
 
 

 1 

Collections Improvement Program 
(Version 1.1) 

 

 

User’s Guide 

 

 
Information Technology 

City of Sugar Land 
 

07/24/2025  



 
 

 2 

Contents 
Web App Link ............................................................................................................................... 3 

Landing Page ............................................................................................................................... 3 

Create an Account ....................................................................................................................... 4 

Login ........................................................................................................................................... 6 

Start New Request ....................................................................................................................... 9 

Form Layout ........................................................................................................................... 10 

Tabs ....................................................................................................................................... 11 

1 - Defendant Payment Ability Application ............................................................................... 12 

2 – Photo Identification Verification ......................................................................................... 13 

3 – Bank Statements ............................................................................................................. 14 

4 – Pay Stubs ....................................................................................................................... 15 

5 – Other Verifiable Income .................................................................................................... 16 

6 – Government Assistance / Federal Aid ................................................................................. 17 

7 – Income Tax Return ........................................................................................................... 18 

8 – Housing Expenses ........................................................................................................... 19 

9 – Utility Expenses ............................................................................................................... 20 

10 – Vehicle Expenses ........................................................................................................... 21 

11 – Debt Related Expenses ................................................................................................... 22 

12 – Other Expenses ............................................................................................................. 23 

13 – Miscellaneous ............................................................................................................... 24 

Submitting a New Application ..................................................................................................... 25 

Reviewing Submitted Applications .............................................................................................. 27 

Submission Details Page ............................................................................................................ 28 

Uploading Additional Files ................................................................................................... 29 

Submission Status ..................................................................................................................... 31 

The End ..................................................................................................................................... 32 

 

 

  



 
 

 3 

Web App Link  
https://cityapps.sugarlandtx.gov/collections-improvement-program  

 

Landing Page 

 

 

  

https://cityapps.sugarlandtx.gov/collections-improvement-program
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Create an Account  
To create an account, access the registration page by clicking the “Register” link in the top right of 
the navbar 

 

 

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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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. 
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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. 

 

 

 

 

After the email address and password fields are filled, click the “Login” button will direct to the 
Multi-Factor-Authorization(MFA) page. 
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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). 
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Successfully logging in by entering the correct MFA code and clicking login button directs back to 
the landing (home) page.
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Start New Request  
Option 1: Click the “New Submission” link on the landing page 

 

Option 2: Click the “New Submission” button at the bottom of the List of Submissions table on the 
MyDashboard page.
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Form Layout 
 The applications consists of 4 sections 

1. Tabs 
2. Expected Content Guideline/Example 
3. File Upload 
4. Sign & Submit 
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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: 

• A description of the files expected in this section (ex. Proof of income) 
• A section showing examples of a completed document or additional guidelines (if 

applicable) 
• A document upload section 
• A selected document section (allowing the user to add/remove files as needed prior to 

upload) 
• 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 
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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 

 

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 Identification Verification 
This tab is for uploading documentation for ID verification. This tab allows Images (.jpg, .jpeg, 
.png) as well as .pdf files. 

Select files for upload here 

 

 

(optional) Mark this tab as Not Applicable by clicking the checkbox here. 
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3 – Bank Statements 
This tab is for uploading Bank Statements. This tab ONLY allows .pdf files. 

Select files for upload here 

 

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

 



 
 

 15 

4 – Pay Stubs 
This tab is for uploading the last 3 months of pay stubs (from all sources). This tab ONLY allows 
.pdf files. 

Select files for upload here 

 

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

 

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

 

(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 

 

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

 

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

 

(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 

 

(optional) Mark this tab as Not Applicable by clicking the checkbox here. 
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11 – Debt Related Expenses 
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 

 

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

 

(optional) Mark this tab as Not Applicable by clicking the checkbox here. 
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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 
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Submitting a New Application 
Once all files 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 
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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. 

 

 

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

 

This will redirect to the Submission Details page for the selected submission: 
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Submission Details Page 
The Submission Details Page presents the details of a selected submission.  

It consists of the following sections: 

1. General Application Details 
2. History of Actions 
3. List of documents uploaded 
4. Upload Additional Files button (If in “Pending User Response” status) 

 

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. 

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

 



 
 

 30 

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

 

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. 
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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. All applications 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 a Municipal 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. An email 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. 
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The End 

 

 


