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Member help 
Create Member Account

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

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

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:
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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.

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.)

Page 2 of 2Member help

10/31/2011http://docs.municipalonlinepayments.com/Content/MemberHelp/Memb_MemberHelp-Cr...



You are here: Business Licenses> M em ber H elp > Associate licensee

Business License Application: Member help
Note: Your permitting authority may not use all the features shown here.

Add a license contact to your membership

When you log into Business Licenses for the first time, you must associate your online member 
account with a licensee.

1. Click the Add button.

2. Select whether the registration is for an Individual or Business and enter your 
information in the form fields.
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3. Click Submit.

4. Your registration is now pending and will appear in the Associated Licensee(s)
table when approved.
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You are here: Business Licenses> M em ber H elp > View licenses

View license details

From the Business Licenses Home page, click a license number link. 

The License Detail page displays detailed information about your account. If you have a 
balance, you can make a payment using the Pay Balance button. If you have multiple 
accounts, use the View Another License dropdown in the right column of the page to 
switch between License Detail pages.
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You are here: Business Licenses> M em ber H elp > Renew license

Renew license

1. On the Business Licenses Home page, click a license number link. 

2. If online renewal is available for your license, there will be a Renew this License 
button on the top right of the License Detail page for the renewable license. Click 
the button.

Note: Several factors influence whether or not your license can be renewed online. See 
License Renewal or contact your licensing authority for more information.
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3. On the Renew Business License page, enter your information in the fields and click 
Submit.

4. The license displays as "renewal pending" on the Business Licenses Home page until 
it is approved or rejected.
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You are here: Business Licenses> M em ber H elp > Pay balance

Pay balance

1. From the Business Licenses Home page, click a license number link.

2. Click the Pay Balance button.
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3. In the right column, enter your payment information. If you have a default credit 
card saved, your default credit card information is automatically loaded in the 
Payment Method column. You can switch to another saved credit card by clicking 
the change link.
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1. Click the Process Payment button. The Payment Confirmation page loads, which 
you can print for your records using the print this page link. A copy of the 
payment confirmation is automatically emailed to your membership email address.
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You are here: Business Licenses> M em ber H elp > M anage associations

Manage license contacts

You can view your current registrations and add or delete contacts using the Manage 
Contacts link.

From the Business Licenses Home page, click the Manage Contacts link.

■ To add a license contact, click Add in the Business Licenses Contacts table. 
Follow the steps in the Add a license contact section to complete adding a contact.

■ To delete a contact, click delete ( ) at the end of the row for the license contact 
in the Business Licenses Contacts table. Confirm the deletion. The contact is 
disassociated with your username and removed from the Contacts table.
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You are here: Business Licenses> M em ber H elp > Contact the entity (Contact Us)

Contact the entity (Contact Us)

From time-to-time you may want to contact your licensing authority regarding a question you 
have about your membership or account.

1. Click the Contact Us link located in the Need Help? section of the right sidebar.

2. Select Business Licenses from the Message is related to dropdown.

3. Type your message in the Question/Message box.

4. Click Submit. Your message is sent to the contact email for your licensing 
authority.
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