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How to Pay for Approved (Payment Needed) Applications 

 
1. Go to ‘My Queue’ tab. 
2. Select Type: ‘Payment Needed’ from dropdown.  
3. Click ‘Search’  

 
 
4. Click on the blank space below Permit ID to turn the line dark blue. 
5. Click on ‘Actions’ and select ‘Make Payment’ from the dropdown 
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6. Select a saved payment method or select ‘New’ to make a one-time payment. 
7. Click on ‘Make Payment’ 

 
 
Please note if you need to change your payment method follow the instructions in step 9 instead. 

 
8. You will be presented with the transaction details. Fill in the requested payment information and billing 

information. 

 
 

9. If you have email as your delivery method, your permit will be emailed, otherwise you can find the finalized permit 
under the ‘My Queue’ tab. 
 
Note: If you pay using a saved payment method, select your payment method and click ‘Make Payment.’ 
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A pop up will appear once the payment has been succesfully processed. Click ‘OK’ to continue. 

 
 

The screen will refresh and show a success message at the bottom of the screen.  

 
If you have email as your delivery method, your permit will be emailed, otherwise you can find the finalized permit 
under the My Queue tab. 

 
Note: The permit shows the amount paid for the permit. This is the only receipt that is generated when paying 
with a Saved Payment method. We are working on implementing an emailed receipt for this payment method, but 
an actual receipt is currently unavailable to users.   
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To Change your Payment Method: 
10. If you need to change your payment method: 

a. Return to ‘My Queue’ page. 
b. Click on the blank space below Permit ID to turn the line dark blue. 
c. Click on ‘Open’ 

 
 

11. Click on ‘Payment Method’ drop-down box to change payment method.  
12. Click on ‘Make Payment.’ 

 
 
13. Follow from step 6 above to complete your payment. 
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