
Civic Access – How to Pay an Invoice 
 
To pay an invoice in Civic Access, first you need to log in to your account. Then, click on the My Work button, or use the 
Search button to directly input your permit number.  

 

Once you’re in My Work, you can either navigate directly to My Invoices, or to My Permits.  

My Invoices will show you a list of all unpaid invoices, while My Permits will show you a list of all your permit records. If 
fees are invoiced and unpaid you will see a tag to the right under the State header that says Unpaid Fees. 

 

Only fees that have been invoiced can be paid. Please keep in mind that fees could be due at a later date and have not 
been invoiced yet on the staff side of the process.  

In general, sub-permits and other turnaround permits will have all fees invoiced at once, after the permit application has 
been processed. Fees are due before the permit will be issued and therefore work can commence.  

However, many permits that require plan review could have fees split in two – one invoice for plan review fees, due 
before plan review can commence; and one invoice for the permit fee, due at any time before permit issuance.  
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In order to pay an invoice on a particular permit or record, the best way to do so is to go into that record. However, 
Invoices receive their own record number, and if you click on an Invoice record you can view the singular invoice as well 
as print out a copy of it.  

 

 

If you click the Add to Cart button, it will take you to your Shopping Cart. You will also see your Shopping Cart logo in 
the top-right hand corner of the page update with how many invoices are currently in your Cart.  
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As stated earlier, you can instead navigate into an individual permit record. In this particular example, we waited to 
invoice the plan review fees and permit fees until after plan review was already completed. That is not normal, but we 
will ignore it for this example. At the top of the permit record page, if you have fees that have been invoiced, you will 
see the Add to Cart button to the right, like below.  

 

Below the tabs in the middle of the screen, if you are on the Summary tab to the left you can see in order from left to 
right: your Progress graph, Fees box, Workflow, and Available Actions boxes. You can see under Available Actions that 
fees are ready to be paid, as well as see the Fees tab is flagged with a red exclamation point.  
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Clicking the Fees tab will show you the line item fees as well as which fees are on which invoice, should there be multiple 
invoices on a permit record. The Fees tab itself will also have an Add to Cart button.  
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Click Add to Cart, which will take you to the Shopping Cart page, or navigate there from the Shopping Cart icon at the 
top right of the page next to your login. Civic Access allows you to pay multiple invoices at the same time, including from 
different permit records.  

Here we see three invoices from two permit records – Invoice #1094 from Permit #23060419 and Invoices #1224 and 
#1225 from Permit #23060510. At the top you’ll see the total of all invoices, as well as Remove buttons to the right of 
each invoice. If you want to pay all of them at once, you can click the Check Out button. For this example, we only want 
to pay the invoices for Permit #23060510, so we will click the Remove button next to the top record. This will remove 
Invoice #1094 from our Shopping Cart. We can pay it later.  
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This is our new Shopping Cart page. The total amount due has updated. Now we’ll click Check Out.  

 

Clicking Check Out will take you to the City’s third-party payment platform, Paymentus. Paymentus has a $50,000 
maximum payment. Click Continue.  
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On the next page, enter in all your information, as well as your payment method. Paymentus will accept Visa and 
Mastercard debit card payments as well as Visa, Mastercard, American Express, and Discover credit cards. Again, the 
maximum allowable payment is $50,000.00. Payments over this amount must currently be paid via check. Once you’re 
done, click Continue.  
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You will then be asked to confirm your payment. If you’re sure and your information is correct, click the checkmark box 
to authorize the payment and click the Pay button.  
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You will then get a payment receipt on the next page which you can print, but you will also receive an emailed receipt 
within a few minutes. Click the Back to home button, which will take you back to the Civic Access Dashboard page.  
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The emailed receipt with confirmation number:  

 

If you have any additional questions or issues with making a payment in Civic Access, please call our main number at 
561-805-6700.  

 

 

 

 

 


