Pay fees

After you submit an application through SSPP, City permitting staff will generate an invoice to
begin the plan review process. Once this is done, you will receive an email letting you know
there is an invoice due. Plan review will not begin until the invoice is paid.
The SSPP offers several ways to access and pay invoices, three options are shown here
(Dashboard, My Work, and Calendar). The simplest way is through the Dashboard, so that is
the first option shown.
On the SSPP home page click Pay Invoice and log in.

Option 1: Dashboard
Your Dashboard is categorized by Permits (building permits, utilities, street use, and civil
reviews), Plans (land use approvals), Inspections, and Invoices.
Click View My Invoices.

All invoices are displayed. Click the invoice number to view the fee breakdown. Or Click the
box to the left and Add to Cart (which will skip the following step and take you directly to your
cart).

In the fee breakdown screen, click Add to Cart to pay the invoice.
The printer icon

will allow you to download the invoice.

Click Check Out.

Enter your card information and click Pay Now.

Click Continue to Site. You will receive a receipt via email.

Option 2: My Work
Fee information can also be found by clicking My Work at the top of the SSPP screen

My Work contains a list of your active Invoices, Permits, Plans, and Inspections, shown in tabs.
Click My Invoices to go directly to invoices.
Click on a Permit/Plan number to see more information about the application, including permit
details, contacts, attachments, inspections, review progress, fees, and available actions.

Fees are due. Click Pay Now or Add to Cart and proceed through the payment process.
Click the Fees tab for more fee information.

Itemized fees can be seen and invoices can be accessed on the Fees tab. Click the invoice
number to bring up the invoice and proceed through the payment process.

Option 3: Calendar
Fee information can also be found by clicking Calendar at the top of the SSPP screen.

Click the invoice number to bring up the itemized invoice information.

