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Citizen Self-Service 
User Guide 

How to Pay for an Invoice 
 

In order to pay an outstanding invoice(s) for a Permit, Plan or Business License, please follow the steps below. 
You must be a contact on the case and/or have the Invoice Number to pay for an invoice. 

 
VIEW INVOICE VIA ACCOUNT 
If you do not have the Invoice Number, you can view your Invoice(s) by logging into your account. 

 
LOGIN TO City of Merced Civic Access portal 

  
1. Click on the Login or Register tile from the Home page and enter your account information to Log In. 

 

 
 

2. Select Dashboard in the navigation bar. 
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3. Find My Invoices toward the middle of the page. 

a. To pay all invoices tied to your account directly, either Current, Past Due or both, select the Add to 
Cart button next to the desired option. This will direct you to your Shopping Cart where you can 
select Check Out and proceed to payment. 

 

 
 
 

b. To view all invoices and invoice detail, select View My Invoices. 
 

i. By default, all Unpaid Invoices will be listed. Select Paid or Voided to view other 
invoices. 

ii. To view an Invoice’s detail, select the hyperlinked Invoice Number. (You can also select 
the checkbox for the specific invoices and click Add to Cart to pay the invoice(s) directly 
without viewing the details). 
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iii. Select Primary Fees, Misc Fees, Payments, Attachments or Contacts for more 
information related to the invoice. 

iv. To pay the Invoice, select Add to Cart. This will direct you to your Shopping Cart 
where you can select Check Out and proceed to payment. 
*Note: Multiple Invoices can be added to the Shopping Cart before Checking Out to pay 
at once. 

 
 
 
 
 
 
 
 
 
 
 
 
 
After payment has been made, you will receive an email reciept, forward the email receipt for 
Building permits to  inspectionservicesweb@cityofmerced.org 

 
 

mailto:inspectionservicesweb@cityofmerced.org
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VIEW INVOICE WITH INVOICE NUMBER 
If you have an Invoice Number, you can pay for the invoice directly. 

 
Navigate to the LOGIN TO City of Merced Civic Access portal 

 

1. Select Pay Invoices in the navigation bar.  

 
 

 
2. Enter the Invoice Number and select Search. The Invoice Number must be an exact match. 

 
 

 
 
 

1. Once the invoice loads, review the various sections and verify the information to ensure it’s the correct 
invoice. 

2. Select Pay Now to be directed to the Payment Options and proceed to process the payment. 
 

Once you have added invoices to your Shopping Cart and have selected Check Out OR have selected Pay Now 
directly from the Invoice, please follow the steps below to process a payment. 

 
1. Under Payment Options, review the information and select your payment method. 

 
 

2. Enter the Billing Information of the credit card holder or the account owner in the corresponding fields and 
click Pay Now 
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PROCESS PAYMENT 

 

 
 
You will receive an emailed invoice 
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After payment has been made, you will receive an email receipt, forward the email 
receipt for Building permits to  inspectionservicesweb@cityofmerced.org 
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