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Paying Online [V06.13.24] 
The intent of this guide is to provide a step-by-step instruction for making payments online.  These instructions 
were created using Tango. 

1. Go to Permitting & Licensing Portal: ci.missoula.mt.us/3300/portal 
2. Login with your username and password. Click on Login 
3. Click on My Records 

4. Click on the triangle to expand the record type (building, engineering, licenses, planning) you want to 
review and make payment on. This will expand to show you a list of all your permits.  
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5. In the action column, it will display if records are ready for you to Pay Fees Due. Click on Pay Fees Due 
Tip: Often the Status will also indicate we require payment by displaying “Review Fees Required” or 
“Waiting ACA Issuance” for permitting; and “Renew Application” for business licensing.

 
6. Review the fees and conditions of the permit. Click Continue Application to move to the next screen. 

IMPORTANT: While some permits automatically issue (have a status of Waiting ACA Issuance), Residential 
and Commercial Building permits, and ‘paper’ fillable form license types, require that you email 
coordinators once payment is made. 
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7. Enter all required Credit Card Information and cardholder information. Click Submit Payment.  
If you provided an email address, a receipt will be sent to you for the amount of the transaction.  

 
8. You can a detailed receipt and fees assessed from the Record Details screen. Select Payments, click Fees, 

then Click View Details for each fee line.  

 


