Guide to Making an Online Payment

The online payments page is accessed via the Derbyshire County Council’s main
website www.derbyshire.gov.uk. The page is located in the business and economy
section, in the heading labelled “online payments”.

To access the page you will need to hover the pnouse over “Business and Economy”
then click on “Online payments”.
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Make an online payment

Online payments _ )
Thank you for choosing to make your payment online.

Make a payment
Have your invoice or letter to hand and simply complete the following

screens. If you choose to cancel your payment, you can do this at any
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The following page will appear. Click on the “Select a service” drop down menu
button

Make the appropriate selection from the list and then click the “Select” button.

You will be taken to the following page:-
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Invoice
Please enter your reference

m

Amount

0.00

Select address from list and click Select button. Or enter details manually below.
— Select Address — =

Name
House No OR House Name

Street

Area
Town
County
Postcode
Tel No.

Email Address

" Add to List Back to Top
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Reference

If paying an invoice insert the invoice number found at the top right corner of the
invoice into the reference field.

For all other types of payment refer to the communication from Derbyshire County
Council for the appropriate reference number.

Amount
To be completed with the amount being paid.

Select Address

The option to select an address from the list will not be available for the first item you
input. Should you be paying more than one item this field will be populated for the
second and any subsequent items input.

Name
Please insert your name - this is a mandatory field.

House No. and/or House Name
Please insert your house number. and/or name - this is a mandatory field at least
one field must be completed, or both if required.

Street
Please insert your street name - this is a mandatory field.

Area
Please insert your area - this is an optional field.

Town
Please insert your town - this is a mandatory field.

County
Please insert your county - this is an optional field.

Postcode
Please insert your postcode - this is a mandatory field.

Tel. No.
Please insert your telephone number - this is a mandatory field.

Email Address
Please insert your email address - this is a mandatory field.

Once all fields have been completed as necessary click the “Add to List” button at
the bottom of the page which will bring up a screen similar to the following, showing
the item has been added to the “Payment List”: -



If necessary you can modify Zor delete * the item. If you choose the delete option
the item will be deleted immediately. Modify will allow you to change any of the
details input on the previous screen: -



Once you have made your changes click update " and you will return to the following
screen: -



At this point you can enter further items for payment Yy making the appropriate

selection from the “Select a service” drop down menu\ and repeating the above
process.

Once all required items have been input click the “Pay” button'to proceed; you will be
directed to the following page: -



You may still return to the initial payjynent screen to ify, delete or add an item by
clicking the “Back to payment” button® Alternatively you also cancel the
complete transaction by clicking the “Cancel Payment” buttor:



To continue with the payment, enter the card details as required, not all payment
cards have a start date or issue number; if yours does not thesé can be left blank.
Enter the card account details; this section will pre-populate fyom the address details
completed earlier; ensure that these are the correct details §Or the card being used.
Enter the name exactly as it appears on the payment car

When all details have been completed click the “Continue” buttorm— and the following
payment confirmation screen should appear: -



If neces
button.
button.

y you may still go back to previous screens via the “Back to Card Details”
Iternatively, ensure that all details are correct and click the “Confirm”



You will be directed to the confirmation screen from where you can email a receipt,
print the page,or request a VAT receipt;, -

When finished click “Finish” to clear the details from the screen.



