ESERVICE PORTAL NEW ACCOUNT - GUIDANCE
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Create New User Account

1) Enter the URL https://eservice.louisvillemsd.org/home in a web browser.
2) From the Main page, click the Create a Profile link.

Login

Email Address *

Passwor d *
D Remember Me Forgot Password?
LOGIN

Would you like fo register as a new user?
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3) Enter the email you want associated with the user account in the email field. Click
Continue.

‘% My Dashboard Request Inspection Lookup Record Submit an Application or Request

Create a New Profile

|Fields with * are required.

Profile Information

Email *

I someone@louisvillemsd.org I

Already have an account? Log_in now Continue

Contact Information

Privacy Settings

a) If you receive the message: “This user name already exists. You may have an
existing login profile. To create a new login profile, choose a different user
name.”, try resetting your password.

Create a New Profile

Frelds with * are required.

Profile Information

Email *

somecne@louisvillemsd.org

o This user name already exists. You may have an existing login profile. To create a new login
profile, choosze a different user name.

Already have an account? Log in now

INFOR IPS 11.1 GUIDANCE

PUBLISHED 9/13/2019 PAGE 2 OF 21



ESERVICE PORTAL NEW ACCOUNT - GUIDANCE

4) Enter your Contact Information in the required fields: First Name, Last Name,
Address 1 (number and street name), City, State, Zip Code, and Phone number.
Click Continue.

Contact Information ' Eait

Fields with * are Required

Enroll as:

@ 'ndividual () Company
Title Address 1 *
700 W. Liberty

First Name * Mi Address 2

Firstname
P

Last Name * City *

Lastname Louisville

State / Province * Postal / Zip Code *

KY v 40203

Phone *

(502)540-6000

(123)456-7890

5) Enter a Password for the MSD eService portal in the Password and Confirm
Password fields. Passwords are case sensitive, and must have between 8 and 30
characters.

Privacy Settings

Password *
ssesssses

Q Must be between & and 30 characters

Confirm Password *

a) If you receive a warning message, the password entered does not have enough
characters.

Privacy Settings

Password *

| @ st be betwesn & and 30 characters |

Confirm Password *

6) Select a Security Question from the drop down.
7) Enter the answer to the security question in the Answer field. Click Continue.
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a) If you receive the message: “The new and confirm passwords do not match”,
correct the Password and Confirm Password field, and click Continue.

Password *

@ Must be between & and 30 characlers

Confirm Password *

° The new and confirm passwords do not match

8) When the reCAPTCHA image appears, click the box. Click Create Account.
9) The account has been created successfully message will appear.

‘% de My Dashboard Request Inspection

Congratulations.
Your account has been successfully created.

Your registrafion was successful.
Return to Login

a) If you do not receive the message: “Your account has been successfully
created.” call MSD customer service at:
(502)-540-6000.
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Reset Password

1) Enter the URL https://eservice.louisvillemsd.org/home in a web browser.
2) From the Main page, click the Forgot Password? link.

Login

Email Address *

Password *

D Remember Me Forgot Password?
LOGIN

Would you like to register as a new user?
Create a Profile

3) The Forgot Password window will appear. Enter the Email Address associated with
the MSD eService portal.
4) Click the reCAPTCHA box.

Forgot Password

To reset your password, please provide your email address.

Email Address

someone@louisvillemsd.org

v

™

reCARTCRA

5) Click Next.

6) The Forgot Password window will appear. Enter the answer to the Security
Question in the box provided.

7) Click Reset Password. The following message will appear: “Your password has
been reset. If the supplied security answer is valid, you should receive an email
shortly with a temporary password. If you did not receive an email and still require
assistance, please contact MSD Customer Service at 502-540-6000.”

‘% mw My Dashboard Request Inspection Lookup Record Submit an Application or Request

not & robot

Your password has been reset.

If the supplied security answer is valid, you should receive an
email shorfly with a temporary password. If you did not receive an
email and still require assistance, please contact MSD Customer
Service at 502-540-6000.

Return to Login
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8) If the answer to the security question was correct, you will receive an email like the
one below.

PSUA uisvillemsd.org

Password Reset
As requested, below is your temporary password.
51219262
1. Please login with the temporary password.

2. After you login with the temporary password, you will be prompted to create a new permanent password

9) Return to the MSD online portal home page (https://eservice.louisvillmsd.org ). Enter
the Email Address and the Temporary Password, and click Log In.

Login

Email Address *

someone@louisvillemsd.org

Temporary Password
— from email.

D Remember Me Forgot Password?

LOGIN

Would you like fo register as a new user?
Create a Profile

10)The Password Reset popup will appear. Enter a new password (between 8 and 30
characters) in the New Password, and Confirm Password fields. Click Submit.

Password Reset

Your password has been reset. Enter a new password below.

@ Must be bewsen & and 30 characters

I Confirm Password * I
‘ ......... | |

a) Retype the password into the New Password, and Confirm Password fields if
ou receive a message “The new and confirm passwords do not match.”

Password *

o Must be between & and 30 characters

Confirm Password *

o The new and confirm passwords do not match
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b) Choose a new password and retype it into the New Password, and Confirm
Password fields if you receive a message “Must be between 8 and 30
characters.”

Password *

I @ Mustbe beiween & and 30 characlers I

Confirm Password *

11)The Password chan%e was successful if %ou are able to Io% into the online Eortal.

0 m My Dashboard Request Inspection Lookup Record Submit an Application or Request

Welcome, Firstname!

MY FEES @
Usemname Address Contact
someone@lovisvillemsd. org 700 W. Liberly (502)540-6000
Louisuille, KY 20203 someone@louisvillemsd. org Total Amount Due

My Profile
Make Payment

Go to my fees

My Projects

Filter ~ o Clear All

There are no projects fo display here.

My Dashboard Lookup Record Submit an Application or Request
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Portal Basic Navigation

1) From the main MSD online portal page (https://eservice.louisvillemsd.org/home ), log
into your account by entering your email address and password in a web browser.
2) Enter Email Address and Password to login to your MSD self-service portal account.

Login
Email Address *

somecne@louisvillemsd.org

Password *

D Remember Me Forgot Password?

LOGIN

Would you like fo register as a new user?
Create a Profile

3) Click Log In button.
4) Your self-service portal Dashboard will appear with links to Submit an application or
Service Request, ability to view and pay fees, edit your profile, and view status of

Eermit aiilications and service reiuests.

Total Amount Due

Fees due related to
MED permit
— applications
$2,375.00——

Go to my fees

My Dashboard Request Inspection Lookup Record I ‘Submit an Application or Request I

—— Linkto create anew service
request or submit a new
building application

Welcome, KRISTIE!
MY FEES @

Username
kristie. mallory@louisvillemsd.org

Address
700 W LIBERTY ST
LOUISVILLE, KY 40203

Contact
(502)540-6402
kristie.mallory@louisvillemsd.org

"-\j_
My Profile N :::_*_—-7_,

Linkto edit profile
information such as address,

phone number, and
password.

My Projects

; List of applications and for service
Filter ~ o Clearall [ request submitted
r’ /
/. /
Sortby = Added Date v /! f
/
/ //
/
1/ K © 2 vt x
Status
7
Lateral Extension Status Added Date
o Last Modified 02/19/2021
Delete Application 0211972021
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Submit a Service Request

1) From your MSD self-service portal dashboard, click the Submit an Application or
Request located in the top right of the Dashboard.

| ‘ mw My Dashboard Request Inspection Lockup Record I Submit an Application or Request I |

2) From the Submit a New Record screen, expand the list of Service Request types, by
cIicking Request Services from MSD.

Submit a New Record

Choose a Record

Service Requests Licenses & Permits
Choose from the list below to report an issue or complaint. Apply for a new license or permit, or renew an existing one.

> Request Services from MSD » MSD Building Permits

> MSD License
Any permits required for MSD examples.

> MSD Project Application

> MSD Use Permits

3) A list of MSD Service Request Types will appear. Click on the Service Request
type (e.g. MSD — Information Request) that best fits the complaint or issue. The
Submit a New Record view will appear.

Submit a New Record

Choose a Record Record Information

Fiil in the record information. Fieids with * are Required
What kind of record are you submitting?

MSD - INFORMATION REQUEST

Do you want to be contacted on progress of request?
O Yes @ Mo

Description (optional) (i)

300 characters left

4) Enter the information to submit a service request:
a) If you want to be contacted on the progress of the request? Select Yes.
b) Enter the Description of the issue, complaint, or type of information being
requested into the Description field.
c) Add a Primary Site. This is the address of the issue, complaint, or information
request.

INFOR IPS 11.1 GUIDANCE
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i) The Add Primary Site window appears. Enter the known information into the
fields, and click Search. Results of the address search will appear. Select
the button next to the desired address. Click Add Site.

Add Primary Site
Type (D
@ Address () Parcsl
Number (©) Dir (D)
700 w hd
Street Name (1) Suffix (D)
liberty Select hd
Unit / Apt # (1)
City () Postal Code (1)
louisville 40203
SULTS: PLEASE SELECT ONE>
700 W LIBERTY ST LOUISVILLE KY 40203-0000
RSN | T

d) Add Attachments (optional)
i) To add attachments to a request, click the Add Attachment button. The
Upload Attachment popup appears.
i) Add the desired file as an attachment by clicking browse or drag and drop
the file from your device to the popup window.

IU pload Attachments
pload all attachments here.

Drag file here or Browse to select file.
Cannof excsed 10MB and must be a pdf, ipg, doc, txt or png fie

OPEN RECORDS REQUEST FORM 2.17.2020.pdf
Title (optional) (T}

TITLE OF THE FILE
Description (optional) @

DESGRIPTICH OF THE FILE

277 characters left

Document Type

v

=
i) Click Save to save the attachments to the Service Request.
iv) Repeat steps i) through iii) to add additional attachments.

e) Click Continue to review the Service Request before submitting.

INFOR IPS 11.1 GUIDANCE
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5) Review the information on the Service Request, and if correct click Submit.

Submit a New Record

Add Address or Parcsl hers (7

ERTY ET Location Dtz

Aftaenments (D o~

OPEN RECORDE REGUEAT FORM 247.202
spar

6) On the Submit popup, click Submit button, otherwise click the Back button and edit
the request before submitting the service request.

Submit
Are you ready to submit this record?

MSD - INFORMATION REQUEST

7) The confirmation window will appear.
8) The Service Request will be available from the Dashboard under Projects.

My Projects

Fitter v ) Clear All

Sortby = Added Date v

K ozNanu

MSD - INFORMATION REQUEST Open Added Date
0272612021

B 5340059
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Submit an Application

1) From your MSD self-service portal dashboard, click the Submit an Application or
Request located in the top right of the Dashboard.

| ‘5 m My Dashboard Request Inspection Lockup Record I Submit an Application or Request I |

2) Under Licenses & Permits select the appropriate application type by clicking on the
link (e.0. Floodplain Permit).

Licenses & Permits
Apply for a new license or permit, or renew an existing cne

v MSD EBuilding Permits

Demaolition Permit

Floodplain permit

IWD Plumbing_Plan

Lateral Extension

MSD New Service Permit

3) Enter all required information on the application. All MSD applications require a
Primary Site (i.e. address or parcel), and an Applicant. Additional information may
be required per the permit type (e.g. Description of work, work type, etc.).

4) Click Save & Continue button at the bottom of the page.

5) The Review window will appear. Please review the information entered.
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a) If Edits are required, click the Edit button, and make necessary changes.

Submit a New Record

@ cChoose a Record @ Record Information o Add“]i\?d"‘

Instructions

Review Information

Please carefully review the informafion below. If you need to make any changes, click the edit button.

Record Information | # Edit

Record Type
Floodplain permit

Work Type
Floodplain Elev Cert Cnly

Description of Proposed Work
description of work

Applicant Type
Property Owner

6) Click the Submit button, to submit the application request.
7) Click Submit on the confirmation popup.

Confirmation

Thank You! Your record was submitted.

s FA1105215

Record Type
Floodplain permit

Work Type
Floodplain Elev Cert Cnly

Description of Proposed Work
description of work

Applicant Type
Properly Owner
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Add Additional Applicants
When submitting a new service request or application, you can invite additional

applicants. This will allow multiple people to see the same application process, and
allow for multiple people to make payments on the same application if necessary.

1. Ifitis a new application

a. From the Submit a New Activity page, click Invite Applicant, then skip
to step 2

Submit a New Activity

& Choose an Activity Activity Information

Instructions m~

+ Save Progress

This application is for ordering items from LOJIC.
Acceptable Forms of Bond Payment: Ceriified Check, Letier of Credit. Surety Bond, Cash

Fill in the application information. Fields with * are required.
What kind of application are you submitting?

LOJIC Order process.

Description * (1)

203 characters left

Additional Applicants ()

Thers are no additional applicants to display here

1. If the application has already been submitted:

INFOR IPS 11.1 GUIDANCE
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a. Click the Application # from your dashboard.

My Projects

Filter ~ o Clear All

Sortby  Added Date hd

K o

Fees Status

LOJIC Orders o Fees Open
1 Pending Task

| 21L00C1004

K o

b. Click the Edit button.

LOJIC Orders

21L0JIC1001
MY FEES

No Fees

Added Date (D) status (1) Current Milestone (1) Primary Site (1) Primary Applicant (1)

0715/2021 Open MSD Review 700 W LIBERTY ST Kristie A Mallory
LOUISVILLE K 40203-0000

MORE v

c. Click the Invite More button.

Added Date (D) status (D) Current Milestone (1) Primary Site () Primary Applicant (1)
07152021 Open MSD Review 700 W LIBERTY ST Kiristie A Mallory
LOUISVILLE KY 40203-0000

Fields with * are required.

Title (D Processed Date () Temp COO Date (D) lssued Date (D) COO Date (D) Final Date ()
DESCRIPTION 07152021

Expire Date ()

Description (1) Location (1)
DESCRIPTION

289 characters left 300 characters left

Additional Applicants (1)
+ Invite More
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2. From the Invite Additional Applicants popup, enter the email address in the
email field

Invite Additional Applicants

Please use this form fo invite one or more people to be added to your application. We'll send them an email that they can use to accept your invitation. After accepting, they will appear
as an additional applicant who can access and make changes to your application.

Clickto add more than 1
Invitations additional applicant. Add New Invite
Email Address * Emailuftf;ie additional
epplicant Clickthe 5 to
remove the email

somecne@email.com / c address from the... { Click Save to Save the ]

applicant email and send
an invitation.

e

3. Click Add New Invite to add more than 1 additional email to the application.
4. Click Save to send an invitation to the additional applicants.
5. The additional applicant will receive an email similar to the one below:

_ wants to add you to their application

- [
Invitation from

has sent you an invitation to be added to their Floodplain permit.

Link to accept
invitation
To accept this invitation, click this: http-//lowisvillemsd-
tro_rhythmlabs. infor.com/invite/#/invitecode MDAwMDAwWMD A
2bl7ahhnu?eyve TGSmMS42HOJv2yNPh6 ZGWno%3d

WiNxe39TPKyvQ9sHCOvUQ57djzWXx00DZoPnxOvL RFvicpyPWMih3%

To decline this invitation, or 1f you think you have recerved this invitation in error, do nothing.

Directions to
decline

a. To accept the invitation, the Additional applicants will click the link and be
prompted to create an account if one does not exist.
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Make a Credit Card Payment Online

1) From your MSD self-service portal dashboard, click Make a Payment button located
in the My Fees box on the rigﬂ of the Dashboard.

MY FEES €)

Total Amount Due

$1,400.00

Make Payment

Go to my fees

2) The My Fees window appears. Click the boxes next to the applications you wish to
make a payment on, or select all applications. The total will be adjusted according
to the number of fees selected for payment.

My Fees

Below are your fees. Selecting a fee will add it to your cart. Deselecting a fee will remove it from your cart

B select Al Total Amount: §1,400.00
Payment Summary
Description 1D Amount
2 Fees Selected -
Inspection - Floodplain Activity I D FA1104986
3050 COMMERGE CENTER PL $150.00
LOUISVILLE KY 40211-0000 Total (USD) $1,150.00
Bond - EC Bond Refundable Deposit I 1D FA1104086
3050 COMMERCE CENTER PL $1,000.00

LOUISWVILLE KY 40211-0000 Make Payment

[ Services - Sewer Connection Location I 1D 1105122 $950.00
3050 COMMERCE CENTER PL )

LOUISVILLE KY 40211-0000

Total Amount: $1,400.00

3) Click Make Payment button. Click OK on the Payment Processingﬁ)opup.

Payment Processing

You are about to be redirected to an external hosted payment page. Once you complete the payment, you will be returned to our

web site.

INFOR IPS 11.1 GUIDANCE
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4) You will be redirected to the third party payment site. Click Checkout to confirm
payment amount and continue to process the payment.

Amount 1,500.00 CAD

Secure
Payment

5) Enter your payment information, then click Submit Payment button.

Amount 1,500.00 CAD Company
[ ] Last name
PAYMENT CARD GIFT CARD
Addresst
3050 Commerce Center
Gard Mumber
Change Card
Address2
Expiration Date(MMYY) cvv2
e ciy State/Province Postal Code
Louisville KY 40211
Country  ~
Email Accress
en

6) The Dynamic Currency Confirmation popup will appear, click Pay button to confirm
payment.

Dynamic Currency Confirmation

Total CAD:
Conversion Rate: 1500.00
Fee Included: %
Total :

Source:

PAY CAD 1500.00 PAY

INFOR IPS 11.1 GUIDANCE
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7) You will be returned to the MSD eService site with a payment confirmation message.

The payment has been successfully processed

Register Transaction #292708

Returning to home ...

8) You will also receive an confirmation email.

Review Charges

1) From your MSD self-service portal dashboard, click Go to my fees located in the My
Fees box on the right of the Dashboard.

MY FEES €)

Total Amount Due

$1,400.00

Make Payment

Go to my fees

2) The My Fees detail window will appear.

My Fees

Eelow are your fees. Selecting a fee will add it to your cart. Deszelecting a fee will remove it from your cari.

[] selectan Total Amount: $1,400.00
Description |1 Amount
i - i ivi g |0 FA1104986
O Inspection - Floodplain Activity I D FA1104986 $150.00

3050 COMMERCE CENTER PL
LOUISVILLE KY 40211-0000

[l  Bond - EC Bond Refundable Deposit I D FA1104986
3050 COMMERCE CENTER PL $1,000.00

LOUISVILLE KY 40211-0000

D Services - Sewer Connection Location H ID 1105122 $250.00
3050 COMMERCE CENTER PL :

LOUISVILLE KY 40211-0000

Total Amount: §1,400.00
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3) Click on application ID’s to launch the application, and review the Fee information on
the application.

Sewer Locate Request
1106122
MY FEE3
Fsquact Witharau Atk 8 quastion
525[} JO) PaYMENT HisTOSY
$250.00 pevBaLsncs
o f $250.00 Eax minimum
Ancec oais (D) stmtuc () Currant Mueciona (1) Erimary Appbsant (1) lII
WORE w
NEED 2 ACTION ALL
All Teee muat be pald. o ~
Dacoription tatue ~ Balanze =
Sandices - Sewar Connaction Locaton 25000
MAHE PAYMENT
Total Balanca
$250.00

Review Payment History

1) From your MSD self-service portal dashboard, click Go to my payment history
located in the My Fees box on the right of the Dashboard.

MY FEES €

Total Amount Due

$1,400.00

Make Payment
Go to my fees
Go to my payment history
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2) The Payment History window appears, with all payments made by the applicant

associated with this email address.

Payment History

Filter v

Transaction « Description

1 Inspection - Demalition
I DEMO1105093

1 Inspection - Sanitary Assets
I LE1105085

1 Review - Floodplain Activity
s FA1104991

Memo

Date -

01/08/2021

12/31/2020

11/02/2020

Status =

Paid

Paid

Paid

Method -

Cash

Cash

Cash

All v

Amount «

5150.00
REGUEST REFUND

5875.00
REQUEST REFUND

$100.00
REQUEST REFUND

3) Click application links to display the application and application details.
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