
Instructions for Paying an Invoice Online 
 
 
First, get your invoice number and customer id number from the invoice you received. 
 
 

 
 
 
 
 
Then, type the two numbers into the web site and hit enter or lookup. 
 
 

 
 
 
 
 
 
 
 
 
 



The total due for the invoice will come up.  You may click on the invoice number if you 
want to view the invoice and verify the information on the invoice.  A $2.00 convenience 
fee will be added to the total due.  When you are ready to check out, click on “Complete 
Checkout”. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



On the next screen, verify your billing information and enter your credit card number and 
expiration date.  When your are ready to complete the payment, click “complete 
purchase.” 
 
 

 
 
 
When the payment has been verified with our payment processor, you will get this final 
screen.  You can click on the invoice number for a copy of the invoice showing  receipt 
of payment. 
 
 

 
 
 
 
 



 
 
 
We can currently accept credit card payment for Corporation, Lobbyist, Notary, and UCC 
transactions.  If you get the message below, your invoice may be for items that we cannot 
accept credit card payment for: 
 

 


