Step by Step Guide to Hertfordshire County Council’s – New On-line Invoice
Payment System

1. How to log in to the Payment System or Register for an account
To log in/register for an account for Hertfordshire County Council’s new On-line Invoice Payment
system, please visit the following URL:

www.civicaepay.co.uk/HertfordshireEstore/estore/default/Account/Login
Or paste the above URL into your browser.
You will be taken to the welcome page, where you can either:
Create an account if you do not have one or, log in if you have already created an account.

2. How to Create a new account
Click on the: ‘Create a new account’ button.

You will need to complete the following information to register for an account:

A random question will be asked to prevent spam submissions.

When you have completed the information and answered the question click on the: ‘Create an
account’ button.

On successful registration you will see the following message:

3. Activation of your account
An e-mail will be sent to you with a link, which you will need to ‘Activate’ your account.
Once ‘Activated’ you will see this message and a link to login.

Once Logged onto your account you will see the following screen:

From this screen you will be able to access ‘Products & Services’ to make payments and ‘Payment
History’ to see past payments.

4. How to make an On-line Invoice Payment
Click on the: ‘Log in/register’ button.

You will be taken to the welcome page, where you can log in if you have already created an account,
using your email and password.

When you have logged in click on the: ‘Product & Services’ button:

You will be taken to the ‘Invoices’ page, ‘All shops’ section:

Click on the: ‘Add Item Details’ button.
You will need to have the following to hand:
•
•

Invoice Number or Numbers
Amount of Invoice or Invoices

Enter your Invoice number in the ‘Reference’ box and click on the: ‘Validate’ button’.

A new box will appear, where you will need to enter the amount.

When you have entered the amount click on the ‘Add to Basket’ button.
You will be taken back to the home page, where you can start the process again if required.

When you have added all of your invoices, you can click on the ‘Shopping Basket’, in the top righthand corner and it will take you to the ‘Shopping Basket’ page.

Shopping Basket
The ‘Shopping Basket’, will list the details of the payments you have added.
•
•
•

You can pay more invoices by clicking on the ‘Back to Catalogue’ button.
You have the option of removing items from the basket, by clicking on the: ‘Remove item’
button, against the individual item.
If you have no more items to pay, click on the: ‘Checkout now’ button, to be taken to
Payment Options.

Payment Options
This screen will show you the total of the payment you are about to make.
You will be asked to choose your payment method and click on ‘Next’, be taken to a secure webpage
to complete the payment transaction.

5. Reviewing Payment History
You will be able to see your payment history only after you have registered for the new system and
only if you have logged in to make payments. If you log in as a guest your payments will not be
shown.
To view previous payment details, click on the: ‘Payment History’ button.

