
Paying an Invoice 
The City of Roswell Permitting & Licensing HUB is your one-stop shop to submit, track, pay, 
schedule and receive permits, inspections, variance requests, and business licenses. 

If you know the invoice number 

1. No need to log in! Simply navigate to the Permitting & Licensing HUB home page and 
tap the Pay Invoices link at the top of the screen. 

2. Enter the entire invoice number including INV-. Click Search 

3. View the invoice details, then click the Pay Now button. 

 

  



4. Enter your payment information including an email that can receive the receipt. 
Click Continue. 

 

5. Click Submit Payment to complete the transaction.  

 

  



 

If you do not know the invoice number 

1. Go to the Permitting & Licensing HUB home page. 
2. Click the Login in the top right corner of the page to log in. 

3. Click the Dashboard link in the top menu bar. If you don’t see the Dashboard link, 
make sure you are logged. 

 

4. Scroll down to view your Plans, Permits, Licenses, Inspection Requests, and Open 
Invoices. 

 

  



 

5. Select the View My Permits link to manage your individual permits. 

 

 

6. Click the blue Unpaid fees link on the right side of the screen.  

 

7. Review the invoice information, click Add to Cart 

 

8. Once you have added all of your invoices to your cart, click Go to Cart. 

 



9. Click Check out. 

 

10. Enter your payment information including an email that can receive the receipt. 
Click Continue. 

 

11. Click Submit Payment to complete the transaction.  

 


