
 

How to: Pay Fees for an Application 

1. Log in to the Applicant Portal 
• Note: You can only pay if you are the main applicant of an application. Additional contacts 

in an application do not have permissions to process payments online. 

 
2. Click on Cart Checkout at the left side of the screen. 

 

3. Select all fees you are paying for by using the checkboxes.  

 

 

4. Click Next, and then click on Process Online Payment 
5. A new window will pop-up. If nothing happens, you need to disable pop-up blockers on your 

internet browser.  
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https://cityofaspen.force.com/applicantportal/s/login/?startURL=%2Fapplicantportal%2Fs%2F&ec=302


6. You can choose between paying with a Credit Card or e-Check.  
 

 
 

7. On the screen fill out your payment information and process sale.  
8. Once payment is complete, you will receive your receipt on a separate email.  

Prior to processing payment through the Applicant Portal, you can confirm your total amount with 
the following instructions: 

1. Click on the Permits Menu 

 



2. Open the permit by clicking on the permit number link 

 
3. Click on the Related Tab (next to Details tab) and scroll down to Fees section. 

 

 

a. If all fees are not visible, click the View All link 
4. To filter fees, click on the black funnel incon at the top right. (Example: to only see the fees 

due at permit submission, select “Complete Pending Submital Fees” under Permit Fees Due 
At section and then click Apply button.) 

Once you confirm fees due, click on at the top of the screen on Cart Checkout.  
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