Collections Improvement Program
(Version 1.1)

@Collectionslmprovement Program Home MyDashboard Register Login

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

User Guide

Manage your application Start your Application

Already submitted an application? Click the button below to view Begin your application by downloading and filling out the
and manage your existing application. Defendant Payment Ability Application.

Once complete, click the "Register” button below to create your
account and begin the application process.

For scanning documents on mobile, please see the following links:

Scan Instructions (Android) OR Scan Instructions (I0S)

You may need to use a 3rd party software, such as Adobe Acrobat, to digitally fill out the
form.
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Web App Link

https://cityapps.sugarlandtx.gov/collections-improvement-program

Landing Page

@Collectionslmprovement Program Home MyDashboard Register

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

User Guide

Manage your application Start your Application

Already submitted an application? Click the button below to view Begin your application by downloading and filling out the
and manage your existing application. Defendant Payment Ability Application.

Once complete, click the “Register” button below to create your
account and begin the application process.

For scanning documents on mobile, please see the following links:

Scan Instructions (Android) OR Scan Instructions (10S)

You may need to use a 3rd party software, such as Adobe Acrobat, to digitally fill out the
form.
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https://cityapps.sugarlandtx.gov/collections-improvement-program

Create an Account

To create an account, access the registration page by clicking the “Register” link in the top right of
the navbar

@Collections Improvement Program  Home MyDashboard

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

User Guide

Manage your application Start your Application

Already submitted an application? Click the button below to view Begin your application by downloading and filling out the
and manage your existing application. Defendant Payment Ability Application.

Once complete, click the "Register” button below to create your
account and begin the application process.

For scanning documents on mobile, please see the following links:

Scan Instructions (Android) OR Scan Instructions (I0S)

You may need to use a 3rd party software, such as Adobe Acrobat, to digitally fill out the
form.

On the registration page, fill out the requested fields (all, except Middle Name are required) and the
click the “Register” button to create an account.
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Collections Improvement Program Home MyDashboard Register  Login

Register

Create a new account.

First Name
Porter

Middle Name
Demo

Last Name
Chase

Date of Birth

Phone Number

Email
pchase@sugarlandtxgov

Password
EYTTY T YT Y PYPY Y

Register

Once an account has been created, it must be validated by clicking the on the link in the
Registration Confirmation email. This step must be completed to log in.

Welcome to the Sugar Land Municipal Court's CIP Portal

To © Porter D, Chase
Ce O courteip
Retention Policy IT-112 (2 years)

o Sugar Land Municipal Court Compliance Division <courtcip@sugarlandtx.gov>

Expires 7

Start your reply all with: | | confirm. ‘ ‘ Completed. | ‘ Here is the confirmation. ‘ @ Feedback

Dear Mr./Ms. Porter Chase,

Thank you for registering with the Sugar Land Municipal Court’s Collection Improvement Program (CIP) Portal.

Your account has been successfully created. Please confirm your registration by clicking [here]. Once your account is confirmed, you will be able to log in and complete the CIP application for review by our Compliance D

If you have any questions or need assistance, please contact us at courtcip@sugarlandtx.gov.

Sincerely,

Sugar Land Municipal Court Compliance Di
Collections Improvement Program (CIP) Staff
courtcip@sugarlandtx.gov

(281) 275-2560

This is an automated message. Please do not reply. For further assistance, contact the court via email at courtcip@sugarlandix.gov.
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Login

If not currently logged in, clicking either the “MyDashboard” button, the “Login” link or the
“MyDashboard” link will direct to the log in page.

MyDashboard

@Collections Improvement Program  Ho

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

e

Manage your application Start your Application

Already submitted an application? Click the button below to view
and manage your existing application.

Begin your application by downloading and filling out the
Defendant Payment Ability Application.

Once complete, click the "Register” button below to create your
account and begin the application process.

For scanning documents on mobile, please see the following links:

Scan Instructions (Android) OR Scan Instructions (10S)

You may need to use a 3rd party software, such as Adobe Acrobat, to digitally fill cut the

form.
N~

After the email address and password fields are filled, click the “Login” button will direct to the
Multi-Factor-Authorization(MFA) page.

Collections Improvement Program Heme MyDashboard Register Login

Log in

Your login is protected with MFA. Enter the authentication code sent to your email below.

Authenticator code

[J Remember this machine
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The code is sent via email to the email addressed used to register. MFA codes expire after 10
minutes of use or the first successful login (whichever comes first).

Collections Improvement Program -- One-Time Code

Sugar Land Municipal Court Compliance Division <courtcip@sugarlandtx.gov>
To © Porter D. Chase

Retention Policy IT-112 (2 years)

Dear Mr./Ms. Porter Chase,

Use the following token to complete your login process: 837558. Please enter this code on the login verification page within the next 10 minutes to securely access your account.
If you did not request this token, please ignore this email or contact support immediately.

Thank you,

Sugar Land Municipal Court Compliance Division

Collections Improvement Program (CIP) Staff

courtcip@sugarlandtx.gov

(281) 275-2560

This is an automated message. Please do not reply. For further assistance, contact the court via email at courtcip@sugarlandtx.gov.

Collections Improvement Program Home MyDashboard Register  Login
Log in

Your login is protected with MFA. Enter the authentication code sent to your email below.

Authenticator code
837558

[ Remember this machine




Successfully logging in by entering the correct MFA code and clicking login button directs back to
the landing (home) page.

Collections Improvement Program Home MyDashboard Hello pchase@sugarlandtx.gov! Logout

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

Manage your application Start your Application

Already submitted an application? Click the button below to view Begin your application by downloading and filling out the
and manage your existing application. Defendant Payment Ability Application.

Once complete, click the "New Submission” button below to start a
new application.

For scanning documents on mobile, please see the following links:

Scan Instructions (Android) OR Scan Instructions (10S)

You may need to use a 3rd party software, such as Adabe Acrobat, to digitally fil cut the

form.



Start New Request

Option 1: Click the “New Submission” link on the landing page

@Co"ections |mprovement Program Home MyDashboard Hello pchase@sugarlandtx.gov! Logout

Collections Improvement Program (CIP)
Submission Portal

Simplifying the deferred payment process with ease and efficiency.

Manage your application Start your Application

Already submitted an application? Click the button below to view Begin your application by downloading and filling out the

and manage your existing application. Defendant Payment Ability Application.

Once complete, click the “New Submission" button below to start a
new application.

My Dashboard New Submission

Option 2: Click the “New Submission” button at the bottom of the List of Submissions table on the
MyDashboard page.

Collections |mprovement Program Home MyDashboard Hello pchase@sugarlandtx.gov! Logout

Your Dashboard

Monitor your submissions, track their status, and manage uploads easily.

Documents

id Date Submitted Status Status Comments

c26d5f37-0822-4812-8d26-218bbdag5817 7/1/2025 Pending Review Pending admin review

4488dbaf-9726-4fae-8f67-e04abf2eeb65 6/27/2025 Pending Review Pending admin review
8f8af9b7-6b53-482e-b4c3-b931483ecebf 6/27/2025 Pending Review Pending admin review
ac4e020a-3177-47ae-8574-14326954643e 6/27/2025 Pending Review Pending admin review
8387cadd-31d5-4d2d-a3c9-faascaeecos4 6/3/2025 rejectedit

Please ensure that our automated emall correspondence Is Nnot being sent to your spam folder.
For issues with the portal, contact the court at (281) 275-2560.
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Form Layout

The applications consists of 4 sections

Tabs

Expected Content Guideline/Example
File Upload

Sign & Submit

AwN o=

eCollections Improvement Program Heme MyDashboard

Application Submission

d th s,

only .pdf documents

Helle pchase@sugarlandoogov!

Logout

Defendsnt Psyment Abilt ion (D)

Photo |dentifi

; Applic 0] Bank Ststerments (1)

Government Assistance / Federal Aid Income T Return (0 Housing Expenses

Miscellanecus

Other Expenses (L)

T Uty Expenses @

Stubs (@

Vehicle Expenses

Other Verifisble Income (O

Debt Related Expenses

will be evalusted to determine if you qualify to make a smaller payment or ahternative payment options.

In zddition to the application. you are o submit supp financial

and/or request further information.

If you have not yet ¢ the De v Ability Appli

document {Downloading and filling the form out in another software like Adobe Acrobat may be required)

miting the Defendant Payment Ability Application is the first step into 2pphing for the Approved Ability 1o Pay Pian. The Defendant Payment Ability Ap|

s slong with your completed financial informaticn form.

Once sll necessary documents have been recsived your spplication will be reviewed for spproval The Court may inteniew you and discuss your financisl sbility to pay

click the button below to begin. Once completed return te this tab to upload the completed

PLEASE MNOTE: A it may_be to initiste & it arrar once the application is approved.

Click here to

Example

SUGAR LAND MUNICIPAL COURT

SOLICITUD OF PLAN CF PAGOS DEFERIDG

PATMENT ABITY ACKNCWLEDGEMENT (6]

Joe Default abe Fake Stest
iy

3C0C= M=K AN
e —
Jennifer Placeholder |05l ue

HIH IR IO

Pl
i

[

T T W

- O

y Ability i

Downpayment {Capias Pro Fine Warrants)

SCHEDULE OF REQUIRED DOWMN PAYMENT
FOR CAPIAS PRO FINE WARRANTS
WARRANT $1.00 - | $500.01 - |$1000.01] $1500.01+
AMOUNT $500 $1000 - 51500
RANGE
PERCENTAGE 20% 25% 30% 35%
OF PAYMENT | gurnor
REQUIRED
FOR LESS THAN
(WARRANT TO 550.00
BE CLEARED

A downpayment is required for Copias Pro Fine warrants. The table above cam
assist in determining how much may be required

Upload Defendant Defered Payment Application

Browse... Mo file selected.

Enter the Citation Number(s) or Docket Number(s) for this request.

Cration #

Dockst #

v

Sign Your Application




Tabs

The required file upload sections are divided into types at the top of the page.

Each tab will have an icon to the right of its title indicating the status of that section. The statuses
are divided into 4 types:

.« . Required (No file selected)
) : File Added
%) : Not Applicable

. : Optional
Additionally, each tab contains:

e Adescription of the files expected in this section (ex. Proof of income)

e Asection showing examples of a completed document or additional guidelines (if
applicable)

e Adocument upload section

o Aselected document section (allowing the user to add/remove files as needed prior to
upload)

o A Not-Applicable checkbox that allows the user to mark this tab as not applicable to their
request, rendering this tab as “Not Required” (if applicable).

There are 13 tabs, each with their own expectations for files:

1.) Defendant Payment Ability Application
2.) Photo Identification Verifcation

3.) Bank Statements

4.) Pay Stubs

5.) Other verifiable Income

6.) Government Assistance / Federal Aid
7.) Income Tax Return

8.) Housing Expenses

9.) Utility Expenses

10.) Vehicle Expenses

11.) Debt Related Expenses

12.) Other Expenses

13.) Miscellaneous



1 - Defendant Payment Ability Application

This tab is for uploading a completed Defendant Payment Ability Application and subsequently
accepts only a single .pdf file which can be uploaded here

Application Submission

Please upload the required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application @ Phato Identification Verification & Bank Statements (D) Pay Stubs(®  Other Verifiable Income ()

Government Assistance / Federal Aid (D Income Tax Retun Housing Expenses (D) Utility Expenses(D  Vehicle Expenses(D  Debt Related Expenses (D

Other Expenses () Miscellaneous

Submitting the Defendant Payment Ability Application s the first step into applying for the Approved Ability to Pay Plan. The Defendant Payment Ability
Application will be evaluated to determine if you qualify to make a smaller payment or alternative payment options.

In addition to the application, you are required to submit supporting financial documents along with your completed financial infarmation form

Onee all necessary documents have been received your application will be reviewed for approval. The Court may interview you and discuss your financial abllity to
pay and/or request further information.

If you have not yet completed the Defendant Payment Ability Application click the button below to begin. Once completed return to this tab to upload the
completed document (Downloading and filling the form out in anather software like Adobe ACTobat may be required)

Click here to download Defendant Payment Ability Application

Example Downpayment (Capias Pro Fine Warrants)
o — SCHEDULE OF REQUIRED DOWN PAYMENT
{an B e o™ || i FOR CAPIAS PRO FINE WARRANTS
Yy i ¢ o
(N et onitt |0 S
Nt WARRANT [ $1.00- [ $500.01 - [$1000.01] $1500.01+
AMOUNT $500 $1000 - $1500
RANGE
PERCENTAGE | 20% 25% 30% 35%
OF PAYMENT | gur vor
REQUIRED | ess THAN
ARRANT TO|  $50.00
. BE CLEARED
i  [aiden o Eman il
AN == lornsmitn |
I
Joe Default e Friend A is required for Capias Pro Fine warrants. The table above can

e [ assist in determining how much may be required.

Jennifer Placeholder

i ] e o e
et

o

- e

“Ewae

O TS v D P |

A filled Defendant Payment Ability Appilcation (page 2 of 4)

Browse.. | SLPayment Ability Form And Supporting Financial Info pdf

N

Uploaded Files:

5L Paymant shility rorm snd Sumpneming Financisl I n

| The Defendant Payment Ability Application can be downloaded by clicking the button at the bottom
of the tab description section.
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2 — Photo ldentification Verification

This tab is for uploading documentation for ID verification. This tab allows Images (.jpg, -jpesg,

.png) as well as .pdf files.

Select files for upload here

App

Please upload the re
u

Defendant Payment Ability Application (&)
Government Assistance / Federal Aid (T Income Tax R

Other Expenses (D) Miscellaneous

Upload a government issued photo ID. Acceptable sub
military 1D card, etc.

Images of your ID are accepted for this upload, but sca

Photo Idenfification Verification (2

lication Submission

uired documents, electronically sign your name, and submit your application.
less otherwise stated, only .pdf documents are accepted.

Bank Statements () Pay Stubs () Other Verifiable Income (1)

turn (2 Housing Expenses (1) Utility Expenses (I) Vehicle Expenses (1)

s are preferred.

Upload Identification Proof

Mo files selected.

<

Browse...

Uploaded Files:

Citation #:

Docket #:

ﬁl This is not applicable to m’.
> IMCOTTeCLLy i ng TS pox can lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.

Debt Related Expenses (I)

missions include, but are not limited to, State-lssued Driver’s License, Passport, State-issued photo 1D card, U5




3 — Bank Statements

This tab is for uploading Bank Statements. This tab ONLY allows .pdf files.

Select files for upload here ——

Application Submission

Please upload the rf

Defendant Payment Ability Application (9 Photo |dg
Government Assistance / Federal Aid (D) Income Tax

Other Expenses@ Miscellaneous
Upload your full bank statement for each active bankj

Do not provide partial documents as this will be reje
document.

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not apg

quired documents, electronically sign your name, and submit your application.
Linless otherwise stated, only .pdf documents are accepted.

htification Verification (2 Bank Statements (1) Pay Stubs () Other Verifiable Income (1)

eturn 2) Housing Expenses (1) Utility Expenses () Vehicle Expenses (1) Debt Related Expenses (2)

account you have for the last 3 months,

fed and can result in a delay in the processing of your application. Submit the statements as a .pdf

licable to me." checkbox below,

Upload Bank Statements [Last 3 Months)

Browse... Mo files selected.

Uploaded Files:

> [ This is not applicable to me.]

Citation #:

Docket #:

INOTE: Incarrectly checking this box can lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

| Examples: 123456, 123456

| Examples: D6

Sign Your Application

(optional) Mark this tab as Not Ap

Clear Signature

Submit Application

plicable by clicking the checkbox here.



4 — Pay Stubs

This tab is for uploading the last 3
.pdf files.

Select files for upload here ——

months of pay stubs (from all sources). This tab ONLY allows

Application Submission

Please upload the r

Defendant Payment Ability Application (&) Photo Ide
Government Assistance / Federal Aid () Income Tax
Other Expenses (O Miscellaneous

Upload your paystubs from the last three months.

Do not provide partial documents as this will be rejec
dacument.

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not apg]

[quired documents, electronically sign your name, and submit your application.
nless otherwise stated, only .pdf documents are accepted.

tification Verification (2 Bank Statements (&) Pay Stubs (2 Other Verifiable Income (2

eturn ) Housing Expenses (1) Utility Expenses () Vehicle Expenses (1) Debt Related Expenses (1)

ed and can result in a delay in the processing of your application. Submit the statements as a .pdf

icabie to me” checkbox below.

U 3 TWIOTICTS]

Browse...

Mo files selected. e

ploade

— This is not applicable to me.]

oy -

Enter the Cit

Citation #

Docket #:

M lead to delays in the processing of your application.

ation Number(s) or Docket Number(s) for this request.

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.



5 — Other Verifiable Income

This tab is for uploading income sources that do not come from employment (such as income
received from alimony/child support) This tab ONLY allows .pdf files.

Select files for upload here

Ap

Please upload the

Defendant Payment Ability Application (&) Photo |

Government Assistance / Federal Aid (1) Income Ta

Other Expenses (1) Miscellaneous

Upload documents of additional income. This secti
income from child support/alimony, or other financi

Do not provide partial documents as this will be rej
document,

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not 4,

plication Submission

required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

entification Verification (&) Bank Statements (&) Pay Stubs (& Other Verifiable Income (1)

o
WL

Return () Housing Expenses (1) Utility Expenses (I} Vehicle Expenses () Debt Related Expenses

in is for regular income received that is not included on your paystubs, such as income to digital wallets and/or
| support.

cted and can result in a delay in the processing of your application. Submit the statements as a .pdf

iplicable to me.” checkbox below,

Upload Other Income Documentation

Browse... Mo files selected.

<

Uploaded Files:

Enter the Ci

Citation #

Docket #:

ﬁl This is not applicable to mi
> IMCOrTecCtLy O g this box can lead to delays in the processing of your application.

tation Number(s) or Docket Number(s) for this request.

=
T
0
!
r
!
;

=
T
0

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.



6 — Government Assistance / Federal Aid

This tab is for uploading income sources that specifically come from government/federal aid such
as, SNAP/WIC/Medicare Subsidies. This tab ONLY allows .pdf files.

Select files for upload here =

Application Submission

Please upload the required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application (&) Photo |Hentification Verification (2 Bank Statements (&) Pay Stubs () Other Verifiable Income ()
Government Assistance / Federal Aid (1) Income T« Return () Housing Expenses (1) Utility Expenses (I} Vehicle Expenses (1) Debt Related Expenses (1)
Other Expenses (1) Miscellaneous

Upload statements of income from government assystance. This includes, but is not limited to, any governmental financial supplements or assistance including
food, Supplemental Nutrition Assistance Program [JNAP], WIC, housing, Medicare subsidies etc,

Do not provide partial documents as this will be refected and can result in a delay in the processing of your application. Submit the statements as a .pdf
dacument.

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not doplicable to me.” checkbox below.

Upload Government Assistance Documentation

Erowse... Mo files selected. e

Uploaded Files:

ﬁ[ This is not applicable to ma

MOTE: incorrectly checking this box can lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

m
i
T

0

!

P

!

L

Citation =: |

Docket # |

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.

~\
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7 —Income Tax Return

This tab is for uploading the most recent federal tax return This tab ONLY allows .pdf files.

Select files for upload here =

Ap

Please upload t

Defendant Payment Ability Application & Photo

Government Assistance / Federal Aid (3 Income ]

Other Expenses (1) Miscellaneous
Upload your most recent federal Income Tax returr

Do not provide partial documents as this will be r
document,

Images of these documents are NOT accepted.

If this does not apply to you, check the "This [s not

plication Submission

Unless otherwise stated, only .pdf documents are accepted.

dentification Verification (& Bank Statements (&) Pay Stubs (&

i Return () Housing Expenses (1) Utility Expenses (&

documents [W-2, 1099, etg).

bpolicable to me” checkbox below,

e required documents, electronically sign your name, and submit your application.

Vehicle Expenses (1)

Other Verifiable Income (3

Debt Related Expenses(T)

jected and can result in a delay in the processing of your application. Submit the statements as a .pdf

Browse.. Mo files selected. é

—

This is not applicable to m
an lead to delays in

Citation #:

Docket #:

the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Sign Your Application

(optional) Mark this tab as Not A

~\

POWERED BY

CDo~,
ClTe

Clear Signature

pplicable by clicking the checkbox here.

Submit Application



8 — Housing Expenses

This tab is for uploading expenses related to housing (rent/mortgage/.etc) This tab ONLY allows

.pdf files.

Select files for upload here =

Ap

Please upload t

Defendant Payment Ability Application (& Photo

Government Assistance / Federal Aid (5 Income ]

COther Expenses @ Miscellaneous
Upload your most recent federal Income Tax retur

Do not provide partial documents as this will be r
document,

Images of these documents are MOT accepted.

If this does not apply to you, check the "This [s not

P o p o

plication Submission

Unless otherwise stated, only .pdf documents are accepted.

dentification Verification (& Bank Statements () Pay Stubs &

i Return () Housing Expenses (1) Utility Expenses (D)

documents (W-2, 1098, etc).

bpplicabie to me” checkbox below.

e required documents, electronically sign your name, and submit your application.

Vehicle Expenses (1)

QOther Verifiable Income (%

Debt Related Expensesi(T)

jected and can result in a delay in the processing of your application. Submit the statements as a .pdf

Browse.. Mo files selected. é

=

—

This is not applicable to m

an lead to delays in

Citation #

Docket #:

the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Sign Your Application

(optional) Mark this tab as Not A

~\
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Clear Signature

pplicable by clicking the checkbox here.

Submit Application



9 — Utility Expenses

This tab is for uploading expenses related to utilities (water/electric/.etc) This tab ONLY allows .pdf
files.

Select files for upload here =

Application Submission

Please upload tHe required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application (2) Photo |dentification Verification (%) Bank Statements (&) Pay Stubs (£ COther Verifiable Income ()

Government Assistance / Federal Aid (2 Income Tx Return &) Housing Expenses (%) Utility Expenses (1) Vehicle Expenses (1) Debt Related Expenses ()
Other Expenses (O Miscellaneous
Upload your most recent utility expenses in your lame (electricity bill, phone bill, water bill, etc.).

Do not provide partial documents as this will be rgjected and can result in a delay in the processing of your application. Submit the statements as a .pdf
document.

Images of these documents are NOT accepted.

If this does not apply to you, check the "This s not peplicable to me” checkbox below.

Erowse... Mo files selected, é

% This is not applicable to me

n lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Citation #: |

Daocket #: |

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.

~\
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10 — Vehicle Expenses

This tab is for uploading expenses related to vehicle ownership (loan payments / lease agreements)
This tab ONLY allows .pdf files.

Select files for upload here =

Application Submission

Flease upload the required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application () Photojdentification Verification () Bank Statements (¥) Pay Stubs & Other Verifiable Income (%)

Government Assistance / Federal Aid (%) Income Tax Return &8 Housing Expenses (x Utility Expenses () Vehicle Expenses (1) Debt Related Expenses )
Other Expenses (1) Miscellaneous
Upload full billing statements of your expenses pqrtaining to vehicle ownership. This includes car notes, car insurance, etec,

Do not provide partial documents as this will be rdjected and can result in a delay in the processing of your application. Submit the statements as a .pdf

document,
Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not ppplicable to me.” checkbox below.

Browse... Mo files selected. é

=

% This is not applicable to me

r lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Citation #: | Examples: 123456, 123456V, 23456 |

Docket #: | Examples: 065845845, 0

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.



11 — Debt Related Expe

NSes

This tab is for uploading expenses related to debt. The documents provided must include proof of
payments. This tab ONLY allows .pdf files.

Select files for upload here

Ap

Flease upload t

Defendant Payment Ability Application () Photo

Government Assistance / Federal Aid (%) Incame 7]
Other Expenses (1) Miscellaneous

Upload full billing statements of your expenses p

Do not provide partial documents as this will be r
document,

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is not

plication Submission

e required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

dentification Verification ) Bank Statements (¥) Pay Stubs & Other Verifiable Income (%)

i Return 9 Housing Expenses (x Utility Expenses (& Vehicle Expenses (1) Debt Related Expenses )

rtaining to vehicle ownership, This includes car notes, car insurance, etc,

jected and can result in a delay in the processing of your application. Submit the statements as a .pdf

pppplicable to me.” checkbox below.

Mo files selected.

Browse...

=

—

This is not applicable to me
i lead to delays in

Citation #:

Docket #:

the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

carnples 123456 123456y, 23455

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.



12 — Other Expenses

This tab is for uploading documentation of verifiable expenses pertaining to Childcare and/or
Spousal support (such as *court ordered support). This tab ONLY allows .pdf files.

Select files for upload here =

Application Submission

Please upload te required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application (&) Photofdentification Verification (£ Bank Statements (&) Pay Stubs (& Other Verifiable Income ()
Government Assistance / Federal Aid (%) Income Yax Return &) Housing Expenses () Utility Expenses (=) Vehicle Expenses (3 Debt Related Expenses ()
Other Expenses (1) Miscellaneous

Upload your most recent documentation of verifigble expenses pertaining to Childcare and/or Spousal support {such as *court ordered support].

Do not provide partial documents as this will be rgjected and can result in a delay in the processing of your application. Submit the statements as a .pdf
document.

Images of these documents are NOT accepted.

If this does not apply to you, check the "This is notapplicable to me.” checkbox below.

*Court Ordered Supporijthat is paid menthly and NOT from any outstanding cases with Sugar Land Municipal Court

Upload documents <

Browse... Mo files selected.

Uploaded Files:

— l This is not applicable to me]

NOTE: Incorrectly checking this box can lead to delays in the processing of your application.

Enter the Citation Number(s) or Docket Number(s) for this request.

Citation #: |

Docket #: |

Sign Your Application

Clear Signature

Submit Application

(optional) Mark this tab as Not Applicable by clicking the checkbox here.




13 — Miscellaneous

This tab is for uploading supporting documentation (income / expenses) that does not fit any of the
other tabs. This tab is Optional allows .pdf files and Images (.jpg, .jpeg, .png).

Select files for upload here =

Application Submission

Please upload thq required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment Ability Application (&) Photo |fentification Verification (& Bank Statements () Pay Stubs Other Verifiable Income ()
Government Assistance / Federal Aid () Income T3 Return (&) Housing Expenses (=) Utility Expenses () Vehicle Expenses () Debt Related Expenses ()
Other Expenses () Miscellaneous

Want to provide documents that do not fit in any of the other categories? Upload them here.
Images are accepted for this section, but scans are preferred.

This section is optional. If this does not apply to yol, you may disregard this section.

Upload Miscellaneous Files

Browse... Mo files selected. e

Uploaded Files:

Enter the Citation Number(s) or Docket Number(s) for this request.

Citation # | Examples: 123456 123456V, 234567 |

Docket = | Examples: 055845945, 066

Sign Your Application

Clear Signature

Submit Application



Submitting a New Application

Once allfiles have been uploaded, or set as “Not Applicable”, The Citation/Docket numbers of the

fine that a payment plan is being requested for can be added in the Citation # / Docket # fields,
respectively.

After the signature field is signed, the request and be submitted via the “Submit Application

Button”.

1. Enter Citation / Docket number(s):

2.—Sign your name

3.| Click Submit Application

Application Submissi
Please upload the required documents, electronically sign your name, and submit your application.
Unless otherwise stated, only .pdf documents are accepted.

Defendant Payment fbility Application (&) Photo |dentification Verification (£ Bank Statements (&) Pay Stubs (& Other Verifiable Income (3
Government Assistarjce / Federal Aid () Income Tax Return (& Housing Expenses (%) Utility Expenses (=) Vehicle Expenses (%) Debt Related Expenses (&)

Other Expenses (&)

‘Want to provide

Miscellaneous

diocuments that do not fit in any of the other categories? Upload them here.

Images are acceptld for this section, but scans are preferred,

This section is optional. If this does not apply to you, you may disregard this section.

Upload Miscellanedus Files

Browse... Mo files selected.

Uploaded Files:

Enter the Citation Number(s) or Docket Number(s) for this request.

Citation #: [ 122500 |

N

Docket £ | EETORAGE] |

Sign Your Application

LS Rl P

Clear Signature

7 Submit Application
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Submitting the page will be redirect to the MyDashboard page where all submissions are listed,
along with their status, in the Submissions table.

08 = sugarianatigov, &

eCollections Improvement Program  Home MyDashboard Hello pchase@sugarlandtx.gov!  Logout

Monitar your submissions, track their status, and manage uploads easily.
Submissions
d Date Submitted Status Status Comments. Details
€3115566-52b8-4370-99d4-b039245b8427 7/31/2025 Pending Review view |

Pending admin review

*We utilize automated email alerts that will be sent to the email address you registered with.
Please ensure that our automated email correspondence is not being sent to your spam folder.
For issues with the portal, contact the court at (281) 275-2560.

An email stating that the Municipal Court has received the submission will be sent shortly
afterwards:

Collections Improvement Program - New Submission (Id: e3115566-52b8-4370-99d4-b039245bh...

- . Repl & Replyall | = F dH
Sugar Land Municipal Court Compliance ‘ @ | © Reply © Reply orware || & I J
To @ Porter D, Chase Thu 7/31/2025 10:55 PM
Ce courtcip
Retention Policy [T-112 (2 years) Expires 7/31/2027
Thank you for your confirmation. ‘ ‘ Thank you. | look forward to hearing from you. | Great, thank you so much! ‘ @ Feedback

Dear Mr./Ms. Porter Chase

The court has received your Application for Determination of Ability to Pay

You will receive an email once your request has been reviewed.

You canview all of your submissions on the My Dashboard page. Click the "View" button to see the details of the selected
submission.

Thank you,

This is an automated message. Please do not reply. For further assistance, contact the court via email at
courtcip@sugarlandtx.gov.




Reviewing Submitted Applications

On the MyDashboard page, the details of a submitted application can be viewed by clicking the
“View” button in the Details column for that submission.

Collections |mprovemen‘t Program Home MyDashboard Hello pchase@sugarlandtcgov!  Logout

Your Dashboard

Monitor your submissions, track their status, and manage uploads easily.

Submissions

Id Date Submitted Status Status Comments

e3115566-52b8-4370-99d4-b039245b8d27 7/31/2025 Pending Review Pending admin review

*We utilize automated email alerts that will be sent to the email address you registered with.
Please ensure that our automated email correspondence is not being sent to your spam folder.
For issues with the portal, contact the court at (281) 275-2560.

This will redirect to the Submission Details page for the selected submission:

Hello pchase@sugarlandtxgov!  Logout

ecdledions Improvement Program  Home MyDashboard

Submission Details

Review the details of your submission.

Submission ID: e3115566-52b8-4370-99d4-b039245b8d27

Citation # : 123456VA Docket # : 587964581
Submission Date: 7/31/2025
User Name: Porter D. Chase
Phone: 2813308004
Email: pehase@sugarlandtxgov
Status: Pending Review
History:
Status Comment Date Updated By
Pending New submission. 7/31/2025 105441 PM Porter Chase
Review
Uploaded Documents

File Name File Type File Size  Actions ‘

userpng Identification 15.44K8

SL Payment Ability Form And Supporting Financial Info.pdf  Defendant Document  838.05K8 “

oad

File1.pdf Income Tax Return ~ 477.88KB “

3 files submitted

Review Only

() Back to Dashboard



Submission Details Page

The Submission Details Page presents the details of a selected submission.

It consists of the following sections:

General Application Details
History of Actions
List of documents uploaded

1.
2.
3.
4.

@Co”ections |mp|‘ovement Program Home MyDashboard Hello pchase@sugarlandix.gov! Logout

Citation # : 123456VA

Submission Date:

% User Name:

Phone:

Status:

History:

% Pending New submission.

Review

Upload Additional Files button (If in “Pending User Response” status)

Submission Details

Review the details of your submission.

Submission ID: e3115566-52b8-4370-99d4-b039245b8

Docket # : 587964581
7/31/2025
Porter D. Chase
2813308004

pchase@sugarlandtx.gov

Pending Review

Status Comment Date Updated By

7/31/2025 10:54:41 PM Porter Chase

Uploaded Documents \
File Name File Type File Size [Actions ‘
user.png Identification 1544KB
SL Payment Ability Form And Supporting Financial Info.pdf Defendant Document 838.05KB
g
File1.pdf Income Tax Return 477.88KB
\ 3 files submitted )
> [ Review Only ]

(2} Back to Dashboard

Uploaded documents can be viewed or downloaded by clicking their respective button

)
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Uploading Additional Files

If a Municipal Court admin deems that sufficient information has not been provided, they will mark
the application as “Pending User Response” requesting that the user submit additional information.

Collections Improvement Program Home MyDashboard Hello pchase@sugarlandtxgov!  Logout

Your Dashboard

Monitor your submissions, track their status, and manage uploads easily.

Date
Id Submitted Status Status Comments Details
€3115566-52b8-4370-99d4- 7/31/2025 Pending User Response

Additional items are required to show sufficient need. Please include expenses
(along with proof of payment) that highlight why you need to request a payment
plan.

b039245b8d27

*We utilize automated email alerts that will be sent to the email address you registered with.
Please ensure that our automated email correspondence is not being sent to your spam folder.
For issues with the portal, contact the court at (281) 275-2560.

When a request is in the “Pending User Response” status, the “Upload Additional Files” button will
be visible.

@Collections Improvement Program Home MyDashboard Hello pchase@sugarlandtcgov!  Logo

ion ID: e3115566-52b8-4370-99d4-b039245b8d27

Citation # : 123456VA Docket # : 587964581
Submission Date: 7/31/2025
User Name: Parter D. Chase
Phone: 2813308004
Email: pchase@sugarlandbogov
Status: Pending User Response
History:
Status Comment Date Updated By
Pending User  Additional items are required to show 8/1/2025 1:10:04 AM Porter Chase
Response sufficient need. Please include expenses

(along with proof of payment) that
highlight why you need to request a
payment plan.

Pending New submission. 7/31/2025 10:54:41 PM Porter Chase
Review

Uploaded Documents

File Name File Type File Size Actions |
user.png Identification 15.44KB
[ Download ]

SL Payment Ability Form And Supporting Financial Info.pdf  Defendant Document  838.05KB

Download |

File1.pdf Income Tax Return 477.88KB

Downioad |

3 files submitted

[[ Upload Additional Files J ]
) Back to Dashboard




Clicking the button opens an Upload file modal containing the same 13 tabs seen when first
creating the application.

Documents Submitted

Upload New Documents

Application Photo Identification Bank Statements Pay Stubs Other Income
Government Assistance Income Tax Return Housing Expenses Utility Expenses
Vehicle Expenses Debt-Related Expenses Other Expenses Misc.

Upload Defendant Payment Ability Application

Browse...  No file selected.
Mo file selected.

Uploaded Files:

After selecting which files to upload and clicking submit, the status of the submission will change
back to “Pending Review” and files can no longer be added.

Collections |mprovement Program Home MyDashboard Hello pchase@sugarlandtx.gov! Logout
Citation # : 123456VA Docket # : 587964581
Submission Date: 7/31/2025
User Name: Porter D. Chase
Phone: 2813308004
Email: pchase@sugarlandbcgov
Status: Pending Review
History:
Status Comment Date Updated By

Pending Added Files: DocumentViewer.pdf, 8/1/2025 1:16:04 AM Porter Chase

Review

Pending User Additional items are required to show 8/1/2025 1:10:04 AM Porter Chase

Response sufficient need. Please include expenses

(along with proof of payment) that
highlight why you need to request a
payment plan.

Uploaded Documents

File Name File Type File Size Actions ‘
DocumentViewer.pdf Housing Expenses 203.66KB
user.png Identification 15.44KB

SL Payment Ability Form And Supperting Financial Info.pdf Defendant Document 838.05KB

File1l.pdf Income Tax Return 477.88KB

4 files submitted

Review Only




Submission Status

Keeping track of the statuses for a submission can be done via the MyDashboard page. Each
submission will have one of the following statuses

1. Pending Review
a. Allapplications will be given this status after the initial submission. This status

indicates that the submission requires a review from an Admin from the Municipal
Courts team.

2. Pending User Response
a. If aMunicipal Court admin reviews the application and requires additional

information, the submission will be set to the “Pending User Response” status.
This status allows the uploading of additional files via the details page.

3. Rejected
a. If, after review, a Municipal Court admin deems that the provided documentation

and applications does not support need for a payment plan, the application will be
rejected, and no further edits can be made.

4. Approved
a. If, after review, a Municipal Court admin deems that the provided documentation

and applications supports the need for a payment plan, the application will be

Approved, and no further edits can be made.
b. Anemail pending the payment plan agreement (if applicable) will be attached to the

status update email

For each status change, an alert email will be sent.



The End
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