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Paying Hotel Occupancy Tax Online 

 

The City of Temple is now accepting hotel/motel/short term rental occupancy tax payments online.  

Step-by-step instructions are shown below to pay by Discover, MC, Visa, or e-check. 

 

Both your business name and a PIN are needed to pay online.  

For this information, please contact the Finance Office at  

hoteltaxpayments@templetx.gov or 254-298-5631. 

 

Please click Pay Hotel/Motel Occupancy Tax to report and pay online. 
 

-------------------------------------------------------------------------------------------------------- 

Click Pay Occupancy Tax in the upper left corner of the screen or Pay Hotel/Motel Occupancy Tax. 
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Enter hotel name as provided by the Finance office. 

Click Search. 

 

 
 

Select a business from the list by clicking the name. 
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Select the current year license from the list. 

 

 
 

Enter the License PIN as provided by the Finance office.  

Click Submit. 
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Click Renew under Public License Information. 
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The system may respond with the message Invalid License PIN number. 

Enter PIN in the Pin field and click Search. 

 
 

 

Click Renew License under Renew/Transfer Date. 
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Verify the Renewal Period is for the month just ended. 

 Renewal Period found under Please carefully review and adjust the Gross Receipts below for this license. 

Enter the  

Gross Receipts. 

Applicant. Use the hotel name as provided by the Finance office. 

Phone Number. 

Email Address. 

Click Continue. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



7 

 

 

 

Enter  

1. Total Gross Receipts for Month. 

2. Less Receipts Exempted from Tax. 

 

 
 

******************** 

The online system automatically calculates the 1% discount. 

If reporting and paying after the 20th of the month,  

please remove the 1% discount manually in field 7 to ensure calculations are correct. 

******************** 

 

Click Recalculate. 

Verify the amounts, specifically the Total Tax Due, are correct. 

If necessary, enter corrections and click Recalculate. 

Click Continue. 

 

 

 



8 

 

 

Verify the amounts, specifically the Total Tax Due, are correct  

 Edit, if necessary. 

Click Continue. 

 

 
 

Click Pay Bill  
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Click the down arrow in the Payment Method box to choose either Credit Card or eCheck to pay.  

Click Continue. 

 

 
 

Enter the email address for the receipt.  

Click Submit. 
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When paying by card, enter the required information. Required information noted by * 

Click Submit. 
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************************************************************************************ 

When paying by e-check, please read the highlighted portion 

 

 
 

************************************************************************************ 

 

 

After submitting the payment information by either card or echeck, the screen below appears.  

An emailed receipt will send to the address entered previously. 

 

 
 

 



12 

 

 

The receipt email will show the info below. 

 

 
 

 

 

The Finance Department will  

review reports submitted and payments made online and  

will make contact, as necessary. 

 

Please contact the Finance Department 

by phone: 254-298-5631 Monday-Friday from 8am-5pm, excluding holidays or 

by email: hoteltaxpayments@templetx.gov at any time. 

 

Thank you for using the online system to report and pay hotel/motel/STR occupancy taxes. 
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