SJPermits – Paying Invoices

Paying Fees Online


[bookmark: _Toc102478027]Overview
At SJPermits.org you can pay the invoices for permit applications in different ways, whether you have a registered account or not.  Invoices issued by the City of San Jose will be issued to an individual or organization indicated as either the “Billing Applicant” or “Applicant” in the permit application.  This is regardless of whether the permit was initiated online through SJPermits or by City staff that received an application from the Applicant directly.  

This guide will only cover the payments made through SJPermits and will not cover making payments at City Hall or Wire Transfer payments.  This guide will show you the different ways to pay for the permits, however, it will not cover the payment option of paying for Code Enforcement Multiple Housing Fees. 

This guide will cover the following topics:
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Section 1 – Unregistered User Payment	2
Section 2 – Registered User – Pay for All of My Permits	5
Section 3 – Registered User – Pay Project Permit Specific Fees	7
Index 1 – Development Services Invoice	9
Index 2 – Public Utilities Invoice	10
Index 3 – Processing Payment	11
Index 3.1 – Credit Card Payment	13
Index 3.2 – eCheck/ACH Payment	15



[bookmark: _Toc102478028]Section 1 – Unregistered User Payment
The method described in this section can be done by either an unregistered or registered user. To utilize this method, navigate to the SJPermits main page (Figure 1) or the SJPermits Account Login Page (Figure 2).  Click on the button labeled “Pay Permit Fees,” under the “I Want To” section, or the “Unregistered User Payment” button, respectively.   

When utilizing the method shown in Figure 1 below, you will be presented with two options: 1) to “Certify or Pay Fee for MH Permit”; or 2) to “Pay Fee for Other Permit.”  For the purpose of this guide, you will click on the second option to proceed to the “Unregistered User Payment” page, as shown in Figure 3. 
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Figure 1 – SJPermits Main Screen Pay for Permit
[image: ]Figure 2 – SJPermits Login Page Unregistered User Payment

From the “Unregistered User Payment” screen you will have one of three options to search for an invoice to pay.  You will enter the information into the “Customer Identification Number” search box.  Once you have entered the information, click on the “Search” button to retrieve the search results.  The three invoice search options are:

1. PeopleRSN (Customer No.) – Utilizing this method will show you all unpaid invoices for the customer that you have entered.  This method is primarily used if you are looking to pay multiple invoices across multiple permits. 
2. Invoice Number – Utilize this method if you wish to pay for a specific invoice only.
3. Permit/File Number – Utilize this method if you wish to pay for multiple invoices in the same permit. 

Please Note: 
· Only one option must be used for the search.  Putting information in each box and attempting a search will not result in a more refined search.  The options themselves provide either a broad search or a more focused search as indicated below.  
· To determine the PeopleRSN (Customer No.), Invoice Number or Permit/File Number, refer to Index 1, for regular Development Services invoices, or Index 2, for Public Utility Invoices.  
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Figure 3 – Unregistered User Payment Screen

Once your search results have been retrieved, you will see the results of the search in the “Outstanding Invoices” box, located below the “Customer Identification Number” search box.  From the search you will be able to: 
1. Select the invoice(s) you want to pay by clicking on the check box located to the left of the invoice number.
2. Filter the results by utilizing the “Search” box on the upper right side of the “Outstanding Invoices” box.  All data columns will be used when filtering the results.
3. Verify the total amount of the selected invoice(s)
4. Pay the selected invoice(s) by clicking on the “Pay Selected Fees Now” button. 
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[bookmark: _Section_2_–][bookmark: _Toc102478029]Section 2 – Registered User – Pay for All of My Permits
Overview - This section will go over how you can view the invoices for every permit application you are associated with, regardless of if you are the applicant, billing applicant or contact.  Utilizing this method, you will be able to pay for multiple invoices over multiple permit applications. If you wish to only see the invoices associated with a specific permit application refer to Section 3, entitled “Registered User – Pay Project Permit Specific Fees.”

Step 1 - From the SJPermits main page click on the “Apply for an Online Permit” or “Log In | Register” button from the “I Want To” section (Figure 1).  
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Step 2 - From the account log in page, you will need to log into your account.  Once you have inputted your email and password click on the “Sign In” button, you will be directed to the My Services page.  
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Step 3 - From the My Services page you will click on the “Pay for My Permits” button and you will be directed to the “Pay for my Permits” page.
[image: Graphical user interface, application, website

Description automatically generated]

Step 4 - From the “Pay for My Permits” page, you will see a listing of all your invoices for all permits your online account is associated with.  From this page you will be able to do the following:
1. Select the invoice(s) you want to pay by clicking on the check box located to the left of the “Invoice Number” column (paid invoices will not have a check box next to them).
2. Print a copy of the Invoice or Receipt – this will allow you to see all line items associated with the invoice.
3. Verify the total amount of the selected invoice(s).
4. Pay the selected invoice(s) by clicking on the “Pay Selected Fees” button. 
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Note: Refer to Index 3 For steps on making the payment after clicking on “Pay Selected Fee”
[bookmark: _Section_3_–][bookmark: _Toc102478030]Section 3 – Registered User – Pay Project Permit Specific Fees
Overview - This section will go over how you can view and pay the invoices for a specific permit application you are associated with, regardless of if you are the applicant, billing applicant or contact.  Utilizing this method, you will be able to pay for multiple invoices for the same permit applications. If you wish to pay for multiple invoices over several permit applications refer to Section 2, entitled “Registered User – for All of My Permits.”

To begin, follow Steps 1 through 3 from the previous section to navigate to the My Service page of your account.  From the My Services page, you will find the permit that contains the invoices you wish to pay by either:
1. By inputting information in the “Search” box at the top left of the “Folder Details” box (preferred).  You can filter by any of the information in the columns, however, the columns that would provide the best results would be the “Permit #” or “Ref File #.”  Refer to Index 1 for Development Services or Index 2 for Public Utilities to help you determine the Permit and / or Reference File number from the printed or PDF version of the invoice itself.
2. Scrolling through the list of available permits (not preferred).

Once you have found the permit you wish to pay the fees for, click on the “Detail” button.
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From the My Application Detail page you will scroll down to the bottom of the page to the “My Outstanding Payment Details.  From this section click on the “View//Make Payments” button to go to the “Payment Details” page. 
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On the “Payment Details” page you will be able to do the following:
1. Select the invoice(s) you want to pay by clicking on the check box located in the “Select” column (paid invoices will not have a check box next to them).
2. Print a copy of the Invoice or Receipt – this will allow you to see all line items associated with the invoice.
3. Verify the total amount of the selected invoice(s).
4. Pay the selected invoice(s) by clicking on the “Pay Selected Fees” button. 
5. Pay the fees later and return to the Permit Details page. 
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Note: Refer to Index 3 For steps on making the payment after clicking on “Pay Selected Fees”

[bookmark: _Index_1_–][bookmark: _Toc102478031]Index 1 – Development Services Invoice
When doing a search as an unregistered user or registered user to pay for an outstanding invoice online refer to the image below to help you determine the following:
1. PeopleRSN (Customer No.)
2. Invoice Number
3. Permit Number
4. File Number
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[bookmark: _Index_2_–][bookmark: _Toc102478032]Index 2 – Public Utilities Invoice
When doing a search as an unregistered user or registered user to pay for an outstanding invoice online refer to the image below to help you determine the following:
1. PeopleRSN (Customer No.)
2. Invoice Number
3. File Number
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[bookmark: _Index_3_–][bookmark: _Toc102478033]Index 3 – Processing Payment
Overview – As a customer of the City of San Jose you have several options available to pay your permit application invoices.  These include: 1) Paying by credit card or ACH/eCheck online on SJPermits using the methods described in the earlier sections; 2) Paying in person at City Hall; 3) Paying by credit card over the phone, by calling (408) 535-3555; or 4) Wire transfer.  This guide will cover option 1 and will take you through the process of paying your invoice online.

To pay an outstanding invoice online follow the steps, outlined earlier in this guide, in either Section 1, 2 or 3.  After you click on the button labeled as “Pay Selected Fees” you will be taken to the “Payee Detail” page. The first step will be to authorize the payment by selecting to pay either by credit card or ACH/eCheck by clicking on the applicable radio button as shown below.  Once you select the payment type the page will briefly reload and the applicable payment button will display.  To proceed with instructions for credit card payment, refer to Index 3.1.  For instructions on ACH/eCheck payment, refer to Index 3.2.
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If you wish to cancel the payment click on the “Cancel Payment” button.  On the following page you will have the option to do one of the following:
1. Return to the “My Services” main page by clicking the “Yes, Cancel My Payment” button.
2. Return to the “Payee Detail” page by clicking on the “No, Return to my Application” button.
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[bookmark: _Index_3.1_–][bookmark: _Toc102478034]
Index 3.1 – Credit Card Payment
To pay by credit card you will select the first radio button from the “Payee Detail” screen.  As indicated earlier, the page will briefly reload, and a new button will appear entitled “Pay by Credit Card.”  Click on this button to proceed to the next step.

[image: Graphical user interface, text, application

Description automatically generated]

On the payment page you will need to fill in all items listed with an asterisk.  The address you fill in should match the billing address for the credit card itself.  Once you fill in all the required information click on the “Pay” button to begin processing your payment.  Note: We currently only accept Visa or Mastercard payments.
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Once the payment has been processed you will be taken to the payment confirmation page.  From here you will be able to 1) Print a copy of your receipt; or 2) Return to the “My Services” main page. 
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[bookmark: _Index_3.2_–][bookmark: _Toc102478035]Index 3.2 – eCheck/ACH Payment
To pay by eCheck/ACH payment you will select the second radio button from the “Payee Detail” screen.  As indicated earlier, the page will briefly reload, and a new button will appear entitled “Pay by eCheck.”  Click on this button to proceed to the next step.
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The first section you will need to fill out will be the “Billing” section.  You will need to fill out this section match the information the bank has on record for the account (i.e., name, address, etc.).  Once you have filled in this information, click on the “Next” button to continue. 
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On the “Payment” section you will need to enter your accounts:
1. Routing Number – These are the first set of 9 numbers on the lower left corner of a check is the routing number.  Note: The character symbol surrounding the numbers is not part of the routing number on a check.
2. Account Number - The second set of numbers following the character symbol immediately after your routing number is your account number. Note: Occassionaly, the account number maybe switched with the check number. To determine your account number, simply choose the longer number. This number is unique to your bank account and you’ll find it on your personal checks or by signing into your online account.
3. Account Type – You will have three options.  If you are unsure what type of account you have, please contact your bank.  

Refer to the example check shown below to help you determine the routing and account number.  Once you are done filling in the information, click on the “Next” button to continue to the “Review” screen.  If you need to do any revisions on the billing data, click on the “Back” button to fix any incorrect data. 
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Payment Screen

[image: Timeline

Description automatically generated]
Example Check



On the “Review” screen you will review the information you provided one last time.  Here you will determine if all the information looks correct or needs revisions.  If the information looks correct, click on the “Pay” button to begin processing the payment.  If the payment information needs corrections, then click on the “Back” button to go back the previous screen to fix the incorrect data.
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Once the payment has been processed you will be taken to the payment confirmation page.  From here you will be able to 1) Print a copy of your receipt; or 2) Return to the “My Services” main page. 
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PAYMENT DETAILS
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PAYEE DETAIL

When submitting a credit card payment, a non-refundable service fee of 2.4% will be collected by a third party (Wells Fargo Merchant Services) to cover transaction processing
fees. To avoid this fee you have the option to pay online via ACH/eCheck, or you may mail a check, or you my pay in person with cash or check. Note: the City is not able to

accept in-person payments when City Hall s closed to the public

People Name JOHN SMITH
Organization Name COMCAST

Address Line1 200 E SANTA CLARA ST
city SAN JOSE

State cA

Country UsA

Bill amount $482.00

Postal Code 95110

Payment Authorization

O I authorize the city to charge my credit card the amount listed above subject to the terms of my credit card issuer.

O I authorize the city to collect this fee by Electronic Fund Transfer from my checking account. | understand that my ACH/eCheck payment will be processed
within 1-2 banking days. If the payment returns unpaid, | authorize you or your service provider to collect the payment and my state’s return item fee and, if
applicable, costs, by EFT(s) or draft(s) drawn from my account. Click here to view your state’s returned item fee and, if applicable, costs | understand

that this authorization will remain in ful force and effect until | notify you that | wish to revoke it by calling (408) 535-3555 and allow you reasonable

Cancel Paymer

opportunity to act on my notice
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CANCEL PAYMEN

Are you sure you want to cancel your payment?

Yes, Cancel My Payment No, Return to my Application
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Payment Authorization

® | authorize the city to charge my credit card the amount listed above subject to the terms of my credit card issuer.

O 1 authorize the city to collect this fee by Electronic Fund Transfer from my checking account. | understand that my ACH/eCheck payment will be processed
within 1-2 banking days. If the payment retums unpaid, | authorize you or your service provider to collect the payment and my state’s retumn item fee and, if
applicable, costs, by EFT(s) o draft(s) drawn from my account. Click here to view your state’s returned item fee and. if applicable, costs | understand
that this authorization will remain in ful force and effect until | notify you that | wish to revoke it by calling (408) 535-3555 and allow you reasonable

opportunity to act on my notice

ay by Credit Card Cancel Payment
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Billing Informat

*Required field

First Name * JOHN
Lost Name* SMITH

Company Name comcasT

Address Line 1 XXX E SANTA CLARAST

city* SaN JosE

CountryRegion * United States of America v
StatelProvince * Calfomia v

ZiplPostal Code* o5t

Email* your_emal_nere@gmail com

Payment Details &

Card Type *
® [Visa visa WMastercard
[l =28

Your Order

Total amount

$482.00
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it

PAYMENT CONFIRMATION

Thank you for your payment! Your payment of $ 482.00 has been confirmed. A receipt for your payment can be found above
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Payment Authorization

O I authorize the city to charge my credit card the amount listed above subject to the terms of my credit card issuer.

® | authorize the city to collect this fee by Electronic Fund Transfer from my checking account. | understand that my ACH/eCheck payment will be processed
within 1-2 banking days. If the payment retums unpaid, | authorize you or your service provider to collect the payment and my state’s retumn item fee and, if
applicable, costs, by EFT(s) or draft(s) drawn from my account. Click here to view your state’s returned item fee and. if applicable, costs | understand

that this authorization will remain in ful force and effect until | notify you that | wish to revoke it by calling (408) 535-3555 and allow you reasonable

ay by eCheck

opportunity to act on my notice
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Billing Information Your Order

* Required field

e Total amount $482.00
JOHN

Last Name *
SMITH

Company Name
COMCAST

Address Line 1+
XOOCE SANTA CLARA ST

city*
SAN JOSE

Country/Region *

United States of America v

StatelProvince *

Califomia v

ZipiPostal Code *
95110

Phone Number *
4085551234

Email*

your_email_here@gmai.com

Next

[
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Payment Details

Routing Number *

Account Number *

Checking
Corporate Checking
Savings

Back

Cancel Oner

*Required field

field

Next

Review

Your Order

Total amount

Receipt

$482.00
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Review your Order

Billing Address

JOHN SMITH
COMCAST

00 E SANTA CLARA ST
SAN JOSE

California

95110

United States of America

Payment Details Your Order
Routing Number 00000438
- ‘Total amount $482.00
Account Number 00678
By clcking Pay. | gres o tre Hlastonic Cresk Terms & Confiors
Account Type Ghecking
Back Pay

‘Canoel Orser
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