
HOW TO PAY FEES THROUGH PORTAL
You must use a Credit Card to pay fees through portal

The Village accepts VISA, MASTER CARD, AMEX, and DISCOVER
NOTE: You will be charged a convenience fee of 3.5% of the total fee due

OPTION 1

If you have already submitted your application and need to pay fees, follow the instructions below.
(If you are just beginning the application submission process, scroll down to “OPTION 2”)

Sign In to portal and select “My Items”. Expand the appropriate subsection (My Permit Applications, My Planning
Applications, etc.)

You will see a “Pay Fees” button on the application line where fees are due. Click on that button.

The next screen will display the fee breakdown. Click the “Next Step: Billing Information” button.



Next, enter your Billing Information and click “Next Step: Confirmation”

The next screen allows you to review the accuracy of your payment information

Click Here to Confirm/Complete
the Payment

Complete the * information
REMEMBER: you will incur a
3.5% convenience fee



You will be informed that your transaction is being processed:

Your receipt is now ready for printing if you so choose. Otherwise, the receipt will be available in the
“Documents & Images” section of your Permit Application Status page which appears after you click
“Continue”.

The “Permit Application Status” page displays a summary of your submission.



OPTION 2

When initially submitting your application, the process will lead you to the fee payment at Step 6, “Review &
Submit”. Below the Fee Table, there is an Agreement Statement and an area (denoted by a red asterisk *) where
you must fill in your name.

Next, type the characters you see in the captcha and click “Submit Application and Pay Fees” button.

NOTE: if you cannot decipher the captcha, there is a “Refresh” button you can click, and a new captcha will
appear for you.

of 3.5% of total charges when paying fees electronically.

CAPTCHA AND REFRESH
AREA



Step 1: displays the fee(s) to be paid. Click “Next Step: Billing Information”

Step 2: Enter your Billing Information and click “Next Step: Confirmation”

Complete the * information
REMEMBER: you will incur
a 3.5% convenience fee



Step 3: allows you to review the accuracy of your payment information.

Next, you will be informed that your transaction is being processed:

Click Here to
Complete/Confirm
Payment



Your receipt is now ready for printing if you so choose. Otherwise, the receipt will be available in the
“Documents & Images” section of your Permit Application Status page which appears after you click
“Continue”.


