Overview of the Municipality Portal in the
Citizen Action Center

The Municipality Portal options are available on the left side menu of the screen to give you quick
access to the functions and reports you might need daily.

1. Whenyou login, it will default to the Home menu option with a page showing weekly
calendar information about important dates related to your portal.
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2. The Schedule menu option shows a monthly formatted calendar which might include
Diversified Billing System master calendar information or scheduled events like a park
pavilion reservation to help you see these events or tasks in one place.
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Utility Customers menu gives you access to a list of these customers. You can enter
information into the search criteria like Email, Name, Customer/Account Number, etc. and
it will automatically query up to a maximum of 500 accounts matching what is entered. If
no customer accounts are shown, change your search fields and try to search again.
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Accounts are shown with and without profiles that are attached to the account. If there are
multiple profiles attached to an account, the account might show multiple times in the list.

The green “Pay” button is available next to each account so you can take a credit card via a
swipe or enter credit card information. If an account shows multiple times with different
profile and emails and the same customer number, it does matter which Pay button you
click since itis applied to the respective customer number of that Pay button.

Please note that the Pay button only allows payments for credit cards.




4. Alerts: This page shows Alerts sent out by the municipality to citizens with Profiles, who
have chosen the categories to receive emails, SMS text messages, and/or automated voice
calls. Under each category are priority levels designated as High, Standard, or Low. Alerts
are sent based on the category and priority the citizen chooses in their Profile settings.

Once an Alert is added and saved, the system will send these out in the background
automatically.
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5. Auto Pay: This page shows a report of utility customers who have opted to use a stored
card so that their bill will automatically be charged for the balance due on the bill due date.
There is CSV export button available on the right-hand side of the Auto Pay windows to
download a spreadsheet copy of all the data.
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6. Customer Communications: this module shows a list of citizens who have submitted
communication requests in categories and departments set up. Typically, municipalities
will set up categories to allow people to report potholes, down signs or light posts, and any
other things they need to communicate to the municipality.

A date range and status designations can be chosen for the search criteria of
communication to view.

To organize communications entered by citizens or customers, each one will initially be set
to New. As communications are addressed, the status can be changed to In Progress,
Complete, or Reopen. Click the “View” button next to each communication to see more
detail and to be able to change the communication status for each one.
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There is a button under the Customer Communications title called “Customer
Communication Maintenance.” This tab allows the municipality to add, edit, and delete
types of communications and assign departments to route communications to the right
department or staff member in the municipality for attention.
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7. Forms and Documents: this module is where a municipality can monitor and view

submissions that come from citizens and work with Diversified Technology support to
configure custom forms and options to streamline important data flows.

To see the submissions of forms, the selection criteria allow a date range and status to be

chosen to view the submissions.

Next to each submitted form, click the “View” button to be able to change the status of the
form and view a quick list of information in the fields of the form.
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There is a button under the Manage Forms and Documents title called “Document
Maintenance.” This tab allows the municipality to add, edit, and delete types of forms and
documents. Diversified Technology support will be able to assist you in configuring custom

forms and settings to meet your records and workflow needs.
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8. General Payments: This page allows you to see non-utility bill payments made by citizens.
These can be configured based on the municipality needs to accept payments. For
example, Rental, Court Fines, or Parking Tickets.
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There is a button under the Manage General Payments title called “General Payment
Maintenance.” This tab allows the municipality to add, edit, and delete types of payments

not related to utility bills that can be paid by citizens.
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9. Manage Municipality: This area allows municipalities to manage municipality users,
departments, and the main citizen dashboard of available and activates modules in the
Citizen Action Center. It is recommended that you consult with Diversified Technology

support to assist you to configure the Manage Dashboard Icons area to avoid any

misconfigurations.
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10. Frequently Asked Questions: as the needs and questions are asked that are specific to
your municipality, these questions and answers can be set up to assist your utility
customers and citizens. A standard list of basic questions and answers are pre-loaded for
your municipality and can be changed and new items added easily.
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11. Move In Move Out: Here municipalities can see information on citizens moving in and out
of the community as well as export a list of people who are moving out given a chosen time
frame. Please consult with Diversified Technology support to configure a form and

document to gather the important information you want when citizens move in and out of

your service area.
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12. Parking Tickets: This page allows municipalities to see and manage types of parking

tickets as well as search for tickets that have been issued/paid.
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13. Payment Transaction Report: This page shows a report of payment transactions that have

14.

15.

been made in the Citizen Action Center. These transactions include all forms of payment
made by utility customers and citizens.
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Processor Reports: This is what used to be the Propay Single Sign On, this allows you to
search for transactions on Propay as well as void/refund payments as needed without
needing to log into a different site.
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Registration Reports: Here you can see people who have registered their household,
business, and/or rentals on the Citizen Action Center. Below the counts, there is a drop-
down selection to choose which area is to be shown in the listing. A CSV button on the right
side to download the records shown in the listing.
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16. Resource Rental Report: in addition to showing on the Schedule menu, this module
allows you to see citizens who are reserving and/or renting resources.

The selection criteria has a date range and selection of one or all resources in addition to a
CSV button on the right side to download the selected records.

The is a button called “Calander View” which is directly under the Manage Resources title
to allow a view of the calendar. There is also a button for “Resource Rental Maintenance” to
allow each rental, resource, location to be established for citizens. The resource can be
configured to require payment or allow a free reservation as needed.
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17.Work Orders: This module shows Work Orders, as well as Permits and Inspections which
can be selected with custom forms included in the Forms and Document module as well.
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18. My Profile: This option allows the currently logged in municipality user to update their
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