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Manage Application 
1. To interact with an application on which you are listed as a contact, log in as a registered user. 

Pay Invoice 
Customers can navigate to an invoice to make a payment in several ways in Civic Access. 

From Home Page 

To find an invoice: 

1. Type the exact invoice number to search for an invoice as a public user. Proceed to Step 2. 

2. Or log in and click the: 

a. Invoices tab on the Home page and proceed to Step 2. 

b. Pay Invoices tab in the Actions section on the Home page.  

i. Click a case card and proceed to Step 2. 

c. View more button on the Invoices card on the Home page and proceed to Step 2. 

d. Add to cart button on the Invoices card on the Home page and proceed to Step 4. This adds 
the entire amount on the Invoices card to the cart. 

 
The Civic Access registered-user Home page features Invoices and Pay Invoices tabs and the View more and 
Add to cart buttons. 

3. Click an Invoice Number 
or mark the invoice(s).  

4. Click Add to Cart.  

5. Click Go to cart.  

6. Click Check out. 

7. Follow the instructions 
in the payment portal. 

Users mark invoices and add them to the cart. 
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From an Application 

To pay fees from any application: 

1. Search for the record. 

a. Click the desired address link in the 
results. 

b. Click Add to Cart if the record has 

multiple invoices. This adds all the unpaid invoices 
on the case to the cart. 

c. Or click Add to Cart on the desired invoice in 
the Actions section. 

d. Proceed to Step 3. 

 
Civic Access displays the unpaid invoices and Add to Cart buttons in the Actions section. 

2. Or click the desired Unpaid fees card in the 
Actions section. 
a. Click Add to Cart if the record has 

multiple invoices. This adds all the 
unpaid invoices on the case to the cart. 
Proceed to Step 3. 

b. Or mark the desired invoice(s) and click 
Add to Cart. 

3. Click Go to cart.  

4. Click Check out. 

5. Follow the instructions in the payment portal. 

 
Civic Access displays the Cart summary and the Check out button in the payment portal. 


