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Planning & Development Services Department

Permit Portal Guide / Online Payments

The City of New Braunfels Planning & Development Services has improved our online
permitting portal. We've developed this guide to aide our customers in the use of this platform.

Initial Login

https://nbpermits.nbtexas.org/publicaccess/template/Login.aspx

Upon accessing the Portal Login Page create a usemame and password. The usemame will need
to be a valid email address. The email address must be specific to the individual user.

The usemame/email address will be used to communicate with you about your application and
all status updates related to the permit and payments. Applications are only viewable through the
Portal by users who are listed contacts in the permit record and have provided a valid email
address.

Communication

The City of New Braunfels will use the email address registered to your account to communicate
with you throughout the permit process. To ensure clear, accurate, and timely communication,
please use only one email address per account. You should expect a confirmation email when an
application is submitted. This verifies your submission was received and provides you with a
reference number to aid in future communication about the application with City staff.
Communication from the portal system automated messenger will originate from
cwmessenger(@nbtexas.org - please add this email address to your approved/safe list to ensure
communications arrive.

This email is not intended for communication with City Staff, as it is an unmonitored messenger
box. To contact City Staff with questions about your applications or the portal, please use the
respective department email addresses provided below;



Building: Building@newbraunfels.gov

Planning: Planning@newbraunfels.gov
Engineering: EngineeringTechs@newbraunfels.gov

Permit Submissions

Permit application must be completed at time of submittal in order to be saved in the permitting
system. Once a permit application has been submitted, the applicant can no longer edit the
application. City staff will have access to make the necessary changes. Keep in mind, all
communication will be sent to the email address associated with your account.

Some applications may require fees to be paid in order to complete submittal.

*Disclaimer: Permitting Fees may be subject to change after validation of the application
submittal. Any fees displayed in the permit and not required to be paid at the time of application
submittal are provided as estimates only and may change during the course of the application
review and approval process.

Be advised that payment of fees through the online portal requires that the applicant
complete the processing of the payment before the fee will be cleared in our permit
tracking system. Failure to complete the payment process may result in delay.



Online Payment Process Steps

* In order to make a payment online you will need to register on the online portal at

https://nbpermits.nbtexas.org/publicaccess/template/Login.aspx and your email must be
listed on the permit.

» Ifyou are listed on the permit when you go into

https://nbpermits.nbtexas.ora/publicaccess/template/L ogin.aspx and login, the permits that
your email is associated with will automatically display.

* Locate the permit in which you want to pay, See step by step payment instructions on
the following pages.

PAY FEES:
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FEES DISPLAYED:
Outstanding fees on the permit are displayed. Before you can Pay, you must accept the
Terms & Conditions by checking the box beside the link to the term's details:

Fee Amount Amount Paid Amount Due

Total Fees: §50.00 Total Paid: $0.00 Total Due: §50.00

Then Click PAY NOW - this opens a new window - redirected to a NEW SITE for payment
processing. This is the Card Connect site where you will enter the required information related
to your payment transaction.

There is an important notice at the top of the transaction processing page reminding customer
that we now have a processing fee associated with credit card transactions. This fee will NOT be
part of the below City payment; itis a SEPARATE fee charged by the card processor and will be
charged as a second transaction, not included in the City's transactions:

NOTICE: all credit/debit card transactions will incur a 2.75% processing fee paid directly to
the credit card processor. This fee will display as a separate transaction on your credit card
billing statement. If you prefer a payment method that does not include this processing fee, you
may utilize the eCheck payment option, also provided below.

If paying with a CREDIT CARD or DEBIT CARD, complete the contact information that matches
the card holder/billing statement. All fields are required with the exception of phone number.
(The City will NOT store any card related information through the online payment gateway, so
customers will be required to enter this info each time they pay)

The email address provided in the form should relate to the person making the payment and
will be used to send a payment receipt to the customer at the completion of the transaction.

The Amount to be charged is listed at the bottom of the form along with the payment permit
number and permit portal invoice/payment reference number.

When the form is completed, click Process Payment at the bottom of the screen.
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Once the transaction is successfully completed, the customer will see the transaction complete message and
have the option to recieve a payment receipt by clicking the Send Receipt button.
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Thank you!

Your payment Tor case numben: RP2021 0338 was succesfully charged to your Credit/Debit card in the
amount of $50.00.

Please click-here to return to the Public fccess S5ite or you will be redirected in [14 seconds)



If paying with an ELECTRONIC CHECK, you must click on E-Check and the information in the
form needs to relate to the customer account you are paying from. Once all the information has
been completed, click on Process Payment at the bottom of the screen and you will have an option
to receive a payment receipt by clicking the Send Receipt button.
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Thank you!

Your payment for case number: RP2021-0338 was succesfully charged to your Credit/Debit card in the
amount of S50.00,

Piease dtch&B to return to the Public Access Site or you will be redirected in (2 seconds]

Send Recaipt



Customers should be aware that you will have only 15 seconds to click "Send Receipt" before
the page will automatically take you back to the City's Permit Portal and display the payment
posted to your permit. If you are ready to go back to the Permit Portal before the 15 seconds
elapses, you may click the link in the message to return to the Permit Portal immediately.

Once back on the Permit Portal, the customer will be taken back to the Permit page and
can see the payment posted to the list of permit fees:

Application
Residential - Addition 5 R Application Submitted Created:04/22/2021
RP2021-.0338 Actons... | Expires:07/21:2021
Addresses Payments

Location Type Location Id Payment Type Received By Payment
Dnline Fayment owpaymants 350:00

Total: $50.00

Contacts

Title Name Address ApplicationForm

Bruce Wauna 332 Bsteave Rd. Cibolo. T2 78103 P Homestead or Owner/Cantractor A

If the customer also opted to receive the transaction receipt, it will deliver to the email address
in the payment form with the subject line "Payment for Case: xxxxxxx" indicating the permit that
has been paid. Payment receipts will be sent by "Permit Payment" from the City's
cwmessenger@nbtexas.org account.

[0 r Permit Payment Payment for Case: RP2021-0335 - 550 Landa St = New Braunfels TX 78310 830221 8 B [ ]

The receipt email will include a pdf attachment displaying their transaction details.

City of
New Braunfels
S—

550 Landa St & New Braunfels T 78210 * 830.221 4060
Online Payment Receipt

Payment Diate; Tuesday, April 27 2021
Transaction # 117556046857
Payment Type: Mastercard

Case Number; RP2021-0338
Invoice # 1679

Payment Amount: $50.00
Cardholders Name; Name on Card account
Cardholders Email: conbtechacch@omail com

NOTICE: all credit/debit card transactions will incur a 2.75% processing fee paid directly to the credit card processor this is NOT included in this
payment amount. The processing fee will display as a seperate transaction on your credit card billing statement,

THE CITY WILL NOT PROVIDE any information related to the processing fee as part of the
permit fee transaction, since it is a separate charge made by the card processing company
(CardPointe CardConnect) at the same time as the fee payment transaction. This processing fee will
be 2.75% of the total permit Fees paid in the transaction and will appear as a SEPARATE LINE
ITEM on the customer's Card Statement. However, if the Customer would like a receipt for this
separate transaction, The City can generate a receipt manually from the card processor's web site
on behalf of the customer.



