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DRC Pay Connexion 
 
 
On June 30th we successfully moved to a new electronic payment system in the DRC 
known as Pay Connexion. The new epay component allows customers to make 
internet fee payments by credit card – using Visa, Mastercard or Discover cards, 
and by electronic check (ACH).  
 
New to the payment site is how convenience fees will be accessed. Convenience 
fees will no longer be deducted from your platting fee amount. Applicants will be 
responsible for paying the convenience fee in addition to the platting fee. This 
means for an automated check payment, a $1.00 convenience fee will be added to 
the total transaction amount. For credit card payments a tiered convenience fee 
percentage amount will be applied. 
 
Friday morning, July 9th, with the opening of the plat submittal period for the July 
22nd Planning Commission meeting applicants will be able to begin using the new 
epayment system. 
 
Following are instructions and screen shots of the payment process. 
 
Should you have questions, contact Jennifer Ostlind at 713-837-7871. 
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How to Use Pay Connexion 
 
 
After your plat is submitted through the DRC system and you have obtained your 
reference or application number (which will be in the format 2010-XXXX, where 
XXXX is a unique 4-digit number), wait approximately 15 minutes before 
proceeding to make an electronic payment. In order to transfer to the DRC 
Payment portal, click either the  payment icon or  button. 
 
You will be transferred to a page that asks you to enter the application reference 
number for the plat that you want to make payment on. 
 
 

 
 
If you receive a message that no application data were found for your application, 
wait a few minutes and try again. (Unfortunately, this delay will continue to be a 
part of the process until we launch the new EDRC program later this year.) 
 
If the application data have been successfully transferred, first-time payers using 
this new portal will be asked to register. This is necessary because the contact 
information for both your DRC users and company are not always clean or complete 
enough for the Pay Connexion site to accept. 
 
You will be asked to create a user name and password for making payments 
through Pay Connexion. Also, you will be asked to provide complete address, 
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phone, and email contact information. You will be asked to select a shared secret 
question that you can use at future dates to retrieve forgotten user name and/or 
password information. 
 
Registered users whose DRC application data have been successfully transferred 
from the DRC database will then see a page that looks like the following: 
 
 

 
 
Users are encouraged to thoroughly read this page, as it explains details on what 
payment types are acceptable (ACH versus credit card), provides information on 
convenience fees and includes information about the acceptable payment periods. 
 
After reading this page, the user may choose to make a payment by clicking on the 
I understand and want to pay now button. Alternatively, the user can select to 
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review payment data by clicking on the second I understand, and want to review 
payments only button. 
 
If the user chooses to make a payment, they will be transferred to a page that 
provides a Pre-payment Summary for their application.  Clicking on the Make Plat 
Submittal Payment button will initiate the transfer to the JPMorgan Chase Bank Pay 
Connexion site. 
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The Pay Connexion site presents itself similar to the view below: 
 
 

 
 
Some application specific information will be transferred from the DRC database 
and will show up in the PAYMENT INFORMATION section or the PAYMENT DETAILS 
sections in this view. 
 
The user can select a payment method (either eCheck or Credit/Debit Card). Upon 
clicking the Continue button, they will be asked to provide additional checking 
account or credit card information before making the payment. Users are urged to 
check the box that will send an email confirmation back to the registered user that 
is making the payment. 
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For electronic check or ACH payments, clicking the Continue button will transfer you 
to a page that looks like the following view: 
 
 

 
 
The user will fill in their account’s routing and account number (and can optionally 
save the account information for future payments). The user can then click the 
Continue button to review the payment information and to complete the payment 
transaction. 
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For credit card payments, a screen similar to the following view will be seen: 
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After entering a valid credit card number, the user will be transferred to a screen 
that looks similar to the following view: 
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After entering all the information requested on this screen, the user will be 
transferred to a third page, where they will be asked to review their payment 
information, confirm that the information is accurate, and to enter their credit 
card’s 3-digit security code. 
 
Whether making payments by eCheck/ACH or credit card, the applicant is 
encouraged to check the box to send a verification email to the registered user. 
This will serve as the applicant’s receipt for payment. 
 
Should you have questions, contact Jennifer Ostlind at 713-837-7871. 
 






