CONSUMER PAYMENT INSTRUCTIONS FOR PAYING FREEDOM OF INFORMATION ACT (FOIA) INVOICES ON-LINE


This site should only be used if you received an invoice from the DEQ for a Freedom of Information Act (FOIA) Request.  If you did not receive a FOIA invoice from DEQ, please exit out of this web site.  Also, it is important that all information is keyed in accurately as we will depend on this information to apply your payment to your account in our invoicing system.
WELCOME PAGE:
In the Requestor Information Section, please enter the following information:



Company Name:  This is a required field that lists the company name of the Requestor.


Company Address:  This is a required field that lists the Street, City, and State of the Requestor.
Contact Phone Number:  This is a required field that lists the number where we can reach you if we have a question.
Contact Email:  This is a required field that lists the email where we can reach you if we have a question.



Confirm Email:  This is a required field that confirms what you entered in ‘Contact Email’ Field.

1st FOIA Request Number:  This field is optional and should be used if your invoice references a unique number other than invoice number.

1st Invoice Number:  This is a required field that lists the 6 digit code that appears on the right side of your invoice.  

As illustrated below, this particular sample invoice number is 490080:
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1st Invoice Amount:  This is the total amount due that appears on the remittance coupon of a single invoice.  

You will need to enter a decimal but you do not need to enter a dollar sign.  If over 999.99, please enter comma as illustrated:  1,234.99



As illustrated below, for this sample invoice, the amount would be entered as:   24.50
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If you are paying multiple DEQ FOIA invoices, please enter information in the 2nd and 3rd FOIA Request, Invoice and Invoice Amount fields as illustrated above.
PAYMENT INFORMATION PAGE


In the Billing Information Section, please enter the following information:



*First Name, Middle Initial, Last Name:  Enter person’s name on credit card



Street Line 1:  Enter from billing address of the credit card being used


Street Line 2: Enter second street address (if applicable)


City:  Credit card billing City 


State:  Select Billing State from clicking on dropdown arrow



Zip:  Enter zip code of credit card billing address


Country:  Select Country from drop down if different than the United States which is the default.



Phone:  Enter phone number of person who is paying with their credit card



*E-mail:  enter email address of person who is paying with their credit card


In the Payment Details Section, please enter the following information:

*Payment Amount:  This is the total amount that you are paying for up to three DEQ FOIA invoices.  Please note that you do not need to enter a dollar sign but do have to enter a decimal and comma if applicable.


In the Payment Method Section, please enter the following information:

*Name as it appears on Card:  This needs to be entered exactly how it is printed on the face of your credit card. 

*Expiration Date: Please select from the dropdown what Month and Year is on the face of your credit card as the expiration of date.

Click the Next Button
PAYMENT REVIEW PAGE

This is a summary of the information that you entered on the Payment Information Page.  Please review to make sure information was entered correctly before you click the ‘Pay Now’ Button.

PAYMENT RESULTS PAGE

If the Payment Status indicates a successful payment, please retain a copy of the page for your records.  If you get a Payment Status ‘Error’ or ‘Verification Failed’ or ‘Declined’, you will be prompted at the top of this web page the reason why your transaction was unsuccessful in a pink shaded area.  You will either need to select ‘Exit’ OR if you wish to try your transaction again using the same or different credit card, click the link at the bottom of this page to redirect you back to the Welcome Page.  Also, on this page, you will have the option to select a link to the ‘Printable Receipt’ to keep with your records.

Thanks for using our new on-line payment site!
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