
Paying Permit Fees in the Portal

Log into the portal by using the 
email and password that was 
used to set up the account. 

Please call 757-890-3755 during 
business hours for assistance.



From the Dashboard, there are 
two ways to get to the “My 
Fees” page to pay all 
outstanding fees on an 
account:

1. Click Make Payment 
OR

2. Click Go To My Fees

To pay fees associated with a 
specific permit on an account 
and get to the “My Fees” page:

1. Click the Permit Number
OR

2. Click Pay Balance

Total amount due reflects the total 
due for all permits associated to 
an account



If the Permit Number is clicked on, 
the permit will open. In order to 
pay the balance associated with 
this specific permit, click Pay 
Balance



To pay all fees on an account, click the box beside Select All

Select the fees to pay then click Make 
Payment to complete the payment.

Please note there is a 2.3% Credit Card 
Service Charge for fees paid in the portal. 
Payments may be paid by cash or check 
at the Building Safety Office

The My Fees page displays all outstanding 
fees associated with an account.



After clicking Make Payment, it will redirect to an external hosted payment page where an order 
summary will appear. Review the fees then click on Checkout.



After clicking Checkout, the payment information page will appear. Enter the credit card 
information (VISA & MASTERCARD ONLY) and the billing information. Review the information, 
click the Terms and Conditions check box, and click Submit Payment. Once completed, an 
email confirmation of the payment will be sent. 



Additional Information

• Plan Review fees must be paid before plans can/will be reviewed. 

• Permit fees must be paid before permits will be issued. Permit fee 
payment does not imply permit issuance. Please wait until the permit 
placard has been transmitted to begin work. 

• Re-inspection/Additional Inspection fees, if applied, must be paid 
before inspections can proceed. 


