
How to Pay Invoice on Submitted Application 

Requiring Plan Review on 

MyBuildingPermit.com  
 
Applies to: MyBuildingPermit.com Public Site 

 This feature will allow the customers to pay invoice on submitted applications requiring plan review. 

Preparation 

Before starting this procedure, you will need the following: 

1. This feature requires you to have existing MyBuildingPermit.com account. 

2. You should have completed both the pre-application process and the plan review application. 

3. You should have a previously accepted permit application. 

Instructions 

 

 

 

 

2. The ‘Permit Customer Login’ 

will open. You need to have 

an existing account to move 

forward with the 

application. 
 

Identify if you’re a licensed 

contractor by clicking on the 

appropriate radio button.  
 

Enter your Login name and 

your password. 
 

Click ‘Login’. 

 

1. Go to MyBuildingPermit.com 

website. 

 

Click ‘Apply for Permit’. 

 

http://www.mybuildingpermit.com/default.aspx
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5.   A list of outstanding invoices 

will open.  

To view the details of the 

invoice, click ‘View Detail’. 

 To make a payment, click 

‘Online’. 

To use other payment 

method, click ‘Other 

Methods’.  

3.  Hover around ‘My Account’ 

until you see the dropdown 

list. 
 

Click ‘Permit Dashboard’. 

 

4.   A window that shows your 

applications will open. Find 

your application under 

‘Applications in Plan Review’.  

Click ‘View Invoices’. 
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6.   A list of all the items and 

their respective fees will 

open.  

To proceed with payment, 

click ‘Checkout’. 

7.   Confirm and select the 

Billing Address by clicking on 

the radio button next to it.  

Click ‘Next’. 

 

8.  The ‘Order Summary’ window 

will open. Review the 

information on your permit 

application. 

To proceed with checkout, 

click ‘Next’. 
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9.  The ‘Credit Card Information’ 

window will open. 

Enter your credit card 

information. Make sure to fill 

out all the required fields. 

Click ‘Submit Payment’. 

 

 

 

 10. If your payment has been 

successfully submitted, the 

‘Order Confirmation’ message 

will appear.  

This confirmation contains a 

tracking number you can 

reference when making a 

follow-up or inquiry.  


