Make secure online payments on Accela Customer Access

1. Login into the Accela Customer Access site with your username & password or register for an account if
you are new to the site (see “How to register for an ACA account” user guide)
a. Contact your case manager after you register so they can provide you with complete access to your
application and all available functionality (uploading documents, downloading secure documents,
paying fees, etc.)

Login

User Name or E-mail:
|inhndoet95t |

Password:

|llll-ll-IIIl |
| Login »-

] Remember me on this computer

I've forgotten my password
New Users: Begister for an Account

2. Once logged in click on the corresponding department for your application type

m Building || Engineering || Planning

Dashboard My Records My Account Advanced Search «

Welcome John Doe

You are now logged in.

3. If your case manager has added your Accela Customer Access account to your application, you will see it
listed at the top under the “Records” section. Click on the record number to open your application or
click on “Pay Fee Due” to go straight to the payment process.

m Building || Engineering || Planning

Dashboard My Records My Account Advanced Search

‘ « Planning

Showing 1-2 of 2 | Add to collection
Date Record Number Record Type Project Name Status Action
03/22/2019 Reia” | R Administrative Amendment Under Review Pay Fees Due

01/30/2019 A=y Administrative Site Plan Closed - Inactive



4. Ifyou clicked on the record number link, you will see all the sections containing information about your
application. Click on the “Fees” section arrow to expand the section and review the fees paid and the

outstanding fees for your application. Click on “Pay Fees” to start the payment process.

Record Info v Payments v
Fees

Fees
Qutstanding:
Date Invoice Number Amount
05/04/2020 225203 $1,500.00 Pay Fees
Total outstanding fees: $1,500.00
Paid:
Date Invoice Number Amount
05/04/2020 225202 $1,500.00 View Details
03/26/2019 224055 $750.00 View Details
03/26/2019 224055 $2.000.00 View Details
03/22/2019 223933 $245.00 View Details
03/22/2019 223932 $1,500.00 View Details
Total paid fees: $5,995.00

5. You will see a list of fees due with a description of each fee and a total amount due. Click on “Continue

Application” to pay the fee with a credit card.

back to the Arapahoe County Citizen Access Portal.

Application Fees

Fees Qty.
AATO ASP/SDP BEFORE CONSTRUCTION 1

Arapahoe County uses a third-party payment processor called Point & Pay. When you click below to continue, you will be directed to
make your payment through Point & Pay by credit/debit card or electronic check/ACH debit. Convenience fees will apply. Please have
your credit card or bank account information ready before proceeding. After you are finished with your payment, you will be redirected

Amount
$1,500.00

TOTAL FEES: $1,500.00
Note: This does not include additional inspection fees which may be assessed later.

| Continue » |




6. Arapahoe County uses a third-party payment processor called Point & Pay. You will be directed to make
your payment through Point & Pay by credit/debit card or electronic check/ACH debit. Convenience
fees will apply. Enter your address, phone number, and email. Enter your credit/debit card or electronic
check/ACH debit information and click Continue.

Step 1: Select Payments

Please complete the form below. When finished, click the Confinue button and you will be asked to review the information for accuracy before your payment is processed.

Point & Pay charges a 3.00% convenience fee on credit card payments ($2.00 minimum charge). A flat §1.50 convenience fee is charged when paying by elecironic
check/ACH debit from your bank account. The fee will be added automatically to each transaction. These convenience fees are charged by Point & Pay, not by Arapahoe
County. Please note that convenience fees are not refundable.

Note: * indicates a required figld.

My Bills
Description
[+] Permits payment of $1,500.00

Cardholder Information

First Name: * Last Mame: *

| | |
Address Line 1: * Address Line 2:

| | |

City: * State: * Zip Code: *
| | |

Phone Number: * Email Address: *

Payment Information
Payment Method: =

| Credit or Debit Card v |

Card Number: = == £ =3 & =

Expiration Date: * (in mm/yy format)

Ccwv. =
is this

number?

Cancel Continue

Payment Information
Payment Method: *
|Electronic Check v |

Routing Number: * @ : —
| | g 1036

Account Number: *
TATE
- FAY TOTHE
OkbiF & OF

Re-enter Account Number®
| | pousss B

Account Type:*
|Checking v | Fou

Routing Number. This is a 8 <} 0000018k ooooosz " ]'F!UD  le A 4
digit number usually located at AR TR C TR T ALK I
the bottom of the check to the

left. This number is always 9 Routing Account
digits. Pleaze ignore the special Number Number
character at the beginning and
end of the number, and be sure
to enter any leading zeros.

NIV




7. Review your information, agree to the terms and conditions, and click “Submit Payment”.

Step 2: Review and Submit

Please review the details of the tems you have selected to pay, along with the fees associated with using this service. When you are ready to submit your payment, please
review and accept the Terms and Conditions, and click Submit to send your payment for authorization.

My Bills
Description Amount

Permits payment of $1,200.00 £1,500.00

3 Subtotal: $1,500.00
Customer Information Convenience Fee: 545.00

First Name: o .Total Payment: §1,545.00
Last Name:

Address Line 1: ® B n

Address Line 2

City: | 5

State: =

Zip Code:

Phone Number: -

Email Address: s

Payment Information
Payment Date: 05/04/2020

Card Type: Visa

Card Numbar: *=sssssa1qqq

Terms and Conditions

CONVENIENCE FEE

“Your agency has partnered with a third party service provider to provide you with convenient enline payment services via credit card debit card or electronic check payments. IN ORDER TO USE THIS
SERVICE YOU MAY HAVE TO PAY A NON-REFUNDABLE CONVEMIENCE FEE IN ADDITION TO THE AMOUMNT(S) OWED TO YOUR PAYEE. Please note that the sanvice provider (not your Payee) wil
appear as the merchant of record nesd to your payment on your bank or credit card statement

ACCESSIBILITY

This service is accassible through the Internet. In order to use this service you will need a personal computer access to the Internet with an Internet service provider and a web browser which supports this
service.

ACCURACY OF YOUR INFORMATION AND BILLING; COMPLETION OF PAYMENT

You are solely responsible for providing accurate and complete information to use this service and for confirming any amount(s) owed to your Payee. Completion of your anline payment is contingent upon ™

[ 1Agree to Terms and Conditions

Back Cancel Submit Payment

8. After you are finished with your payment, you will be redirected back to the Arapahoe County Customer
Access Portal. If the payment is successfully processed, you will see a confirmation message and you
will have the opportunity to print your receipt.

@ You have paid a fee associated to this Record.

Please print a copy of this receipt and retain a copy your records.

If there was a fee associated with your application, Point & Pay will email a copy of your receipt to the email address you provided. This receipt

will contain both Arapahoe County’s charges and the convenience fee charged by Point & Pay

Thank you for using our online services.
Your Record Number is & waami

+++

Print/View Receipt |




