MAKE A CREDIT CARD PAYMENT ON THE CITIZEN PORTAL

Wheaton, Maryland 20902.

Navigate to the CIVICPLUS Citizen Portal: https://www.civicgov4.com/md_montgomery/portal/

Public users are required to register and have an approved account before a payment can be made via the
Citizen Portal. If you do not already have an account, please see the Tip Sheet: Register for a Citizen Portal

| 4
Account.
S@ Only Credit Card payments can be made via the Citizen Portal. Payments by check or money order must be
either mailed in or physically presented at Licensure and Regulatory Services, 2425 Reedie Drive, 9th Floor,

Log In to the Citizen Portal by clicking
on the LOGIN link in the menu bar at the
top of the screen.

-—-Or ---

o
By clicking on the button at

the bottom of the screen.

The Citizen Portal Login screen is
displayed.

Enter your USER EMAIL*
Enter your PASSWORD*

Click on the mbutton.

The Citizen Portal Main Screen opens
with “My Dashboard” displayed.

Citizen Portal | | Login | | Register

Welcome to our Resident Portal!

This portal provides the public 24/7 access to the following online services:

Apply For a License

Submit a Complaint Pay For an Invoice

Login To My Resident Portal

Citizen Portal Login

Register

Login
USER EMAIL *

PASSWORD *

First time here?

T REMEMBER ME NEXT TIME

m Forgot username or password?

Citizen Portal

. Hello, Carol
Online

My Dashboard

B Apply for Permit
B2 Apply for License
< Renew a License
# Update a License
! Submit a Request
$ Make a Payment

Inspections.

& Logout

. Carol

My Dashboard

» My Permits

» My Complaints
» My Inspections
» My Licenses

» My Invoices

There are 2 options for making a credit card payment on the Citizen Portal: (1) Click on the MY INVOICES link to Search for
the Invoice; or (2) If you know the Invoice #, you can click on the MAKE A PAYMENT link in the Menu Column on the left.


https://www.civicgov4.com/md_montgomery/portal/

OPTION 1: Click on the MY INVOICES link to search for the inv

Citizen Portal

. Hello, Carol
Online

My Dashboard

When you log in to the Citizen Portal,
the Main Screen opens with “My
Dashboard” displayed.

» My Permits
‘ My Dashboard
B Apply for Permit

» My Complaints

» My Inspections

Click on the “My Invoices” link to O
< Renew a License

expand the section. =
# Update a License

» My Licenses
» My Invoices
! Submit a Request
4§ Make a Payment

Inspections

Logout

Citizen Portal = @ cent

. Hello, Carol

If you have 1 or more
invoices that are currently
due for payment, they will all
be displayed here.

My Dashboard

» My Pemits
» My Complaints
= My Inspections

= My Licenses

Once you have identified the

= My Invoices
invoice that you want to pay, —s e e s e ————
click on the PAY INVOICE i x
Ilnk 230019 Coarar Hama Ovaner hddress 2073-10-01 10231215

550.00 | Eay
Ireales

@

Citizen Portal
. Hello, Mayerc
onine

@ My Dashboard

Make a Payment

Payment Details

The Payment Details screen
is displayed.

Kindly note that i the payment transaction fails for any reason, you will need to fle a fresh application.

Review the information_ LFee 'ry;:e Description ::::;;B Details  Date Debit Credit  Balance
. . -~ Farmers Market Food License Application (Farmer) October 31,2023 $50 $0 $50
If you would like to prlnt a # Updatea TotalInvoice. 1 Total $50 s0 $50
copy of the invoice for your U Invoices
records click on the PRlNT Invoice Date Invoice Number Billed To Due Date Invoice Amount Paid Amount Balance
button ’ 6 IFoalRgmn October 31,2023 23-0019 OWNER NAVE December 15,2023 $50 50 $50
. Inspecions m
® Logout
Copyright © 2023 CivicPlus Community Development 4.0 Citizen Portal
Print "
Total: 1 sheet of paper
The system takes you to your Printer
printer’s print screen to print a Adabe POF ~ |
. . . Fea Type Descriptien Casa # Datails Data Dabit Crodit Balance
copy of the invoice in PDF Copies R rorons
format. : L res g [ [ =
. Layou (Farmer)
Select the necessary print o’“;m Y | s w0 o
. Invoice
Optlons' () Landscape el
Involces
cllck on the PRINT button tO Pages Invoica Date Involce Numbsr  Billed To DusDate  Involce Amount | Pald Amount Balance
print the Invoice. O Caerdt puoom Ounername  Opzmber =0 » s
| eg1-sa 113
When you are finished, click
Color
on the CANCEL button to = = Phesse ke il checks payable s Menigamry Coriy, 110
return to the Payment Details R Y QUESEr SoneRng s ke, e entast s 2 e
More settings Thank You
screen.
Print usng system dialeg,.. (Chrl+ Shifts 7




Click on the MAKE
PAYMENT button to
continue.

Citizen Portal

. Hello, Mayerc
onine
@ My Dashboard

B Apply for Permit

& Apply for License

@ co

Make a Payment

Payment Details

Kindly note that f the payment transaction fails for any reason, you will need to file a fresh application

CivicPlus redirects you to the Converge Credit Card

Payment screen.

The Converge Payment screen is
displayed.

Verify that the amount is the same as
the invoice amount.
Enter all required information.

Click on the SUBMIT PAYMENT
button.

Converge will indicate whether the
payment was successful or
unsuccessful.

Fee Type Description Case # Details Date Debit Credit Balance
R — License Fees A23.0028
— Farmers Market Food License Application (Farmer) October 31,2023 550 50 $50
T Total Invoice| 1 Total 550 0 $50
Invoices
® Submit a Request
Invoice Date Invoice Number  Billed To Due Date Invoice Amount Paid Amount Balance
$ Make a Payment October31,2023  23-0019 OWNER NAVE December 15,2023 $50 50 $50
8 Inspections m
® Logout
Copyright ® 2023 CivicPlus Community Development 4.0 Citizen Portal
e @ @ o
Redirecting to payment form, please wait.
« C a gy
Brck Io Order Section
-
Amount 5000 USD !
Company
Payment | Pt Hma
Carol Last name
PRYMENT CARD
Adrnss1
wsa S o ==
Address2
| Card Numbar”
iy State/Province Pasts| Code™
| Expiration Dala(MbYY) ™ ‘ cw2” L}
Country
Secure
Payment omm—

OPTION 2: If you know the Invoice Number, you can click on the MAKE A PAYMENT link in the

Menu Column on the left

Citizen Portal

If you know the Invoice
Number that needs to be
paid, you can click on the
MAKE A PAYMENT link in
the menu on the left.

Enter the INVOICE
NUMBER.

Click on the SUBMIT
button.

Hello, Owner Name

@ My Dashboard

Online

B Apply for Permit

& Apply for License
2 Renew a License
# Update a License

! Submit a Request

$ Make a Payment

Inspections

& Logout

Make a Payment

Invoice Number

[23-0019

)




The Payment Details
screen is displayed.

Review the information.

If you would like to print a
copy of the invoice for your
records, click on the
PRINT button.

The system takes you to your printer’s
print screen to print a copy of the
invoice in PDF format.

Select the necessary print options.

Click on the PRINT button to print the
Invoice.

When you are finished, click on the
CANCEL button to return to the
Payment Details screen.

Click on the MAKE PAYMENT button
to continue.

CivicPlus redirects you to the Converge Credit Card Payment screen.

Citizen Portal

Hello, Mayerc

@ caol

Onine Make a Payment

Payment Details
@ My Dashboard

B Apply for Permit

& Apply for License

Kindly note that if the payment transaction fails for any reason, you will need to file a fresh application

Fee Type Description Case#  Details  Date Debit  Credit  Balance
R License Fees A23-0028

— Farmers Market Food License Application (Farmer) Oclober 31,2023 $50 50 $50
T Total Ivoice| 1 Total $50 s0 $50

Invoices

@ Submit a Request

Invoice Date Invoice Number Billed To Due Date Invoice Amount Paid Amount Balance
$QHiateg Parment October31,2023  23-0019 OWNER NAVE December 15,2023 $50 s0 $50

8 Inspections.

® Logout

Copyright ® 2023 CivicPlus

Community Development 4.0 Citizen Portal

I

Print 2)
Total: 1 cheet of paper

Printer
‘ Adobe PDF ~
Fee Type Description Case # Details Date Debit ‘Credit Balance
Copies License Fees A23.0028
R— v e e
License Application 31,2023
Layout (Farmer)
O Fortrait Total 1 Total $50 50 $50
Invoice
(O Landscape
Involces
Pages Invoice Date Invoice Number Billed To Due Date Invoice Amount Paid Amount Balance
O Al October 31, December
2003 23-0019 Owner Name 152023 $50 $0 $50
O | eg.1-5,8.11-13
Color
Please payable Counly, MD
[oor <] S ‘
If you have any questions concerning this invoice, please cantact us at 2407777300 or by email at
More settings « Thark You
Print using system dizlog,. (Ctrl+Shift+P)
Citizen Portal = @ ¢
‘ Hello, Mayerc
Onine: Make a Payment
Payment Details
@ My Dashboard
Kindly note that if the payment transaction fails for any reason, you will need to file a fresh application.
B Apply for Permit
1 Apply for License Fee Type Description Case# Details  Date Debit  Credit  Balance
© Renewa License License Fees A23-0028
— Farmers Market Food License Application (Farmer)| October 31,2023 $50 s0 $50
@ Updatoa Liconse Total Invoice| 1 Total $50 50 $50
Invoices
& Submit a Request
Invoice Date Invoice Number Billed To Due Date Invoice Amount Paid Amount Balance
ERMat= 2 Parment Oclober 31,2023 23-0019 OWNER NAVE December 15,2023 $50 ) $50

@ Inspections.

® Logout

Copyright ®2023 CivicPlus

Community Development 4.0 Citizen Portal

CIVICPLUS

Redirecting to payment form, please wait.




< ¢ a A i
The Converge Payment screen is y
displayed' unl ' 50,00 USD ‘
Verify that the amount is the same as e |
the invoice amount. ki
Enter all required information. e = |
Click on the SUBMIT PAYMENT (o | o [ st \
button iapmnun Date(MMYY)* l cwvw2* ] (-] f— ‘
Converge will indicate whether the iy

[ st Feyment T

payment was successful or
unsuccessful. Fom |?

Citizen Portal

. User Name

. Hello, Portal User
Online My Dashboard

» My Permits
My Dashboard

Navigate back to MY DASHBOARD. » My Complaints

B Apply for Permit
Logout by clicking on the LOGOUT & Apply for License
link located at the bottom of the Menu
column.

» My Inspections
» My Licenses
Renew a License . My Invoices
Update a License
! Submit a Request
Make a Payment

Inspections

Logout
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