location
Select the Pa” NOW Category Type Reference Bill Count Due Now
hyperlink to submit your Parking Tax 1ogn 2 s25678 Ealow
payment (Fig. 24).
Figure 24.
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You will be redirected to
the Online Payments
and Account Lookup
webpage (Fig. 25)

Verify the following:
e TaxID
e Tax Month & Year
e Amount Due
e Payment Amount

Select one of the Pay
With options:
e Checking Account
(Free)
e Credit Card (has
Fee)

Select Continue and
Make Payment

MAIN RESIDENTS BUSINESS VISITORS GOVERNMENT OFFICE OF THE MAYOR

ONLINE PAYMENTS AND ACCOUNT LOOKUP o d q
Bernard C. “Jack” Youna, Mayor, BALTIMORE ‘l ! '

PAYSYS IS IN TEST MODE Currently Testing ( Hotel/Motel Tax )
Please review your payment details, then select Continue

Tax ID: 100000021

Finance Menu

Location
Accounting & Payroll

032021
Budget & Management Research Tax Month & Year

Purchases Amount Due ; 256.78

Risk Management Payment Amount:  Minimum Amount (83.00)
~Maximum Amount (§999999.99)
Treasury Management ®Specified Amount
= pss78 )

Revenue Collections

Documents & Reports - . ®Checking Account (Free)
Pay WIth: ~reqit Card (Has Fee)
Citizen Services
* = arequired field. Paying with a checking account is free
CONTACTS
Canct Continue and Make a Payment

Revenue Collections
200 Holliday St., Room 7

All Contact Numbers

ADMINISTRATION

Carla A. Nealy
Chief
Bureau of Revenue Collections

Figure 25.
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The Payment
Information screen
displays (Fig. 26).

Payment Information

“

Account Number 100000021 i Pnt Contact Us
Enter Your Payment Information

To schedule your one time payment enter

Required Payment below and then click "Continue.”
Information options: Date: 04/20/2021
e Personal
Checking
Personal Savings " Indicates a required field
Business L o
Checking . .
« Business Savings Remit Information
" Bill Type - Parking Taxes
Amount Due $ 258.78
Select Continue (ieihin
U
Tax Month & Year
SO .
Payment Information
"Bank Account Type
® Personal Checking
Personal Savings
Business Checking
Business Savings
Continue
Figure 26.
Parking Tax Quick User Guide (CSS) Page 13 of 15 05.03.2021
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in MUNIS CSS

The Payment
Information screen
continues (Fig. 27).

Enter the Required
Fields:

¢ Name on
Funding*

e Bank Routing
Number*

e Bank Account
Number*

e Select the
Account Holder

State*

e Account Holder
Zip*

e Select Payment
Date*

If you want to receive an
Email Confirmation:
o Enter your email
address
e Re-enter the
same email
address

*NOTE: If an email
address is not provided,
be sure to check the box
indicating that you
decline to provide an
email address.

Select Continue to
proceed with payment
process.

John Doe 1001
123 10th Avenue
Whereville, NJ 00000
Dars

My
oY
2 S

DouLAR

11123456789 1234567 100)
Routing Number (ABA) ! Account Number (DDA)

*Name on Funding: | JAMES ALLEN

"Routing Number (ABA): | 021000021 |@
*Bank Account Number (DDAY: | 011401533 |@
*Account Holder State | Maryland v

*Account Holder Zip | 21201

*Payment Date: [ 04/20/2021 |

Amount §] 258.78 |

Only the presented payment amount can be accepted

Email Confirmation

Email: {james(@gmail com ]

Re-enter Email [ james@gmail com |

I Please check the box if you decline to provide an email address

Continue

Figure 27.
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You will be re-directed to an
updated Payment
Information screen. Be
sure to verify the provided
information (Fig. 28).

Check the box to confirm
that you have read and
agreed to the Terms &
Conditions and Privacy
Policy (Fig. 29)

F=y Contact Us

Payment Amount. §258.78

Date: 04/20/2021

Remit Information

Bill Type . Parking Taxes
Amount Due: 258.78
Location

Tax Month & Year. 032021

Payment Information

Name on Account

JAMES ALLEN

ting Number (ABA)

MD

p 21201

Date' 04/20/2021

wunt. §$258.78

Total Amount $258.7

Email Address james@gmail.com

Select Confirm.

Your payment process is
completed!!

You will receive a
confirmation number on
screen. Be sure to print a
copy for your records.

Figure 28.

| have read and agree to the Terms & Conditions and Privacy Policy

By clicking confirm, you authorize us to initiate an automated clearing house
(ACH) one-time debit in your name to your bank account. The amount of this
transaction as noted above will be presented to your bank on or after today for
immediate payment.

Confirm

Figure 29.
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