
HOW TO PAY FOR YOUR 

FEES ONLINE
A quick and easy guide to show you where to 

go and how to complete your payment.



HOW TO PAY FOR YOUR FEES

➢ Once you are logged on your dashboard, 

to go to “My Records”

➢ Find the permit you are looking to pay for 

by clicking on the arrow next to the 

module(s)

➢ Once the list is expanded, look for the 

permit that needs fees paid



HOW TO PAY FOR YOUR FEES

➢ Once in your permit dashboard, you will have several 

options to pay for your permitting fees.

➢ The Action Column 

➢ Inside the individual permit



THE ACTION COLUMN

➢ The Action Column is one of the places you will be 

able to:

➢ Pay Fees Due (see the next slide to find 

another way to pay)

➢ Schedule an Inspection 

➢ Resume a partially filled out application

➢ To pay using the Action Column, just click where it 

says “Pay Fees Due” and follow the prompts

➢ The system will bring you to the option to complete 

your checkout



PAY FEES BY CLICKING THE PERMIT

➢ Click on a permit link.

➢ Once you are in the permit, you will see “Add to 

Cart” on the upper right-hand side.  

➢ By adding the permit to your “cart”, this allows 

you to pay for one or more permits at one time 

(See the next slide). 



USING THE “CART”

*Permits used are from a test environment and have no relation to actual permits

➢ The “Cart” allows for one or more permits 

to be paid for on one transaction. 

➢ At this point in the process, you can:

➢ Checkout and complete your 

transaction.

➢ Edit your Cart, including removing 

permits you are paying for.

➢ Continue shopping, a.k.a. adding 

more permits to pay for.

➢ The system will keep the running total 

for you as you keep adding more.



COMPLETING THE PAYMENT

➢ You will find two payment methods with 

Accela

➢ Pay with a Credit Card (debits too)

➢ Pay with Bank Account (Electronic Fund 

Transfer) 

➢ See our next slide for more information on 

associated service fees with payment types



SERVICE FEES

➢ Credit Card Service Fee:  

➢ 2.75% for each transaction, with a minimum of $2.00

➢ See Chart below for eCheck Service Fees:

➢ Fees are based on transaction totals



COMPLETING PAYMENT

➢ Click “Submit Payment” once  you are 

ready to input your payment information

➢ Once payment has gone through, your 

permit number is generated
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